TARGETING YOUR RESUME

Today, employers receive 100s and sometimes 1000s of resumes for one job vacancy.  How can your resume stand out?  First, if you word your resume to show that you read the posting carefully, visited the company website, and that you spent time thinking about this application, your resume will stand a better chance of being read.  You need to TARGET the job!  

Secondly, your resume should be very easy for a person to read.

A – Read the posting closely.  Identify the important knowledge, skills and abilities required.  List these.  Use the employer’s website in identifying the company’s purpose, mission, and values.    

B - Look over your own experience (paid and volunteer) and your education, to identify where you have acquired the knowledge, skills, and abilities in the list you created above.

C – Rank your information from “Most Important” to “Least Important” in terms of this particular job.  Make sure you get the most important information on the first page of your resume.  Write out your information, most important first, from top to bottom and from left to right.  That means, start each line with the most important word or words.

Many employers only quickly scan each resume looking for the answers to their own screening questions, which are often:

Does this person have the education I’m looking for? 

Does this person have related experience? 

Does this person have any workplace experience? 

Does this person have knowledge of our computer program(s)?

This basic information should all be on the first page, easy to find and easy to read.   If an employer can’t easily find this information, your resume is not targeted to the job, and they may put your resume in the discard pile.  If the answers to these questions are found, they will keep your resume and read it more closely for more information.

D – Describing Your Experience
At a more detailed level, when describing your work experience, list your duties beginning with a qualifier (descriptive word), a verb (action you performed) and a description of the task.  


E.g.:
Quickly and accurately processed invoice payments and monthly reconciliation reports

Demonstrated strong problem solving skills satisfactorily resolving customer concerns


List task statements in order of importance to the job you are applying for.   E.g.:  If the job posting indicates that you are required to take measurements as your main task, and you did that in a previous job, list that task statement first when describing that job.  Avoid including information that is totally unrelated to the job you are applying for.

Write to your future job, not to your past jobs!

Formatting your resume:
Using bold – Bold only the first item, which should be the answer to an employer’s question.  



E.g.:    Office Administration – Executive Diploma, 2005, Mohawk College, Hamilton
                

Sales Associate, Scrubs Health Care Apparel, Hamilton  (May to September 2004)



Try not to use more than 2 or 3 text enhancements (bold, indent, italics, fonts, caps, bullets.)  Text becomes cluttered and hard on the eyes.  Too much text in CAPITALS is like shouting at someone.
