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TARGETING YOUR RESUME

Key points to consider when customizing your resume to a specific job
            •    Target and customize each resume for every job you apply to.

     •    Use the employer’s words, and terminology directly from the ad.  Show the employer you have the



      knowledge, skills, abilities, experience, and training they require .  Do you have what they want?

     •    One example is to customize your Objective to match the exact position title.

     •    Another tip is to describe your Qualifications by using the employer Requirements of the job.

The 1st page of your Resume contains most important information the employer is interested in knowing about you

Letterhead  How to contact you.  This includes your name, street address, city, province, postal code, 
telephone number, and email address, without using abbreviations.  ON for Ontario is acceptable.           Use this exact, identical letterhead on your Cover Letter and Reference Page.  Copy and Paste.

Objective  Identify the exact position title you are seeking or field you are attempting to enter.

Personal Profile  Introduce yourself to the prospective employer with a short paragraph identifying your successful graduation of the program or expected completion date, name of the school, and include skills that relate to the job.  It’s especially effective when no cover letter is available, such as when attending a job fair.

Qualifications  Restate the employer’s exact Requirements of the job by describing your Qualifications. 

This indicates to the employer that you have what they need; a perfect match for the job.

Education  Include school name, program name, and either the date you will graduate or date graduated. 
Write sentences explaining training received, key courses, and class projects.  This is an opportunity to mention above average grades, Honours standing, or special achievements, that sets you apart.

Computer Skills  This section includes a list of all software programs, applications, and operating systems

you have worked with in the past.  Your level of training with these particular skills is not important at this


time. Another term for this section could be Technical Skills and would include the use of specialized tools

and equipment in your program.  Never be vague when describing your skills or use ‘etc.’ or ‘various’ skills.

The 2nd page of your Resume contains experience, additional training, accomplishments, awards, and other interests.

Co-op, Field Placement or Practicum Experience  Your on-the-job related training while in school includes 


jobs performed and hands-on skills gained, which directly relate to your program and field of interest.

Related Work Experience  This is work performed which directly relates to the type of job you are seeking or 

field you are attempting to enter.  This is an opportunity to disclose hands-on training in your field.


Employment Experience  Describe each part-time and full-time job with full explanations of each duty 


performed, in sentence format. Identify the company name, your job title or department name and include 

what you did, how you handled important tasks, and how you developed, improved, enhanced skills. You 

also learned important soft skills such as: multitasking, customer service, organization, and communication.

Special Awards  Emphasize Outstanding Achievements, Honours Standing, or Specialized Awards received.

Additional Training  Bring attention to Specialized Training such as WHMIS, First Aid, or CPR.

Other Interests  Indicate activities, special interests or hobbies you have when not in school or working.

References  Include a bottom line that expresses reference availability.  See example attached.

Research  First and foremost, find out as much as you can about each company.  Know what they do, get


their postal code, contact person‘s name and title. Use the library, company website, or telephone directory.

Check us out at:  www.mohawkcollege.ca/jobcentre
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PREPARING YOUR RESUME

The goal of providing a resume is to be invited to an interview
•   Your resume is the first opportunity an employer gets to see you.  Make a great 1st impression with no errors.
•   It’s an in-depth look at what you know, what you can do, and what you have to offer to an employer.
Perfection  Your resume must be absolutely METICULOUS with no errors. It’ immediately graded on 

appearance; visual appeal, balance, consistent spacing, and easy to read format.  It’s next graded on content;
what you know, what you have done, your achievements and above all proper spelling and grammar.  Read it aloud to yourself  to be assured it’s correct and flows smoothly.  Avoid using brackets, as they stop the smooth flow when reading.  Have someone critique your finished product for errors and overall neatness.
Formatting  Consistency is the keyword.  Be consistent with the font, font size, tabs, indents, bolding, capitals,
spacing, company names, job titles and dates.  For each school attended and jobs worked, the dates should 
be tabbed to the right, indicating the month and year started to the month and year completed.
Bullets  Use a bullet to draw attention to your achievements in school and your duties performed while working.
Write complete sentences explaining what you did and what you accomplished, not 1 or 2 words.
Action Verbs  Begin each sentence with a variety of action words describing your experience, achievement,

and job duties.  Use a Thesaurus for choosing a mix of different action words.     See examples on page 6.
Page Two  At the extreme top, include only your Name and Page Number.  This allows pages to be easily 
collated if they become separated. Resumes are normally 2 pages, which excludes your Reference Page.
Resume Content  Include various sections to highlight your accomplishments, achievements and functions.
Paper  Use good quality bond paper to print your finished resume.  Be sure to use the same bond paper for 
your cover letter and reference page.
Envelope  Use an 8 ½” x 11” envelope when mailing or delivering and never fold your resume. Staple your 
resume together and paper-clip the cover letter to the front and other enclosures, paper-clipped to the back.  

Hand deliver whenever you can  This allows you to actually see the company and perhaps make a personal 

contact.  Remember, they will see you as well, so dress for success.  Make this a marketing opportunity.
Follow-up  Confirm your documents were received by the correct person by telephone or email.  When 
Faxing, be sure to dial the correct number and get verification it was sent.
Reference Page   You might want to attach your reference page. This is a perfect opportunity to inform the 
prospective employer you have the names of people who will confirm your experience and knowledge.  
References will also confirm your ability to be dependable, reliable, and a self-starter.
Resumes are graded on content, format, (layout, order), neatness, consistency (fonts, tabs, spacing), visual balance 
(borders, margins, white space), and spelling, grammar & punctuation.  Employers are looking for what you have to 
offer, what you can do, what you have done, and if you will be a good fit into their organization. This is your opportunity
to sell yourself to the employer and be selected for an interview.  Your resume must be absolutely perfect.
The assessment process of selecting the right candidate for the job 
starts with your well prepared, perfect resume.

During the first screening process you want to be considered and not disregarded.

Your resume is a marketing tool - make a great 1st impression  











                23 Your Street









                            Your Town, ON  Postal Code












    Telephone: (905) 522-1111  










              E-mail: yourname@yahoo.ca  

OBJECTIVE
Clearly explain the field you are attempting to enter or include the exact position title you are applying for.

“Pursuing a challenging position as a Cost Accountant, where I can apply and utilize my excellent analytical skills and 
financial training and become a valued team member in a business accounting role.”
PERSONAL PROFILE (optional)
(Optional but useful when you do not have a cover letter or when attending a job fair)
Introduce yourself with a paragraph that will capture the reader’s attention.  Identify your skills and abilities that apply 

to the job and use exact keywords from the employer ad to show them you have what they want and you are a perfect
fit for the job.  A recent  graduate from the ?? Diploma Program at Mohawk College with excellent skills in ..??..   
My Practicum experience  provided hands-on experience in conducting …??..  Employment experience provided the development of skills in …??..   Some examples are: researching, analyzing, report writing, communication, and 
organization.  Bilingual in French and English and willing to relocate.
                         Emphasize what makes you a good fit for the job or field and relate the skills you bring to the new job. 
QUALIFICATIONS or TRANSFERABLE SKILLS or STRENGTHS or ACHIEVEMENTS
(choose one of the above)
                ▪   Re-state the employer qualifications or requirements of the job if you have them or can do them.
                ▪   List your skills, abilities, and achievements which match the job description.
                ▪   Use a new line for each point.  If they asked for it, show them you can do it. Sell yourself.
                  ▪   The first item listed here should be with reference to your Diploma; whether you have graduated
                     and hold your diploma or if you are working towards it and the date you expect to receive it.
EDUCATION

MOHAWK COLLEGE – Hamilton, ON


Name of Diploma Program 




   September 2009 to April 2011
▪   Expect to graduate with Honours in April 2011.

▪   Graduated in April 2011.

▪   Maintained a grade average of 85%.
▪   Available for employment on May 1st, 2011.

▪   Program included: include course names that might apply to the job.




Write complete sentences explaining your accomplishments.
COMPUTER SKILLS or SPECIALIZED SKILLS or TECHNICAL SKILLS
                                                  or  (THE NAME OF YOUR PROGRAM) SKILLS

(choose one of the above)
   

Hands-on experience and in-depth training using: 

          ▪   MS Word 6.0, 7.0        ▪   MS Excel 6.0     ▪   PowerPoint      ▪   AutoCAD
 

         List computer skills in detail and the version used.
         Never use “etc.” or “many various skills”.  Include every software application you have used in the past.
CO-OP WORK PLACEMENT EXPERIENCE or PRACTICUM EXPERIENCE or FIELD PLACEMENT
(choose one of the above)
           COMPANY NAME (of most recent employer) - City, Province
                          
                        Job Title or the Department Name where you worked         Month Year to Month Year
▪   Use a bullet to bring attention to each duty and begin the sentence with a variety of 
    action words. Write a descriptive sentence explaining what you did, not 1 or 2 words.
▪   Your experience was valuable so relate it to the new job.  See examples on page 6.
                                                                                                             




                 

 






               Page 2

    (
(


Note  line here      EMPLOYMENT EXPERIENCE or RELATED EXPERIENCE or  (your program name) EXPERIENCE
(select the appropriate heading for your work experience)
        COMPANY NAME - City, Province
               

               Your Job Title or Department Name
               May 2009 to July 2010


▪   Use a bullet to bring attention to each job duty performed.


▪   Explain what you did with a full sentence. Do not write one or two words.

    Your involvement was valuable so relate it to the new job. Describe this job to someone who  

    knows nothing about it and make them understand exactly what you did.
▪   If the prospective job ad asks for specific skills and abilities, then try to include them in your 

    explanation which will backup and prove you have done it before. Use words from the posting.
▪   Begin with your most recent job and go back, explaining your duties and functions.
▪   Start each sentence with a variety of different action words.      See examples on page 6.
ACHIEVEMENTS or ACCOMPLISHMENTS or RECOGNITIONS or SPECIAL AWARDS
(choose one of the above that pertains to your requirements)
▪   Recipient of the ?? Award for high academic achievement.  Name of Award – Reason – Date 




ADDITIONAL TRAINING or ADDITIONAL COURSES or  PROFESSIONAL AFFILIATIONS
(choose one of the above that suits your requirements)
▪    Name of Course – Name of organization providing training – Include date completed



VOLUNTEER INVOLVEMENT or COMMUNITY INVOLVEMENT
(choose one of the above)
▪   Camp Leader – YMCA - Instructed children with crafts and painting.            July 2010
▪   Kayaking Instructor – Big Mountain Lodge - Lead groups in canoeing trips.  August 2009
                        Your Title  – The Organization – Explain what you did - Date

OTHER ACTIVITIES AND INTERESTS or HOBBIES or MEMBERSHIPS or EXTRA CURRICULAR ACTIVITIES
(choose one of the above)
▪   Maintain a collection of hockey memorabilia.
▪   Active Member of Badminton Club and Ski Club.
▪   Participate in swimming, jogging, and bike riding to keep active and fit.

This section allows you to create a possible rapport with the recruiter.
Don’t use vague words like “Enjoy playing many sports” but be more specific and mention the exact activity.
Explain what you enjoy doing outside of school and work, with a hobby, sport activity, or other special interest.

REFERENCES ENCLOSED or REFERENCES AVAILABLE UPON REQUEST

(choose one of the above)


                                                                                                          













     23 Whatever Street










                   Your Town, ON  Postal Code












      Telephone: (905) 522-1111











   E-mail: johndoe@yahoo.com

REFERENCES
Reference person’s name










Their job title











Name of their company









Actual business street address (optional)







City & Province










Area Code with Daytime Telephone Number

    Your Reference Page is a separate, stand alone page and is not part of the Resume.
    Use your identical letterhead from your resume and cover letter at the top of this page.
    Provide the names of 3 or 4 people who know your work habits.   Employers want to confirm your work 
    habits such as attendance record, how you get along with others, willingness to learn, and your overall 
    attitude, while working on the job.  Are you dependable, reliable, energetic, and a self-starter?
    Ask your reference for permission to use their name and spell their name correctly.  Provide them with a 
    copy of your resume.  Confirm they will provide a favourable recommendation for you.
    Provide your references daytime telephone number.  Recruiters want to make contact during normal
    daytime, business hours.
    Always carry your Reference Page with you, especially to the interview.

MORE ON RESUMES

RESUME TYPES
-  Chronological Resumes list education and work experience in reverse chronological order with the most 

   recent first.

-  Functional Resumes focus on major skills and accomplishments.  This is a good format to use when you 

   lack work experience and have minimal education.  You would highlight your strong skills and abilities.
-  Combination Resumes are a good choice because they combine aspects of both the chronological and 

   functional resumes. They highlight relevant skills and accomplishments while providing information in a
   chronological framework.
-  Creative Resumes offer the opportunity to reflect your individuality and creative skills. There is no 
   standard approach and they offer unlimited possibilities in style and presentation. 

RESUME DO NOT’S

-  Do not use a template to create your resume.  Use MS Word to develop your own personal document.
-  Do not fold your resume.  Use an 8 ½ x 11 inch envelope.
-  Do not date or sign your resume.  Sign and date the cover letter only.
-  Avoid using italics or (brackets).  Use a dash instead - to signify importance.
-  Never use words like: “etc.”, “various”, or “many” when describing your skills.  Identify each skill.
-  Do not use abbreviations.   Do not abbreviate Street or Drive, but ON for Ontario is acceptable.
-  Do not mention personal information.  Such as: S.I.N., age, marital status, gender, race, or religion.
-  Avoid overusing the word “I” and phrases like “I was responsible for”.  Instead, begin sentences with  

   different action words that explain your job tasks such as: operated, organized, coordinated, handled, 

   provided, prepared.  Write complete sentences explaining your function.           See examples on page 6.                                                                                                                                                                                               
                                                                      












ACTION VERBS

▪   The first word following a bullet should be a well-chosen action verb to begin your sentence.
▪   Bullets draw immediate attention to knowledge, skills, ability, achievement, and experience.
▪   Use a variety of action words which explain your transferable skills.  Use a thesaurus for others.

▪   Listed below are examples of action verbs / action words, to begin your sentence:
   

Administered


Edited



Negotiated



Assembled


Enforced


Operated



Advised


Established


Ordered



Analyzed


Expanded


Organized



Arranged


Facilitated


Performed



Assisted


Formulated


Persuaded



Coached


Gathered


Planned



Compiled


Handled


Presented



Completed


Helped



Researched



Counseled


Implemented


Revised



Created


Improved


Scheduled





Delegated


Increased


Sold






Delivered


Initiated


Supervised






Designed


Led



Trained






Developed


Maintained


Updated



Directed


Managed


Wrote



▪   More examples are available on our website:  www.mohawkcollege.ca/jobcentre

KEYWORDS


▪   Use keywords and buzz words, from the employer job posting, in your resume, profile, and cover letter.


▪   The matching indicates you have read the ad and proves you have the exact skills they require.


▪   Listed below are some examples of keywords and phrases used by employers, in all types of job posting ads:

- Excellent communication skills both verbal and written.


- Ability to establish plans, organize and prioritize heavy workloads.  Excellent time management skills.

- Detail oriented with a high degree of accuracy.  Skills in analyzing, auditing, and financial reporting.

- Handled cash and credit transactions and provided courteous customer service. 

- Experience with working in a fast paced environment and able to meet deadlines on time and as planned.

- Devoted to providing excellent customer service to all new and regular clients.


- Demonstrated ability to work in a team environment or as an individual with minimal supervision.  


- Ability to manage the data requirements including, but not limited to, data entry, data base development,


  recommend and implement data processing changes, and performing internet research.

- Strengths in design development through to preparing working drawings for permit and construction.


- Ability to provide technical support, troubleshoot hardware and software issues, to install and configure

         new routers, switches, and servers.

- Experience in producing schematics for electrical and pneumatic circuits using AutoCAD 2000 software.


- Ability to maintain the lab and all equipment, perform routine testing, and evaluate finished products.

       - Recognized as a team player who possesses sound interpersonal skills, combined with a positive attitude.


- Performed material and soil testing, and groundwater sampling.  Monitored construction projects,
         conducted surveys, and prepared field reports.

- motivated, dedicated, dependable, reliable, self-starter, energetic, confident, well organized, multi-tasker










            410 – 133 Somewhere Drive











   Your Town, ON  L8W 2G9









   
           Telephone: (905) 441 – 2345









    E-mail: frank.advice@mohawkcollege.ca


OBJECTIVE

To obtain the Accounts Payable Clerk position where I can apply my sound financial training in

analyzing, and preparing financial documents, and become a valued team member.

PERSONAL PROFILE
A reliable and motivated student, currently enrolled in the Construction Engineering Diploma Program 
at Mohawk College and graduating in April 2011.  Well developed skills in calibrating instruments, 
troubleshooting network problems, and using a multitude of software applications. Proven strengths in 
organizing, prioritizing heavy workloads, and providing excellent customer service.  Holds a valid Driver’s 
Licence and owns a dependable vehicle.  Bilingual in French and English.  Willing to relocate.

QUALIFICATIONS or ACHIEVEMENTS or TRANSFERABLE SKILLS or STRENGTHS
· 3 Year Civil Engineering Diploma with Co-operative work experience – Mohawk College
· A thorough knowledge of computerized software including word processing, database 

spreadsheets, AutoCAD applications and Java based software.

· A self-starting, goal oriented, team player with exceptional communication skills, both 

written and verbal.

· Knowledge of Allen Bradley PLC industrial instrumentation and electrical components.

EDUCATION

     MOHAWK COLLEGE – Hamilton, ON

Architectural Technician Diploma Program

September 2009 – April 2011


(
Expect to graduate with Honours in April 2011.



(
Available for employment on May 3, 2011.



(
Significant courses included: Advanced Math, Electrical Drives, Protection   

Controls, Advanced PLC, Micro transcription, and Market Research.



(
Designed and developed databases for production line applications as a 

class project.  Use a bullet to bring attention. Start sentence with action word.



(
Wrote and modified programs in order to implement tasks of extracting, 

loading, and controlling data.

     SOUTH HILL SECONDARY SCHOOL – Guelph, ON

Ontario Secondary School Diploma


September 2005 – June 2009
(
Graduated with Honours and received Diploma.



(
Received Timothy Horton Award for High Academic Standing.

COMPUTER SKILLS or TECHNICAL SKILLS or (NAME OF YOUR PROGRAM) SKILLS


Hands-on experience and in-depth training using:

(  Microsoft Word     (  Microsoft Access     (  Microsoft Excel     (  AutoCAD 12

(  WHMIS Training – Mohawk College – June 2010

Frank Advice







                                      Page 2

PRACTICUM WORK PLACEMENT EXPERIENCE or CO-OP WORK EXPERIENCE

     ABC ENGINEERING LTD. (Name of last company worked) – Kitchener, ON



CAD Designer





May 2010 – August 2010


(
Designed electrical switching for turbines and aerospace projects.



(
Assisted the design team in the modification of automotive fasteners.

    ONTARIO BUILDERS GROUP – Toronto, ON

Planning Department




January 2010 – April 2010


(
Organized geographic township maps showing placement of towers.

RELATED EMPLOYMENT EXPERIENCE or RELATED (YOUR PROGRAM NAME) EXPERIENCE
     KANUTELL – Alliston, ON
Marketing Representative




August 2010 – October 2010


(
Describe what you did in this job in a full sentence. Start with an action word.


(
Processed all shipping documentation using a customized inter-company 

database.  Start each explanation with an action verb.

EMPLOYMENT EXPERIENCE

     SIMCOE & FINN INSURANCE GROUP – Hamilton, ON





Claims & Adjustment Department



August 2010 – December 2010


(
Each sentence explains a different function you performed.



(
Organized and scheduled daily work, established priorities and deadlines.

ADDITIONAL TRAINING or CERTIFICATIONS
(
Enrolled in Advanced CAD Design Program – Mohawk College – September 2010
(
Completed Dale Carnegie Public Speaking Course – May 2010
(          WHMIS Training – Mohawk College – February 2010
(  
Forklift Training Certification – Bobcat Industries – June 2009
SPECIAL AWARDS or  RECOGNITIONS or ACHIEVEMENTS
           (  Recipient of MIMI Award for High Academic Standing – Your Secondary School – May 2010
VOLUNTEER INVOLVEMENT or COMMUNITY INVOVLEMENT

   
(  Involved with Scouting since 2008 and recently earned Eagle Scout Leader Designation. 

OTHER ACTIVITIES AND INTERESTS or HOBBIES or EXTRA CURRICULAR ACTIVITIES

   
(
To keep active and fit I am a member of The Good Life Health Club.

   
(
Member of Youth Fastball League – won Ontario Championship in August 2010.

   
(
For relaxation I enjoy reading computer magazines and currently subscribe to WebMag.com

REFERENCES ENCLOSED








          410 – 133 Somewhere Drive








              Your Town, ON  L8W 2G9










          Telephone: (905) 441 – 2345









    E-mail: frank.advice@mohawkcollege.ca


   REFERENCES

Reid Enright





Supervisor




The Thorndale Times Weekly Newspaper




Your Town, ON






Telephone: (607) 492 – 8181

Kerry Oakie





Owner





Kerry’s Health Food of the World




Pleasantville, ON






Telephone: (838) 692 – 6464

Iwanna Newkar




Manager





JC’s Fine Furniture





Somewhere, ON






Telephone: (607) 555 – 4321
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RESUME SUMMARY
•   Your resume must be METICULOUS.

•   Make a great 1st impression with absolutely no errors.

•   The main purpose is to get the interview, not the job.

•   It’s immediately graded on appearance and balance and easy to read format.

•   It is next graded on content, and of course, spelling and grammar.

•   Your resume must describe what you know, what you can do, what you have done and what you offer.
•   When describing skills never use the words ‘etc.’ , ‘various’ or ‘many’.
•   Create your resume as a MS Word document and do not use a template when setting up your resume.
•   Use Arial font about size 10 or 11.

•   Create a customized letterhead for the top of the first page with all the information on how to contact you.
•   An OBJECTIVE will quickly identify the exact position you want or the field you are trying to enter.
•   A PERSONAL PROFILE will quickly introduce you to the employer.
•   QUALIFICATIONS will quickly match your skills to the job requirements.
•   EDUCATION describes your achievements and successes, knowledge, training, skills, and abilities.
•   Identify the month and year you will graduate and be available for employment

•   It’s important to identify MOHAWK COLLEGE as it is widely identified throughout the country.

•   Your PROGRAM NAME quickly identifies your field of expertise, skills gained, training and experience.
•   Write complete sentences explaining your academic achievements, knowledge, and experience.
•   Start sentences with various action words.
•   COMPUTER or TECHNICAL SKILLS summarize applications you have used in the past.
•   PAGE 2 should include your name and page number only, at the extreme top of the page.
•   PLACEMENT EXPERIENCE explains on-the-job, related training, and hands-on experience gained.

•   EMPLOYMENT EXPERIENCE explains jobs performed and skills gained.  This also includes soft skills.
•   DATES worked and while attending school should be tabbed to the right and indicate month and year.
•   Additional Training, Awards, Volunteer Involvement and Other Interests are other sections you can use.

•   A REFERENCE line should be stated at the extreme bottom of page 2.
•   THE REFERENCE PAGE is a separate page but it includes the exact same letterhead as the resume.
•   RESUMES are normally 2 pages in length.
ONCE YOU GRADUATE, YOU BEGIN A CAREER IN SALES

You must sell your knowledge, skills, abilities, training, education, accomplishments, achievements, and experience

 to a prospective employer with your resume and cover letter.

Your resume is a marketing tool - make a great 1st impression  
 Resume Notes





 Resume Notes





    Two Page Resume Format 





Design your own letterhead which includes information on how to contact you.  Use this identical header on your Cover Letter and Reference Page.  Your name should be large to stand out and be remembered. This contact information does not have to centered on the page.  Use only one telephone number.





Your Contact Information





Indicate Month & Year for start & end dates.


Tab this to the right side of the page as shown.


Be consistent and use same tabs for             employment dates.





Bold and capitalize names to indicate importance.


Indent to bring     attention to detailed, important            information.





 Resume Format of Page 2





At the top of page 2 include only Your Name and the Page Number. It is Not the same as page 1.





Your Resume should be well balanced on the page.


Formatting must be consistent. Check font, font size, margins, tabs, and bolding.





Content is also critical. Explain what you have done and what you can do.


Knowledge, skills, abilities, accomplishments, achievements, training, and 


experience are relevant to finding a job in your field.


Don’t be shy - This is your chance to sell yourself to the employer.





 Reference Page Format





Identical letterhead as used on your resume, and cover letter, for this 


stand alone reference page





 Resume Notes





 Actual Two Page Resume





2nd Page Of Actual Resume





Actual Reference Page
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