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​Introduction

First of all, I thank and congratulate you for being able to download this book, Résumé Writing 101. It is a real honor to have someone like you who have placed their trust in our abilities to share knowledge about the particular topic.

This book contains proven steps and guidelines on how you can effectively write résumés. Truly, this book will be your ultimate guide to writing the best résumé that can lead you to a bright future with countless possibilities.

A typical employer will only spend a few seconds looking at a résumé. As a matter of fact, most of them are actually looking for reasons NOT to interview you. As you know, they are the busiest people in the world and they have limited time filtering those stacks of paper and determine who to interview and who to not.

There is no room for anything but a compelling and flawless document that can vividly reflect your personality and your competitiveness in the most positive light possible. “The sea today is really full of fish.” You must stand out among hundreds of other competitors to get the job you deserve. Now, what does a résumé have to possess in order to get considered?

Are you one of those people who have really the potential in working for those jobs that you desire, yet it seems that you’re not getting any calls from your potential employers? You might blame it to your résumé. The first step in getting the job of your dreams is having the right résumé. It serves as the key to the door leading to the next room: interview and eventually to the position that you’re seeking.

Or are you just one of those people who haven’t made a résumé yet and wondering as to how they can make the perfect one? You’re lucky because you have come to the right place. The content you’re about to read will be your ticket in making an excellent résumé that will really grab the attention of those executives and other employers.

To deliver utmost understanding, the first chapter will tackle on the necessary information about what a résumé is. There are still many things to learn about a résumé aside from the basic fact that it’s a paper containing a list of your skills. The first chapter will also tackle on the purpose of résumé, along with its importance. Furthermore, the first chapter will also introduce you to the different styles of résumé.

The second chapter is seamless for those people who seek knowledge about executive résumé writing. Do you want to know what impresses those CEOs and executives? I will teach you what it is and most importantly, how.

The third chapter is for people who want to gain knowledge of all the résumé writing tips that could really make them standout. This chapter will introduce you to the most vital guidelines of the dos in making résumé.

The last chapter will further hone your understanding about writing résumés as it will tackle on the résumé writing mistakes that you should do. You’d be surprised to know some mistakes that you might still be committing.

I hope that this book will be a great help to you. Thank you again and congratulations in downloading this book.

​Chapter 1 – What Is A Résumé?

Description. Résumé is a particular type of document used by all people who wants to present their skills and background. Résumés are being used for several reasons but its most common use is securing a new employment. It’s one of the first items presented to a potential employer with the corresponding cover letter and application for employment. A typical résumé is composed of a summary of relevant education and experience of a person. Job seekers submit résumés and the possible employers will use it to screen applicants.

A typical résumé is limited to one (or two) page of Letter-size or A4 size paper wherein the author highlights all the relevant qualifications and experiences that seem fit for the desired position. Résumés also have display content in a flattering manner and make heavy use of active verbs. Different résumés have different lengths and styles and the main thing they have in common is information (contacts, etc.) of the job seeker.

A résumé is used as a marketing tool in which the content must be convincing enough and effectively adapted to suit each industry that the individual applicant desires. It was as late as 2002 when the transmission of résumés directly to employers became increasingly popular. In the modern times, job seekers are able to put themselves in a more convenient way in undergoing job application process since they can now reach employers through direct email contact.

Either simple or complex, various résumés tend to produce results that vary from applicant to applicant, depending on the industry and the occupation desired. Artists, professors, medical professionals, and many people in other specialized fields tend to have longer résumés or CVs. An artist’s résumé, for example, may have to include extensive lists of both group and solo exhibitions.

The purpose of résumé. Your résumé serves as a tool with only one specific purpose: to win an interview. Basically, it’s an advertisement for yourself, nothing more and nothing less. A nicely-written résumé will be your proof that you clearly understand how your skills and experience fit into the general goal of the company you’re applying to. Your résumé must be able to explain what you do and it must properly deliver your responsibilities. Put simply, your résumé will be your vessel to move from one position to another. That’s why you should exert time in making the perfect résumé and not rush in writing it.

Different styles of résumés.  Here are the different styles of résumés. Each style is unique on its own and it’s up to you, depending on your application, to choose the right style of résumé.

Functional Résumé. A functional résumé contains a list of your skills and work experience which are sorted by job function or skill area. It’s important to note that a functional résumé is never used to focus on experiences and skills that are specific to the job you sought. Functional résumé directly utilizes experience summaries and emphasizes specific professional abilities as the means of presenting your professional competency.

Reverse Chronological Résumé. This style of résumé lists your job experiences in reverse chronological order, hence the name. It commonly covers your experience for the previous 10 to 15 years. The positions that you have are listed along with beginning and ending dates. In case of current positions, starting date to “present” or the “current year” is put instead of the ending date. The Reverse Chronological Résumé style is the most common résumé style used by people who are not professional résumé writers.

Hybrid Résumé. From the name itself, this style fuses the approach of both the functional résumé and reverse chronological résumé style. Hybrid résumé is composed of a functional list of your job skills that is followed by the list of your employers in a chronological order. The downside of hybrid résumé is it can repeat itself, thus it’s less used compared to the previous two styles from which it was derived.

Infographic, video, & website résumé. As the internet becomes exponentially popular, people who seek jobs have found a way to take advantage of the multimedia power of the internet. Quitting traditional papers and emails and shifting to infographics, videos, and websites are now trending. Despite the increasing trend, this style attracted criticisms from human resource professionals. A large number of recruiters out there still prefer the traditional résumé format.

Online résumés. The search for employment has become electronic and some employers are now accepting résumés electronically. It is important for candidates to use proper keywords in writing résumés since employers can now find potential applicants through the use of search engines. The most common file format is Microsoft Word, but some employers also require PDF, HTML, or just ASCII text. Employers find it convenient to use Applicant Tracking Systems because they can save time by filtering high volumes of résumés instead of sorting massive stacks of paper.

The importance of résumé.

It determines your future. There’s no other appropriate statement that can describe the importance of résumé. It simply determines your future. If it works, then good for you. If it doesn’t, it isn’t an effective one.

It shows your confidence. Your résumé isn’t just a paper with some words in it, it also reflects your confidence and interest for the desired position. Writing a résumé can be a very challenging one if you’re not confident with your skills which also mean that you’re not able to showcase your qualifications.

Composition. Aside from confidence, résumé can also reflect your composition skills. If you’re effective in constructing your résumé, hiring managers and recruiters will understand
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