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 (
Overview
)
Training Process: Résumé Appearance Checklist
Policy/Mandates Informing this Training Process:
1. Job Hunter Workshop Series #4022 WIA Guidance Letter; Workshop and Facilitation Standards
Important Facts About Reviewing Résumé Content:
1. First impressions are everything. Your résumé’s appearance can make or break your interview chances. 
2. A résumé is like an advertisement that details what you offer an employer. The look and feel of your résumé (writing style) will impress the recruiter if you invest the time to put together a concisely detailed, professional and eye catching document.
3. Keep the employer’s perspective at the forefront of your training. It’s not about what the job seeker wants to show employers. It’s about what the employer needs to see on a résumé that answers the biggest HR question of all “why should I hire this person?”
4. The Résumé Appearance Checklist focuses on the following key areas:
a. Writing Style: Grammar, spelling, punctuation, action verbs and more.
b. Document Organization: The logical flow (order) of how the job seeker’s information is presented – by title or subject area. The document should flow in a way that the first statement made is supported by every sentence/title that follows. 
· Example (Blended résumé format): Objective Statement, Skills (Qualifications), Employment History, Education and Training, and Professional Associations/Volunteerism.
· Crucial Trainer’s Note: The style of résumé the job seeker has chosen to represent themselves to the employer (chronological, functional or blended) impacts the organization of their document. For further information on résumé formats, see the following documents:
· Quick Guide: Résumé Comparison Chart 
· Training Process: Résumé Comparison Chart
c. Appearance and Format: Eye appeal including fonts, white space, number of pages, and other tips to create visual impacts.




 (
Detailed Steps
)Training Process Aids:
1. Seeker Services SKIES Staff User Guide: Adding individual attendance for Job Hunter participation.
2. Group Service(s) SKIES Staff User Guide: Adding group attendance for Job Hunter participation.
3. Quick Guide: Résumé Appearance Checklist: Customer handout that supports this process document.
4. About.com Résumé Tips: Résumé ‘how to’ guides from beginning of development through completion.
5. Quintessential Careers (QC) Complete Résumé FAQ: Scroll down list to explore issues with résumé development as asked by job seekers and answered by QC staff. 
6. Keyword action verb list via the Résumé Help website: http://www.résumé-help.org/résumé_action_words.htm

Trainer Key Points

The learning objective for this unit: Use the Résumé Appearance Checklist individually or in pairs to review a sample document, or the job seeker’s résumé.
The expected outcome of this unit: Strategize ways to improve the appearance of the job seeker’s résumé to get the recruiter’s attention; begin making changes to individual documents if time allows. 
Creating a professional and appropriate appearance for a résumé is part of the foundation of constructing a solid advertising piece for a perspective employer. Throughout this 10 to 30-minute training segment, it is vital that you convey the following points: 
1. Job seekers should target their résumés at all times, regardless of how the individual chooses to visually present their résumé to a potential employer.
2. This checklist investigates appearance techniques from  a recruiter’s perspective. Use this checklist to plan ways to improve your current résumé or build a new targeted document that will get the recruiter’s attention.
a. Writing Style:
i. If your document does not answer the question “why should I hire you?", the recruiter will not see why they should either.


ii. Keep your statements on point – when you ramble in a conversation, the listener loses interest. The same applies to reading a résumé – if your writing isn’t direct and to the point, the recruiter will quickly lose interest and may disqualify you as a potential candidate.
iii. Action verbs pack a punch as the opening word to a sentence. Under the training process aids on page 2, point #6 is a fantastic site with a very long list of action verbs for every occupation.
iv. Omit any statements concerning race, religion, sex, marital status, children, national origin, health or political affiliations – these are typically illegal questions that an employer cannot ask you during an interview.
v. Writing style is consistent – a recruiter can figure out quickly if you are copying and pasting parts of your qualifications or job duties from other sources – sentence structure and word use are dead giveaways.
vi. Never use first person case (normative, subjective) terms such as I, me or my on a résumé. Always write in action phrases without personal identifiers.
vii. Read statements you write out loud. If it doesn’t sound right to you, it won’t read well for the recruiter.
b. Document Organization:
i. Name and contact information should always be listed at the top of your résumé. Make it easy as possible for the recruiter to contact you for an interview.
ii. If you do not have a professional email address, create one. Always keep your personal emails separate from your job search correspondence. Less chaos in your mailbox equals quicker response time when employers contact you.
iii. The flow of the document is logical and matches the résumé format style the job seeker selected to represent their knowledge, skills and abilities.
iv. Sections that should be in chronological order – such as employment history – are displayed correctly on the document.
c. Appearance and Format
i. Have a full one or two-page layout. A page and a half, or anything similar looks unfinished and indicates a few different things to the employer:
1. You didn’t have enough knowledge, skills, abilities and accomplishments to fill up two full pages. Their question: do you have enough KSAs for their job opening?
2. You were incapable of editing down your document to one concise page. Their question: Do you second guess yourself often or know exactly why you want this job since you couldn’t 


target your information to fit their listing?
ii. Margins, font, and font size are consistent.  Too many changes or uneven content looks sloppy. Think of it as the same way as messy/illegible handwriting on an application.
iii. Your document must be readable. This means:
1.  Your font size isn’t too small for the recruiter to easily read (you don’t want them to squint to try to read), 
2. There is white space to balance out content,
3. The white space you have designed creates an emphasis around titles/sections  of your résumé,
4. Avoid rambling – keep the details in your résumé concise – keep the reader’s interest high instead of overwhelming them with too many unnecessary pieces of information.
5. If the employer had requested your résumé in ASCII (pronounced askee), use asterisks (*) and white space to create emphasis. In this format, you cannot use bullets, bold, italics, or underlining. For more information on ASCII format, visit the following sites:
a. http://www.asciirésumé.com/
b. http://careerplanning.about.com/cs/résuméwriting/a/ascii_résumé.htm
6. No graphics, page borders, use of color, pictures or anything else that takes away from the main point of your résumé – the content.
7. No grammar and spelling errors.
8. Odor and stain-free, typed, no handwriting or whiteout on document.
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