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 (
Overview
)
Training Process: Résumés from the Recruiter’s Point of View
Important facts about résumés and the recruiter’s point of view:
1. 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. 
2. A résumé is like an advertisement that details what you offer an employer. The look and feel of your resume 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. In today’s challenging labor market, it is vital to create a résumé that will stand out from the competition.
5. This quick tip guide focuses on the content of your résumé, not on formatting. There are three basic ingredients to constructing a résumé that employers will notice quickly:
a. Target your document and think like the recruiter. Show them in words why they should hire you.
b. Knowledge, skills and abilities (KSA) correlate to the employer’s job vacancy needs.
c. Keep it professional to earn the employer’s respect. Omit personal information.

 (
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: Résumés from the Recruiter’s Point of View: Customer handout that supports this process document.
4. About.com Résumé Tips: Résumé ‘how to’ guides from beginning of development through completion.
5. Career Advice Center (mainly from an HR perspective) via Career Builder’s website: http://www.careerbuilder.com/jobseeker/careerbytes/articles.aspx
6. Learn the recruiter’s perspective via the Career Life Institute website: http://www.careerlife.net/careers/3-ways-to-think-like-a-recruiter/


Trainer Key Points

The learning objective for this unit: Use the Quick Guide: Résumés from the Recruiter’s Point of View to gain insight on how a recruiter interprets a job seeker’s résumé.

The expected outcome of this unit: Strategize ways to improve the job seeker’s résumé to get the recruiter’s attention; edit document from the employer’s perspective; begin making changes to individual résumés if time allows. 
Understanding how a recruiter views a résumé is part of constructing (and editing) 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. If your resume isn’t targeted, an employer will know. They will wonder how interested you are in the position and if you devoted any time to preparing an application packet for them.
2. This quick guide investigates three basic ingredients of a resume review  from  a recruiter’s perspective. 
a. Think like a recruiter when reviewing your own work.
i. Before writing out the content for a targeted résumé, carefully review the job description. Use the Quick Guide: Qualifications Comparison Worksheet if you are having difficulties determining your level of match to a job listing.
ii. If your document does not answer the question “why should I hire you?" the recruiter will not see why they should either.
iii. 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. 
iv. Job duties. Prove in your document that you can perform these tasks and how you have in the past.
v. Years of experience required - a functional resume format will not work well to prove that you have what the employer needs.
b. Don’t waste your time when there is not a match for the position. Be realistic.
i. If you truly aren’t interested in or qualified for the job, don’t waste your time targeting an application or résumé. Here’s how to figure out if the job is a match for you:
· Research the company. (Continued page 3.)
· Determine your level of match with the employer’s required job qualifications. 

c. Lay out your KSA clearly to draw attention to a job match.
i. Avoid generic phrases and job duties. 
ii. Use action verbs and descriptors that will catch the employer’s eye.
iii. Your knowledge, skills and abilities should closely match the employer’s qualifications listed in the job posting – honestly and descriptively.

Policy/Mandates informing this training process:
1. Job Hunter Workshop Series #4022 WIA Guidance Letter; Workshop and Facilitation Standards
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