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Quick Guide: Résumés from the Recruiter’s Point of View 
) (
In today’s challenging labor market, it is vital to create a résumé that will stand out from the competition.This quick tip guide focuses on the content of your résumé, 
not
 on formatting. There are three basicingredients to constructing a résumé that employers will notice quickly:
Target your document and think like the recruiter. Show them in words why they should hire you.
Knowledge, skills and abilities (KSA) correlate to the employer’s job vacancy needs.
Keep it professional to earn the employer’s respect. Omit personal information.
When starting to develop the content of a résumé, keep this very important fact in mind: you know yourself – but you are a mystery to a recruiter. How can the employer get to know you? It will depend what you decide to display in your résumé. 
If your résumé is generic and lacks specific examples of your prior successes, you will remain a mystery. When you display occupational strengths and how they led to several previous achievements throughout your career, you show them exactly what you bring to the table.
Think like a recruiter.
 Before writing out the content for a targeted résumé, carefully review the job description and look for the following details:
Required qualifications. These are things the recruiter 
must
 see on your résumé. Make sure qualifications are in your own words and not copied directly from the job listing.
Job duties. Prove in your document that you can perform these tasks and how you have in the past.
Preferred qualifications. These are KSAs the employer would like to have. If you possess any of them, list them on your résumé.
Years of experience required. If you don’t have the years of experience, the recruiter will only find an interest in your résumé if your required and preferred qualifications are a perfect match. 
Don’t waste the recruiter’s time – or yours.
 If you truly aren’t interested in or qualified for the job, don’t waste your time targeting an application or résumé. Move on to a more appropriate listing that meets your needs and employment expectations. Here’s how to figure out if the job is a match for you:
Research the company. Does it look like the kind of place that you would want to stay for any length of time? Is the company culture a fit with your style? What excites you about this company or turns you off? 
Determine your level of match with the employer’s 
required
 job qualifications. If you are a very close match for the required knowledge, skills and abilities listed take one additional step. Look at the preferred qualifications and see if you match their additional job needs. After your comparisons are completed, think about how the recruiter will view your résumé. Are you a potential candidate or is it time to look at other positions that more closely match your talents?
Lay
 
out your KSA clearly.
 Use action verbs and descriptors to make a stronger impact. Avoid generic phrases such as outstanding, exceptional, driven, seasoned, or energetic and go for action verbs that will catch the recruiter’s eye such as created, increased, improved, or reduced. For further information on action verbs and descriptors, visit these websites:
Career Builder’s Advice Center: 
www.careerbuilder.com/jobseeker/careerbytes/articles.aspx
Résumé Help’s Action Verbs and Key Words: 
www.résumé-help.org/résumé_action_words.htm
Quintessential Career’s Action Verbs Glossary: 
http://www.quintcareers.com/action_alpha.html
)[image: worksource_logo_clear.GIF]



























image1.jpeg
WORI¢OMTC€




