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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. 
· 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.

Trainer Facilitation Steps
1. Handout desk aid Quick Guide: Résumés from the Recruiter’s Point of View to participants.
2. Introduce topic with the following (or similar) statements:
a. First impressions are everything. Your résumé’s must tell a story – and it must tell it very quickly – typically between 30 second and 5 minutes is all the time a recruiter has to review your document.
b. 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.
c. 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?”
d. Why do recruiters spend so little time reviewing a resume?
i. In today’s labor market, there are many individuals – those unemployed and those seeking to change jobs – applying for vacancies. Recruiters know exactly what they are looking for on a resume based on the qualifications listed in the job posting. They screen the resume for those identified specific items only. A recruiter may go through several screenings that become more in-depth (and timely) as they narrow down their candidate list.
ii. Example: True story a few years ago (2009) at the beginning of the recession in Tacoma, Washington. The city of Tacoma posted one job opening for a Meter Reader paying $17-$23 an hour with full benefits. Over 1,400 applications were received – and all had to be screened to see if they met the requirements. They had one week to screen candidates and sign them up for pre-qualification testing. To read the article from the Tacoma News Tribune, follow this link: http://www.thenewstribune.com/2009/04/21/715710/among-1400-applicants-new-meter.html
3. Ask participants how much they know about a recruiter’s daily life – ask for any volunteers who have been recruiters to walk them through a “day in the life.” 
a. The key here is to get participants to think from the recruiter’s perspective – by thinking about recruiters as 1) human beings, who 2) are under very tight timelines to find the best candidates for positions, and where 3) if they are wrong, it costs the company money and may cost them their own jobs.
b. What is in the recruiter’s daily life?
i. Write, update and review job listings to draw candidates per hiring manager’s expectations – this includes meetings, emails and phone calls with the manager and anyone else involved in the process.
ii. Respond to all email inquiries in a customer friendly manner from inside and outside the company’s walls concerning positions, on-boarding, candidacy, and many other issues.
iii. Screen possible candidates by phone or in-person; use a matrix to select candidates for interviews, send list to managers (with resumes) to review. Make all changes to matrix (ranking for interviews) made by the hiring manager.
iv. Fill in other experiences here if available from class.
c. By focusing – or targeting your document – you save recruiters valuable seconds and minutes in their day. By selecting jobs to apply for where you meet the qualifications – and clearly show that you do in your document - you will impress a recruiter.
4. Introduce this thought: an employer doesn’t know you, what you look like, or what you offer their company. Your résumé appearance choices should paint a very clear picture for the employer of why they should consider you for this job vacancy. 
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 Quick Guide: Résumés from the Recruiter’s Point of View and walk through each checklist section separately:
a. Why use this quick guide?
i. Friendly reminder of how “the other side” views your résumé. 
ii. Three key points to help you think like a recruiter – even when you are reviewing your own document:

· Think like a recruiter. This perspective will help you plan out how to tell your story in a way that will catch the employer’s eye.
· Don’t waste their time or yours. Be practical and realistic during your job search.
· Lay out your KSA (knowledge, skills and accomplishments) clearly – in an easy to read format that is easy to follow.
b. Walk through the “think like a recruiter” section of the document. 
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. Keep your statements on point – when you ramble in a conversation, the listener loses interest. The same applies to reading a resume – if your writing isn’t direct and to the point, the recruiter will quickly lose interest and may disqualify you as a potential candidate.
iv. Read statements you write out loud. If it doesn’t sound clear to you, it won’t read well for the recruiter.
v. 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. 
vi. Job duties. Prove in your document that you can perform these tasks and how you have in the past.
vii. Preferred qualifications. These are KSAs the employer would like to have. If you possess any of them, list them on your résumé.
viii. 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.  If years of experience are required, a functional resume format may not work well for you to prove that you have what the employer needs.
c. Walk through the “don’t waste your time when there is not a match for the position - be realistic” section of the document.
i. If you truly aren’t interested in or qualified for the job, don’t waste your time targeting an application or résumé. 
ii. Move on to a more appropriate listing that meets your needs and employment expectations. 
iii. 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?
d. Walk through the “lay out your KSA clearly to draw attention to a job match” section of the document.
i. 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: www.quintcareer.com/action_verbs.html
ii. Avoid generic phrases and job duties. 
iii. Use action verbs and descriptors that will catch the employer’s eye.
v. Your knowledge, skills and abilities should closely match the employer’s qualifications listed in the job posting – honestly and descriptively.
7. After reviewing the Quick Guide: Résumés from the Recruiter’s Point of View using step 6 above, complete the following classroom activity (if time allows and permitted by your center):
a. Have each participant write their target occupation at the top of their resume.
b. Have participants pass their resume to the person on their left. 
c. Give the class 5 minutes to review the document they have received. 
i. Trainer Note: The average time a recruiter spends looking over a resume during an initial screening is between 30 seconds to five minutes pending how many potential applications they have for the position. We are giving participants the lowest end of that scale so they can see how quickly time flies and how unimaginable it is that a human being can scan a document in 30 seconds (which many recruiters are expected do every day). If you choose to run through this exercise a second time, you may only want to allow students 3 minutes to review the next document (they’ll adjust to what they should be looking for, which is the point of the exercise).
d. Ask them to circle items that stand out on the person’s resume (good or bad).
e. Have them flip the document over and write the top three things they found memorable about the resume.
i. If they can’t come up with anything, how would they expect that the employer would?
ii. How can we make ourselves memorable to a recruiter? 

f. Offer suggestions on how the person whose resume you reviewed can be improved to make more of an impact.
g. Repeat steps a-f one more time if possible to make sure that feedback is consistent and valid (second opinion confirmation).
8. 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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