[image: http://www.wa.gov/esd/marketing/images/logos/jpeg/worksource_logo-2-color.jpg]        Job Hunter Résumé Workshop
 (
Overview
)
Training Process: Résumé Content Checklist
Important Facts About Reviewing Résumé Content:
1. Résumé content points are the descriptions that tell an employer what you can do for them. When written concisely and accurately, it’s content that piques an employer’s interest through emphasizing vital information. 
2. A résumé is like an advertisement that details what you offer an employer. Selecting résumé content that best highlights abilities the employer needs is the main focus of this training 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 Content Checklist focuses on the following key areas that make up the informational structure of the document:
a. Objective Statement or Summary of Qualifications: brief advertisement of what you offer the employer.
b. Skills: targeted to the job you are applying for – backup your objective statement or summary of qualifications.
c. Employment History: Will vary on content due to format selection (chronological, functional or blended).
d. Education, Training and Certifications: if the training doesn’t enhance your ability to do the targeted job, leave it off.
e. Community Involvement and Professional Associations: if volunteer experience or a membership are not relevant to the job you are applying for, do not list them. 
 (
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.  Résumé Content Checklist: Customer handout that supports this process document.
4. Résumé Tips: Résumé ‘how to’ guides from beginning of development through completion.
5. Complete Résumé FAQ: From Quintessential Careers (QC), scroll down the 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 Content Checklist to review a sample document or a classmate’s résumé.
The expected outcome of this unit: Improve the content of résumé sections to better showcase the knowledge, skills and abilities of the job seeker. 
Understanding appropriate résumé section content is part of the foundation of constructing a solid advertising piece for a perspective employer. Throughout this 20 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 which résumé sections they select to advertise their knowledge, skills, abilities and accomplishments.
2. The Résumé Content Checklist focuses on the following key areas that make up the informational structure of the document:
a. Objective Statement or Summary of Qualifications: The focus of both of these introductory statements has changed: choose one (not both) and write a brief paragraph that targets knowledge, skills and abilities the employer needs.
i. Objective Statement: In less than three sentences, customize your statement – defining clearly how you match the employer’s needs. You must have a clear employment goal and relating skills in mind before you write this statement. 
· Sample objective statement: “Create integrated strategies to develop and expand existing customer sales, brand/product evolution, and media endorsement.”
a. 
i. 
ii. Summary of Qualifications: This is the story of your career in a nutshell. The statement should be no longer than 4-5 lines, be targeted to the job you are applying for, and list accomplishments that match the targeted job listing. In the summary of qualifications, write about experience, credentials, expertise, work ethics, employment history, or other characteristics that make you qualified for the job you are after.
· Sample summary of qualifications: “Over 20 years of experience in all phases of employee benefits including designing and implementing new benefits programs, accounting expertise in analyzing benefit data where calculation errors were

 successfully reduced by 90%, and progressive management experience including supervision of eight professionals.”
· CRUCIAL NOTE: A summary of qualifications statement is typically supported by a list of 5-10 specific bulleted points that address knowledge, skills, abilities and accomplishments in greater detail.
a. 
i. 
ii. 
iii. Choose one or the other – do not use both. Remember, this is the first advertising statement the employer sees from you! Keep the statement simple, professional and targeted.
· Note: there is a counter argument that states an objective statement is immediately followed by a summary of qualifications. In this particular case, the objective statement is a short (3 sentences or less) paragraph. It is followed by a summary of qualifications that is strictly bulleted career specialties, and knowledge, skills and abilities highlights that compliment the objective statement.
b. Skills: Must be targeted to the job you are applying for – these typically are called Qualifications or Overview (by title) and backup your objective statement or summary of qualifications. Be sure to list transferrable skills that will enhance your ability to be successful on the job. When listing software skills, be sure to list versions/years. 
c. Employment History: Will vary on content due to format selection (chronological, functional or blended). Refer to the Training Process: Résumé Format Selection for information regarding these three résumé styles. Always list the most recent job held first and work backwards to form a chronological list of employment. Regardless of format selection, this is an absolute must so employer’s can see what work you’ve done that correlates to their current position opening.
d. Education, Training and Certifications: Target these to the job you are applying for – if the training doesn’t enhance your ability to do the job, leave it off. If you have a post-secondary (after high school) degree, no need to list your high school diploma or GED – devote the space to other information the employer needs to know about you! List training and degrees in chronological order (most recent first) to make it easy for an employer to scan.
e. Community Involvement and Professional Associations: If they are not relevant to the job you are applying for, do not list them. If you have been unemployed but volunteering your time, this can fill in employment history gaps and show a potential employer that you have not only kept yourself busy, you have made a difference for others in your community. Unpaid volunteer time still comes with multiple responsibilities and tasks, so don’t discount your efforts – just make sure to target this experience to your job search. For professional associations, list those that apply to your targeted job. 
i. Example: You want to be a Human Resources Recruiter and you are a member of the Society for Human Resource Management (SHRM).
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