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 (
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).
Trainer Facilitation Steps
1. Handout desk aid Resume Content Checklist to participants.
2. Introduce topic with the following (or similar) statements:
a. 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. 
b. 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.
c. Reviewing your résumé involves inspecting: 
i. Titles of sections you have chosen; do they best exhibit accumulated knowledge, skills and experience and how much of a direct match exists between the job seeker’s résumé content and the employer’s job vacancy listing?
ii. Objective statement or summary of qualification to make sure it is targeted to a specific job vacancy.
iii. Skills and employment history sections provide the ‘proof in the pudding’ for your objective statement or summary of qualifications
iv. That all education, training, certifications, community involvement and professional associations relate to the work you are currently seeking and DO NOT provide any information to the employer that would be otherwise illegal for them to ask in an interview or on an application.
d. The form that you have handed out will help guide you through your résumé content evaluation process. In this part of the training, we have the option of reviewing your own résumé or working with a partner in the class to review your document and provide feedback. 
3. Ask participants why and how résumé content sections impact the employer’s review of their document. (Solicit volunteer responses.) 
a. The key here is to get participants to think from the employer’s perspective – how the employer looks for information on their résumé and how by using appropriately titled content sections – and well written content – the employer is more likely to consider them a valid candidate for their open position.
4. Introduce this thought: an employer doesn’t know you, what you look like, or what you offer their company. Your choice in résumé content and section titles should paint a very clear picture for the employer of why they should consider you as a candidate. 
5. Important note to highlight: always target your résumé to the job opening for which you are applying. A generic résumé will leave the employer with the impression that you are not really interested in their job opening.
6. Refer to the Resume Content Checklist and walk through each checklist section separately:
a. Why use this chart?
i. Friendly reminder of what should be present in your document. Provides a column for you to check off items that are completed and note items that need improvement or need to be created to bring your résumé up to its full review potential.
ii. Important note: Depending on the résumé format that the individual has chosen (see the Training Process: Résumé Format Selection for more information), the job seeker’s résumé layout may not be an exact match for the order of titles on the Résumé Content Checklist (perfectly acceptable).
b. Walk through the Objective Statement or Summary of Qualifications section of the checklist. 
i. For the trainer: Review #2a on pages 2-3 of this document to deliver key points regarding these two “advertising” sections that are the first things an employer sees on your résumé besides your name. 
ii. Use example objective statement and summary of qualifications statement listed under section #2a on pages 2-3 of this document – write them up on the board for students to look over and decide which statement they should create.
c. Walk through the Skills section (sometimes referred to as the Abilities or Qualifications section) of the checklist.
i. Software skills must be detailed. Saying that you can use Microsoft Office doesn’t tell the employer what programs you are proficient in or what versions of the software you are familiar with. 
· Example: Instead of Microsoft Office, state the exact tool - Microsoft Word – and versions you know - 97, 03, 07 and 10.
ii. If you come from a technical employment background, use skill titles to separate out the types of software you can utilize.
· Examples: Programming, Publishing, Operating Systems, Browsers, Graphics, etc.
iii. Highlight skills that directly relate to the job you are applying for – and make sure those skills meet the employer’s job listing needs. 
· Hint: Don’t be afraid to list transferrable skills if they compliment your ability to do the job well for the employer.
iv. Target your skills, abilities and accomplishments to show the employer how you will be successful on the job.
d. Walk through the Employment History section of the checklist. 
i. Note: the content of this section will vary depending on the style of résumé (chronological, functional, or blended) selected by the job seeker.
ii. The most important thing for job seekers to remember when assembling their employment history – regardless of résumé style, make sure the job title can be understood by a recruiter outside the job seeker’s previous industry if the targeted job opening is not in their prior career cluster.
iii. If the company does business by an alias (or a different name since the job seeker worked there), make sure to list the company’s publicly listed name followed by DBA (doing business as) with the name the company is currently using.
iv. Note to trainer: the MM/YYYY – MM/YYYY format for dates of employment ONLY apply to chronological and blended résumés – functional résumés may or may not list dates depending on the job seeker’s preference.
e. Walk through the Education, Training and Certifications section of the checklist.
i. Target these to the job you are applying for – if the training doesn’t enhance your ability to do the job, leave it off. 
ii. 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! 
iii. List training and degrees in chronological order (most recent first) to make it easy for an employer to scan.
iv. List certifications in the order received, with the last certification the job seeker acquired first, then moving back through order chronologically. If a certification/licensure is expired, the job seeker will not want to list it on their document.

f. Walk through the Community Involvement and Professional Associations section of the checklist.
i. If volunteer experience or professional memberships are not relevant to the job you are applying for, do not list them. 
ii. 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. 
iii. For professional associations, list those that apply to your targeted job.
· Example: You want to be a Human Resources Recruiter and you are a member of the Society for Human Resource Management (SHRM).
7. After reviewing the Resume Content Checklist using step 6 above, give participants ten to twenty minutes to do one of the following (or both if your office has additional time scheduled for this unit):
a. Review their own résumé and use the checklist for items they already have completed and identify items that need to be rewritten or created and added to their document.
b. Divide class up into pairs and have them switch résumés to review their learning partner’s document using the Résumé Content Checklist. Have them check off items they see present in their partner’s résumé and check the “needs work” box for an item that needs to be added or rewritten. Give additional time at the end for partners to discuss why they checked any “needs work” items. Allow learners to create a plan as to how they will add or rewrite content portions of their résumé.
8. Explain how to use the results of their checklist review. 
a. Refer them to the websites listed under Training Process Aids on page 2 of this document. Write the websites up on the board for your job seekers to explore further information about the résumé writing process.
9. Allow participants space and time to start rewriting their résumé in a computer lab or in the resource room. By giving the opportunity for immediate practice, learners are more likely to improve their résumés on the spot. 
Policy/Mandates informing this training process:
1. Job Hunter Workshop Series #4022 WIA Guidance Letter; Workshop and Facilitation Standards
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