The Importance of a Well Written Resume:
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Your resume remains one of the most important components of your job search. A well written resume that gives the employer an accurate view of your skills will help you stand out from the crowd.
Rules of A Great Resume:
Rule #1: Don’t lie.
Rule #2: Know your reader- target audience
Rule #3: Know yourself.
Rule #4: Include everything relevant to the position that's important to your reader and to you.
Rule #5: Leave everything else off. Keep it simple.
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WRITING THAT PERFECT RESUME
 

Writing a clear and effective resume is an important part of getting a job.  Resume writing, however, is not a simple task, and may seem overwhelming at first.

 

It is helpful to think of a resume as a tool -- a selling tool for presenting yourself to a potential employer.  Therefore, it is important to write a good, clear, well formatted document.

Write YOUR resume
Before you begin your resume, read the following articles to perfect your resume format and design:
Resume Preparation Do’s and Don’ts
A Guide to Resume Vocabulary and Focus 

Useful Vocabulary for the Resume and Interview
 Directions:  Bring out the “you” in your resume content, format and style.  Empress your prospective employer with what “you” will bring the workplace.  
4 QUESTIONS THAT YOUR RESUME SHOULD ANSWER:

1.     What do you want? What is your job target? (Objective Section or Indication of your job aim)

2.     Why are you qualified to do the job? Can you outline the skills and credentials that qualify you for the job? (Summary of Qualifications Section)

3.     Where have you had experience? Can you demonstrate whom you worked for and the qualifying experiences you have had? (Work/Volunteer Experience Section)

4.    How well have you done your job? Can you demonstrate accomplishments and special projects to which you have contributed? How did you improve previous employer’s “bottom line”? (Work/Volunteer Experience Section)

Take Inventory of Your Skills, Abilities and Attributes.

1. Evaluate yourself and taking inventory of your skills, abilities, and attributes, and determining which ones you possess.
2. Choosing your skills, abilities, and attributes that are relevant to each job and employer where you send your resume.

3. Expressing your skills and abilities with optimum impact on your resume with power words and specific examples of your use of your skills and your accomplishments.

Many skills that are relevant and important to employers are overlooked in resume writing. You can impress employers with a variety of verbiage and skills they desire in candidates. Rather than choosing the run of the mill skills and words on commonly found on resume builders and forms, here is a list to spark your thinking and express relevant skills you might otherwise neglect.

Key your resume in a Word Document.  SAVE the document in your network space.  
Here are some sections you might incorporate into your resume:
Career Objective (if you have a strong lead use it)
Summary of Qualifications

Education
Work Experience
Skills and Abilities
Related Classes

Personal Qualities

Clubs and Extracurricular Activities
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