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Introduction

Try to imagine
your dream job. You are doing only what you have really
wanted to do since you were seven. You are working with fantastic,
happy people. You share so many of the same likes, dislikes, and
passions. You raise your kids with them. They get along great with
your friends and spouse. The boss is actually nice, not working you
to the bitter end and actually understanding where you’re coming
from. The building is beautiful. Every inch of every floor,
ceiling, wall, desk, and chair is clean enough to eat off of. You’d
rather spend time in the office, or cubicle, or whatever room you
want to work in, than in your living room. The bathrooms are better
than the ones you have at home. The pay is phenomenal, and the
benefits are even better.

Now come back to reality for a second. I am
sure you have thought and dreamt about this job at least a few
times in your life. Maybe you have seen it on TV, or have watched
as your friends got something similar. Maybe you even came close to
something like it in the past. But have you ever really sat down
and thought, really considered, what it might take to get that kind
of job? Okay, yes, in all honesty you will probably never work
somewhere you’d rather be than home. But just consider for a minute
a good job, a job that fits you, that job that makes you happy, or
at least satisfied to work there. Have you ever thought about what
it might take to get that kind of job?

So, okay, yes, you need to have the ability
to do the job. It’d be kind of tough working on Wall Street if you
couldn’t multiply two single-digit numbers together. Yes, you also
need to be willing to put in the time. Again, think how difficult
it would be getting a job as a surgeon if you only had two hours a
day to spare. I am sure there are other things you need to have
that would automatically disqualify you from certain jobs. But
suppose you had those things. Most likely, you know at least what
kind of job you want to do, and you know at least a thing or two
about doing it. In fact, you could probably do it at least as well
as the next guy or gal, maybe even better than some of the people
who are already doing it. So, the question becomes: Why not
you?

The answer all boils down to one simple fact.
To be doing a job, you need to actually be hired. The only thing
that separates you from the people already working in the industry
you want to work in is the fact that they have been hired, and you
haven’t. Being hired is obviously the only way you can come to work
at a particular job. So, then you ask: How do I get hired?

The answer is really simple, and actually a
word you probably already know and have used a few times in your
life: “résumé.” Unless you personally know somebody in a
position of power or influence in the place you want to work who is
willing to get you a job (and if you do, good luck and
congratulations), you need to convince someone, a total stranger in
fact, that they should hire you. The key to doing that is a resume.
Even in jobs where the boss isn’t a complete stranger or there are
interviews, because not many jobs have them and the ones that do
make sure only the best prospective employees get to the interview
stage anyway, resumes are the keys that open the door to the
workforce.

You might not be familiar with resumes, even
if you have been hired before. You may never have needed to write
to get hired at the job you have. Even if you have written a resume
before, maybe you weren’t given the most thorough explanation for
all the different forms, functions, and parts it has. Even if you
were given the thorough, business-school instruction for everything
about resumes, it can’t hurt to refresh every once in a while.
That’s where this how-to manual comes in. It’s a thorough,
step-by-step explained procedure for creating an excellent
resume.


 Chapter 1: What is a Resume?

Three definitions of resume, as given by
Merriam-Webster’s, are “a summary,” “curriculum vitae,” and
“a set of accomplishments.”1 The entry keeps going on and
on and on, talking about how it comes from French and everything
else. None of that is really important, especially when talking
about “resume” as something specifically to get you hired. In fact,
it probably only makes most people more tired and confused before
they give up entirely, copying and pasting the template of a resume
found on Wikipedia. Rest assured, most employers don’t care if you
can spew off random definitions in random series for random words
or speak in French, but for those that do, you can show them on
your resume. The question still remains, though: What is a
resume?

A basic, working definition of resume that I
use is “you, broken down on a page.” When I say “you,” I mean
whoever is writing the resume. So, if your name is “John Doe,” I
would say a resume is “John Doe, broken down on a page.” By “broken
down,” I mean “explained really well.” And, when I said “on a
page,” I did really mean a page. I would define a resume as no
longer than a page, regular printer-sized paper, front and back
(and no, not with size-four font).

If a resume is not “You,” then it’s not
original or specific. At the very worst, this could mean that you
are intentionally lying about the kind of person and worker you
are. But even if you’re being honest, a boring resume that just
isn’t “You” isn’t a very good resume. Think about heels, or dress
shoes, or whatever. They might cover your feet, but if they’re just
not “You,” they’re hardly doing the job of making you look and feel
great. Considering that resumes get you the jobs that get you the
money to buy the heels and dress shoes, aren’t they even more
important?

If a resume does not “break down,” or
“explain really well,” then it’s going to be difficult for the
employer to figure out who you are or what you can do. If you try
to use a lot of big, fancy words or complicated explanations, even
if it is “You,” it’s probably just going to confuse the person
reading it, make everything less clear, and make it less likely
that you get hired. A scientific study published in the Journal
of Consumer Research showed that people who shop like to see
things clear, straightforward, and well-defined.2 Once
you start thinking about people reading your resume as people
shopping for a new employee, you’ll begin to realize why you need
to “explain really well.”

If a resume is longer than a page, front and
back (although, if you can fit it all on the front, even better),
then, first of all, it’s not a resume. Actually, it’s more like a
curriculum vitae. But again, it’s not really important to
know those specific definitions. More importantly, go back to the
people reading the resume (because your resume is definitely meant
to be read). How easy is it to look a page in readable text, see
everything you need to see, turn it over, quickly check it again,
and put it down and go on with your day?

Obviously, bosses looking for new employees
are busy, busy people. Try to put yourself in their shoes. Even if
you had the time, would you really want to read page after page of
small details about someone you’ve never even met and don’t know if
you want to hire? I wouldn’t. Also, how much of that stuff is
necessary? Unless you’ve done everything in the world really well
(and, if you have, why are you looking for a job?), all the extra
stuff just draws attention away from the important stuff and gives
the boss a headache.
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