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“As soon as I got the final draft of my résumé, I applied for 4 jobs straight away. Within 24 hours I got 4 calls for phone/face-to-face interviews. If that isn't an indication of how amazing Annie is, I don't know what is. She is very easy to talk to and beyond helpful. I highly recommend her services!”

Reem Hacioglou | Legal Counsel

––––––––
[image: ]


“I have been using most of Annie’s services since 2008. Annie got me into Federal Government at APS4 level through high-quality selection criteria where I gained an interview and the job. I have progressed (through Annie’s help in writing required documents) to EL1 level, which is middle management. Every time I have used Annie to write selection criteria, statements with specified word length limits, and developing and updating my résumé, I have always gained interviews. I can say with certainty that I would not be at this level in Federal Government if it wasn’t for Annie’s help and her high-quality services.”

Reshelle D | Assistant Director
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“I contacted Annie Cerone to redevelop my résumé and other documents. It was a fantastic résumé that grabbed the recruiter's attention. Before finding and using Annie’s services it took me months to get a job interview, but once I started sending Annie’s newly formatted and rewritten résumé it worked like magic. It only took me around 10 days to secure a role.”

Farzama M | Network Support Engineer
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“When my professional career encountered a redirection after 15 years at one public service organisation, I struggled to present my knowledge and skills against the capabilities and format required in the current recruitment space to truly market me. In strides, Annie at ‘Résumé by Design’ guided me in developing my résumé and selection criteria responses to the highest standard, which has never failed to secure an interview. Annie possesses an adept ability to reframe and showcase my experience into selection criteria that are on point and adaptable to my applications. Annie goes above and beyond with her professional services, and at times with very short notice, assisting to meet short deadlines. I continue to use Annie at Résumé by Design to ensure I remain contemporary and have no hesitation recommending her to professional colleagues. A heartfelt ‘thank you’ from me to you Annie.”

Craig McGlynn | Manager, NSW Government
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PART I: MINDSET IS KEY TO GET THE BALL ROLLING
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Laying the foundations
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Alter your mindset and use the ‘3-factor think tank’



[image: ]


THINK OBJECTIVELY

When asking yourself questions about what you have done, what you have achieved, what skills you have developed, and so forth, ask yourself these questions in the third person.

In other words, remove first-person pronouns such as ‘I’ and ‘me’ from the equation and replace it with your name. For example, what awards did Annie win in the first couple of months of this year?
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THINK LATERALLY

Think in terms of the skills you have developed in employment, in your studies (tertiary or other such as short courses, online or other), in volunteering or community service, in extra-curricular activities (especially any activities that are related to your field, vocation or future direction), in areas that develop certain skills such as public speaking (for example, member of Toastmasters), in sporting activities, and so forth.
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THINK QUALITY

Think in terms of the quality of the written content, not the quantity. Content is king. You can produce a solidly-written résumé packed with substance in two pages which supersedes a résumé that is long, repetitive and filled will clichéd, unsubstantiated statements, and four pages in length.
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Apply the ‘KISS-S principle’
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KEEP IT SIMPLE

	Use language that is easy to understand and write for the broader job market.







	Do not use jargon or technical terms unless you are applying for a position in a trade, field or profession that uses them, and where it may be beneficial to incorporate such terminology.







	Absolutely no spelling, grammatical, punctuation, and typographical errors. Use spell and grammar checker tools such as Grammarly; there are many others from which to choose and use.
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KEEP IT SUCCINCT

	Distinct and concise content: the key is brevity; the aim is to save your reader time.


	Keep sentences short and to the point: write only pertinent information, do not waffle.


	Page length of résumés: maximum of four (4) pages, minimum of two (2) pages.


	Write in the first person but avoid using first-person pronouns (‘I’ and ‘me’); start sentences with key action words such as ‘Developed’. This keeps content concise and to the point. You will notice that if you insert the pronoun ‘I’ at the beginning, the statement is grammatically correct (I developed a system which reduced up to 50% of the time taken to produce letters to customers). It is a given the reader will know these statements reflect what you did.
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KEEP IT SMART

	Design your résumé to look interesting and visually appealing. 


	When designing the first page of your résumé use a ‘letterhead style’. 


	Create your résumé in a certain style and layout and keep it consistent throughout from page to page. For example, if you position headings/section titles in the centre, then remain consistent in centring titles across all the pages, and keep the titles in the same font style and size.


	Headings/section titles that are commanding statements.
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Important considerations
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Your résumé and cover letter are powerful marketing tools that must instantly make a striking first impression and impact on the employer/reader in less than 7 seconds.

In a study conducted by Microsoft, the average attention span was 12 seconds in the year 2000. The latest data indicates that our ‘online’ attention span is only 3 seconds!

Therefore, to grab the reader’s attention and sustain their attention, your documents should contain statements of your achievements (focus on this area first), experience, qualifications, and skills.

Your résumé should show how you can benefit an employer and add value; not just list your features and skills.

Past performance is often an indicator of future performance. Steer well away from descriptive content (narrating or storytelling). 

Write about situations where you went above and beyond. These can be written as achievements versus standard day-to-day responsibilities.

Employers want the best employees; therefore, your résumé should showcase your value.

––––––––
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Focus on what you have to offer.

Always emphasise the positives, omit negatives.

Highlight strengths and skills suited to the role.

Remember: You are the product!
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