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8 Big Picture Resume Communication Tips
1. Write your resume AFTER contemplating your life-work, self-assessments, and value to the opportunity.  It is a tactic of your overall career develop plan and job search strategy.
2. Be a solution to employer’s needs.  You should convey value and demonstrate fit with not only the skills required for the opportunity, but the company’s/department’s organizational culture.  You need to be a “fast match” instead of a “jack of all trades”.  Answers the employer’s question, “Why should I interview you instead of someone else?” You should have a separate resume for each opportunity.
3. Lead with a sizzling summary to capture interest and control impressions.  A meaty introductory Summary of Qualifications helps the hiring manger focus on your 3 to 5 greatest strengths relative to the opportunity.

4. Emphasize results.  Write from the employer’s perspective.  They want to know if you can make a financial impact to the company.  Talk results, accomplishments, and bottom-line contributions, rather than skills, tasks and character traits.  Results demonstrate your business-savvy and your understanding of your value to the organization’s bottom-line.

5. Separate accomplishments from responsibilities.  If you speak of responsibilities in your resume, don’t bury your accomplishments within them.  Use bullets to draw the reader’s eyes to the results you have delivered.

6. Career transitioners – Mirror job postings with relevant content.  Use key words and phrases that are in posted job descriptions.  If there is not a posted job, find similar job descriptions from a job search engines as indeed.com.  If you lack certain qualifications, strategize analogous experiences and transferable skills

7. Make it visually appealing.  Use white space, bullet points, and consistent fonts, styles and grammar tense to enhance readability.

8. Prune and proofread.  Traditional print resumes should be no more than two pages (with the exception of senior executives, academicians, and medical professionals).  For every piece of information, ask yourself, “Does this add to my candidacy?”  If it doesn’t, delete it.  Delete personal pronouns and grammatical articles (“a”, “an”, “the”).  Have two other people proofread your resume.

Your Resume is a Marketing Piece
Your resume is a personal promotion piece which sells you when you are not present.
1) Grab the reader’s attention by placing your key selling points (which are relevant to their needs) within a Summary of Qualifications.  In addition, think of your resume as a picture with aesthetic appeal.  Using classic design elements consistently increases eye-appeal and keeps your resume in the “A” pile.
2) Capture the reader’s interest by placing your most relevant information in the visual center of the first page.  The visual center is starts approximately 2 inches below the top of the page and extends 2 inches.  This is where your Summary of Qualifications would reside.
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Resume readers rarely scan/read beyond two pages.  The first page should have your most relevant information 

3) Create desire for you by showing why the employer needs you, how you can satisfy the need, and prove your superiority.

Every job adds value to an employer in one or more of ten ways:

1. Generate income

2. Cut costs

3. Save time

4. Make work easier

5. Solve a specific problem

6. Be more competitive

7. Build relationships/an image

8. Expand business

9. Attract new customers

10. Retain existing customers

Finding the boss-to-be “buying motivators” will take some work.  Research the Internet and NC State’s Libraries online resources.  Conduct informational interviews.  Think about specific needs the employer has, and how your accomplishments and skills can address those needs.
Every employer wants to know why you should be the candidate over everybody else.  Demonstrate through use of comparison – with other employees, competitors, history or industry standards.

4) Call to action by asking for the order.  Obviously, it is pretty hard to ask for the job at this point, so getting the reader to take action may be more apropos. 

The action will be in the letter covering the resume.  While most people will say something like, 

“Thank you for your time and consideration”,

A more direct approach while staying respectful may be,

“Your schedule permitting, I would like to demonstrate how I have solved _______ in the past.  My accomplishments addressed similar issues that you are facing.  I will contact you on __________ to see what time may work best with your schedule.”

Of course the actual text and tone should be adjusted to address the situation’s context.

Reader Wants to Know Where You Were When –

Chronological vs. Functional Resumes

Ninety-nine percent of all resumes in the market are in some form of the chronological or functional format. The chronological format displays your professional experience in a timeline, most recent experience first.  A functional resume relies on categorical, skills-based sections to demonstrate your qualifications.

Resumes are for the employer’s benefit and not the candidate’s.  While there are exceptions, the vast majority of employers looking for MBA-level business skills would prefer a chronological resume. Rationale:

1. Showcases progression of increasingly-responsible career positions.

2. Demonstrates that you are qualified for the next step in your career

3. Highlights the organizations where you have worked.

4. Tells them what you did, when.  

The chronological format may be better suited for the employer’s use rather than yours.  Work with your career coach to format your resume to meet the employer’s needs while best communicating your value.
It’s All about Accomplishments
Succinct accomplishments is a key driver for creating desire.  Have the hiring manager think, “this candidate has really made a difference for past employers; we need someone like this who can do the same for us”.  Responsibilities show you were there, accomplishments show that you got things done. 
1. Constantly think from the hiring manager’s perspective.  The employer has to see how your accomplishments offer proof to solve his/her needs.

2. Include accomplishments that convey your business savvy, that you understand your current employer’s bottom-line, and have a track record of contributing to the bottom-line.

3. Remember employers’ key motivators, such as making money, saving money, etc.

4. Use the STAR (Situation, Task, Action, Results) technique.  Another acronym you may see is PAR, where Problem is a combination of Situation and Task.  Show your problem-solving skills and commitment to delivering results.  
5. Quantification (Numbers) #1.  Numbers are universal language.  They make your accomplishments memorable and credible.

6. Quantification (Numbers) #2. Comparisons give accomplishments context, e.g. Improved assembly line production 45%, well above industry average of 7%.  Comparison examples – competitors, industry averages, company averages, or predecessors.  (Be cautious about comparing against current team members).

7. Quantification (Numbers) #3. When possible, demonstrate return-on-investment, e.g. “Retained $8,000,000 credit card charges by writing customer benefit-focused inside sales script”.
8. Accomplishments should not only be in your resume, but can also be used in networking, informational interviewing, self-promotion scripts, and written personal marketing materials.

9. Keep a log of accomplishments.  Sources of material:

· Performance 
· Attaboy and attagirl recognition emails and notes

· Conversations with former supervisors, peers, subordinates, vendors, customers 

· Awards, such as Employee of the Month honors? 

· Tangible evidence 

· Self-introspection
· In each job, what special things did you do to set yourself apart? How did you do the job better than anyone else did or than anyone else could have done? 

· What did you do to make each job your own? 

· How did you take the initiative? How did you go above and beyond what was asked of you in your job description? 

· What special things did you do to impress your boss so that you might be promoted? 

· How did you leave your employers better off than before you worked for them? 

Did You Actually Say What You Thought You Said? -- Editing
Since a resume is a marketing document, it has its own peculiar why of speech.  “Resume-speak” is part business communication, part advertisement.  Resume text style is punchy, semi-advertising-like, not conversational prose.  Top concepts to keep in mind when writing and proofing.
1. Every piece of information has to be relevant to the audience.  If it is not, delete it.

2. Conciseness is key.  Relevant experience and skills should be summed up in 1 – 2 pages.

3. Your audience has to understand what you are saying.  Use terminology understood by your audience.  Avoid/re-frame obscure terminology and jargon.
4. Avoid value-less personality traits, and trite boilerplate phrases without providing support.  Phrases such as “excellent oral and written communication skills”, “people-person”, and “motivated” do not convey the soft skills that you think they are (because everybody else is saying it, as well).

5. Don’t waste valuable resume real estate with unnecessary words –

a. Grammar articles (“a”, “an”, “the”).  They obscure punchy, terse resume-speak, and make the reader scan unnecessary words.
b. Personal pronouns (“my”, “our”, “their”, etc.).  The pronoun is implied, thus not necessary. 
Visual center of the page.  Strategic selling points within Summary of Qualifications.
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