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Overview 
Workshop discusses four items associated with resume building, how the resume rules have 
changed in the past few years, and the purpose, contents, and types of resumes. It also introduces 
cover letters, online presence and personal branding. Participants will receive additional 
resources to assist with their resume composition process. 
 

Learning Outcomes: 
Participants will be able to: 

• Identify how the rules for resume writing have changed in recent years 
• State the purpose of a resume and cover letter 
• Identify the key elements that should be included in a resume 
• Identify 4 major types of resumes 
• Define the term "Online Presence" and how it relates to resumes 
• Be able to locate resources for creating a resume and cover letter 
• Be able to create a resume based on current trends 

 

About the Author: 
Kathleen E. High has been working as a college professor, counselor, staff member at 
community colleges and universities since 1999. She has taught and counseled on academic, 
career and life success, and job search skills topics for over 10 years and has been writing 
resumes since high school.  
  
She also has an independent consulting business where she works with adults facing education 
and career transition issues and volunteered for over two years as a guest speaker at the Orange 
County One-Stop Center (American Jobs Center) where she presented special topics of interest 
to the unemployed. She created and led a faith-based support group for the long-term 
unemployed during the economic recession.  
 
She holds a Master’s in Education: College Student Affairs from Azusa Pacific University, and a 
BS in Communication: Public Relations from Cal Poly Pomona, and an AA from Rio Hondo 
College.  She holds additional credentials in the career development field: Certified Career 
Services Provider (CCSP), Global Career Development Facilitator (GCDF) and is a certified 
instructor for the Facilitating Career Development (FCD) program offered through the National 
Career Development Association. She is a certified administrator of the Myers-Briggs (MBTI) 
personality assessment.  
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Resumes 
This workshop, “Resume for Today’s Job Market” will introduce participants to resume 
essentials that will best serve their job search process.  Those essentials include: 
 

• Resumes – Knowing how to write effective resumes 
• Cover Letters – Understanding the purpose of cover letters 
• Online Presence – How you are seen online will affect your job search 
• Branding – Setting yourself apart from the competition  
• Resources – Knowing what resources are available to help your job search process 

The “Rules” Have Changed 
Individuals in career transition are usually encouraged to have a current resume available to 
present when they engage in a job search process. Many of those people have had a resume for 
many years, and thus assume that updating their resume just involves changing dates, titles and 
duties.  Unfortunately, though, they may not realize that updating their resume could potentially 
require a major overhaul in order for it to appear relevant to today’s changing job market. Others, 
may not realize how much they have grown professionally since the last time they updated their 
resume and thus should remove entries that do not reflect their current strengths they have to 
offer. Also, many first-time resume composers may have, unfortunately, received advice from a 
person who has not taken the time to understand how much the resume-writing process has 
changed, thus these first-timers can look on their resumes like they are out of touch simply based 
on the advice they were given.  
 
Advances in technology have changed how people apply for jobs, thus how resumes are 
composed and submitted is different from years past.  Before the wide use of the personal 
computers, the Internet, and social media, resumes were usually hand-typed on a typewriter, 
photocopied for mass distribution, and then mailed out in response to newspaper ads.  However, 
in today’s job market, they are more often uploaded to an online application entry system, 
emailed, and often pre-scanned by ATS (applicant tracking software), or reflected in a social 
media profile and/or on-line professional portfolio.  
 
This changing world means that ‘the rules’ for resume writing have also changed in the last 10-
15 years, and will likely continue to change as advances in technology continue to change our 
world. 
 
How have the rules changed?  There are several resume-writing and presenting rules that have 
changed.  
 
What A Resume Does: 

Marketing Tool vs. Biography 
In the pre-Internet days, updating or modifying a resume meant that it had to be 
completely re-typed from scratch just to make a simple change. Therefore, the resume 
would often look like a biography of the applicant’s complete work history. However, 
now resumes are very easily modified through word processing software, so it is expected 
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that job applicants will take the time to tailor their resume to suit the hiring person’s 
ability to relate to the information.  Thus, the applicant should leave off information that 
is irrelevant to the job for which he or she is applying and highlight was is relevant. 
Therefore, today’s resume is more of a ‘marketing tool’ that is written in a way to address 
the hiring manager’s needs.  
 
In addition to how easy it is to edit resumes in word processing systems, the pervasive 
use of online application programs means that there will be increased competition for 
posted jobs.  Because jobs are posted on the Internet, and individuals can apply for jobs 
from anywhere in the world, that employers will often need to sort through hundreds of 
applications for a single job posting. Therefore, tailoring the resume to the job makes it 
easier for the employer to determine if the applicant is a good fit for what they are 
looking for.  

 
What Should Be Included: 

Summary vs. Objective Statement 
In the ‘old days’, job seekers were told to create an “Objective Statement” that indicates 
what they were looking for from a job.  However, in the last few years those statements 
have become obsolete for a few reasons. 1) Most employers, when looking over resumes, 
don’t care what the applicants want. – They are focused on identifying whether or not the 
applicant is qualified.  2) Oftentimes objective statements can come off sounding rather 
self-serving, and/or or not say anything useful, such as “looking for a challenging 
position that can offer growth.”  3) Because they are often irrelevant and self-serving, 
they are a ‘waste of valuable real estate.’  There is not a lot of space to include important 
information, so including irrelevant information means less space for what is important. 
 
Quantifiable Accomplishments vs. Job Duties 
In decades past, job seekers were told to list the major responsibilities and duties under 
their job title information. The thinking was that it could help potential employers 
understand what the applicant was experienced at doing.  However, eventually it became 
apparent that just listing duties fails to communicate how effective or competent they 
were at what they did. Nor did it help employers understand if the applicant could do 
what they need done by whomever they eventually hire.  So now, the expectation is that 
instead of listing duties, job seekers will list “quantifiable accomplishments”. In other 
words, give very specific information that includes numbers that help the potential 
employer to be able to understand what you were able to get done. For example, instead 
of listing duties as:  
 

Less effective: 
“Managed daily operations of the warehouse” 
 
More Effective: 
“Streamlined daily operations of a 30-person warehouse operation, reducing 
monthly overhead expenses by 20 percent.”   
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How They Are Read and Reviewed 
Human Reviewed and Read vs. Machine Scanned 
In times past, job seekers would mail their resume to the employer. Typically, depending 
on the size of the company, the resume envelope could be opened, previewed, pre-
scanned for relevance, and read by a hiring manager (or more people).  Since human 
beings would review and read resumes, it was important that the ‘look’ was professional 
and visually pleasing.  A sloppy-looking resume would be seen as a poor reflection of the 
candidate, and thus would most likely be an excuse to pass up on that candidate. 
Therefore, a resume that is to be read by a human being may have sophisticated 
formatting, layout, tables, and other design elements.   
 
However, in today’s job search world, many companies use ATS systems to pre-screen a 
resume. Some systems are designed to just ‘copy/paste’ the text onto a blank canvas 
within the system. Those systems are not designed to know how to respond to word 
processing software commands, such as tables, columns, fancy borders, fancy bullets, etc. 
Such formatting problems could even cause the system to reject your resume altogether. 
Another problem is that these ATS systems are usually designed to do a key word search, 
the same way a Google key word search works. Therefore, your resume may contain the 
right elements and information. However, if you don’t take the time to use the key words 
that are in the job description, the ATS system will not recognize that your qualifications 
match the job description.  So, formatting that emphasizes fancy style can actually be a 
problem with these systems.  Thus, applicants are better off keeping formatting down to a 
minimum when the resume is to be submitted online.  

 
How They Are Laid Out 

Emphasize What You Offer Them vs. Self-Serving 
Unfortunately, some job applicants will want to list every degree, certificate, job, and 
experience they have on their resume because they may assume that it makes them look 
more qualified and/or to stand out against the competition. In addition, some more 
experienced candidates may see their resume as a reflection of them, their experience, 
and identity, rather than remembering that it is a marketing tool. Thus, they should only 
include information that the employer cares about. For example, if the candidate 
possesses an MBA, and has 20 years of experience as a director in the marketing field, 
but is actually applying for an entry-level position in the medical field, prospective 
employers (i.e. doctor’s offices will generally not care about the candidate’s business 
background.) Yet, if that candidate also happens to be multi-lingual, that is a skill that 
will be needed in most medical offices. So, the language skills should definitely be 
highlighted instead of the advanced degree.  
 
Customized to the Reader vs. Generic 
For all the reasons mentioned above, employers often have to wade through hundreds of 
applicants to find just a few potential candidates to interview.  Employers will only spend 
about six seconds reviewing a resume, so a candidate will make a better impression on 
the employer if they make the employer’s job easier.  
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As mentioned above, in the days before the Internet and word processing, job candidates 
were often limited to a three-to-five line add in a local newspaper for information about a 
job. They may not even know who the employer was. With such limited information, it 
would be very difficult to tailor a resume to job description. Employers would tell the 
candidates about their organization during the interview. However, now employers often 
identify themselves in the listing and expect the job seeker to do their homework and 
learn more about the employer, and tailor their resume accordingly. 

 
When They Are Sent Out 

Was “Quantity” – Volume increases odds of response 
The thinking in generations prior was that to increase your odds of getting called for 
interviews, send out as many resumes as you can (even if you don’t meet all the 
qualifications) and hope to receive a few calls for interviews. In order to do that, it was 
necessary and appropriate to use generic resumes that were basically a reflection of the 
candidate’s biography.  
 
Now “Quality” – Better fit and tailored will increase odds 
Since candidates are expected to tailor their resume and application to each job, it is now 
understood that tailoring for each job is time consuming.  Therefore, it is more important 
to focus on taking the time to prepare a quality product than just mass mail resumes.  
 

How They Are Sent Out 
Online or email vs. ‘Snail Mail’ 
As mentioned above, job seekers used to mail paper copies of their resume. Thus, it was 
important to use high-quality stationary paper, and have plenty of postage stamps. It also 
often meant that it could take at least a week for a resume to reach the employer. 
However, nowadays, job seekers more often will apply for a job online and upload an 
electronic document. In some instances, they may be asked to email the electronic 
document.  So instead of needing quality paper and postage stamps, job seekers need to 
have sufficient technology skills to create and modify resumes and to be able to navigate 
web-based job search boards and applicant tracking systems for online job searching.  

 
 
Reflect:  How many of the new rules does your current resume reflect? 
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Resumes 
 
Purpose:    

The purpose of creating a resume is to get an interview.  A resume does not guarantee 
you a job, it is just to get the attention and interest of potential employers. 

Contents:  
What information should a resume include and not include? It should be brief and only 
list what is relevant to the job, such as direct work experience, relevant skills and 
credentials, and highest level of education. 

Types: 
There are different types of resume formats. Use which type best represents you. 

 
Different Types of Resumes 
Job seekers often ask what format they should use? The answer is they should use the format that 
best reflects the candidate for the job. With that said, there are four common types of resume 
formats:  1) Chronological 2) Functional 3) Combination 4) Electronically-submitted which 
includes ATS (Applicant Tracking System) Friendly, scannable, PDF format, HTML, Plain text 
(ASCII) and emailed.  The electronically-submitted resumes often reflect one of the other three 
styles, but requires special handling.  

Different Types of Resumes: 
Chronological 
Chronological resumes are the most commonly-known and widely-used resume format. This 
format emphasizes your employment history, what you have done most recently, and how your 
career has progressed over time.   
 
List your previous jobs in reverse chronological order  
• Your Job Title, Employer, dates of employment (month and year)  
• Work Experience: emphasize what you accomplished, not your duties 
• Have separate sections for education, relevant skills, and credentials 
• Do not list more than 10 years of employment unless it is directly relevant to the job for 

which you are applying. 
• If you have a gap of employment, list a simple one-line explanation: 

2015-2017: Full-time student – Regional State University 
 
Good Uses: 
The chronological format is good to use if: 
• You have a stable employment history with no gaps of employment 
• Your resume shows progression of jobs, responsibilities, or positions 
• Your employer is well known 
• Your most recent job is directly relevant to the position for which you are applying.  

 
For additional help and samples - Chronological Resumes: 
The following webpage gives good examples of what a chronological resume should look like 
and some tips for creating one.  
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https://www.indeed.com/career-advice/resumes-cover-letters/chronological-resume-tips-and-
examples  
 
 
Functional 
Functional resumes are not as well-known or widely-used resume format. This format 
emphasizes what skills and experience you have to offer – especially if those skills and/or 
experience were not utilized in your most recent experience.  It focuses on your relevant skillsets 
and/or experiences instead of your employment history.  To create a functional resume, list: 
• Relevant Skills (group similar skills) 
• Relevant Experiences 
• Highlight Accomplishments 
• Relevant Education and Training 
 
Good Uses: 
• You have employment gaps 
• Your relevant experience is not from your most recent job 
• Your relevant experience is volunteer or non-employment 
• You are a student or recent graduate and do not have much relevant experience 
 
Note:   
While functional resumes are a good way to highlight relevant skills, many recruiters and other 
experts are very well of the purpose of the functional resume and may be weary when they see 
them. One recruiter was quoted as “When I see a functional resume, I know they are trying to 
hide something, and I don’t have time to figure out what. So, I will immediately reject them.” 
One way to overcome this reservation is to use a hybrid/combination resume instead. See below. 

 
For additional help and samples - Functional Resume: 
The following webpage gives good examples of what a functional resume should look like and 
some tips for creating one.  
https://www.indeed.com/career-advice/resumes-cover-letters/functional-resume-tips-and-
examples?from=careeradvice-US  
 
 
Combination 
The combination resume lists both grouped skills section and employment history.  Generally, 
the skills section is listed first to highlight the relevant skills, then followed by an employment 
history section that has single bulleted line items to show employment history.  
• Combines both your skills and employment history  
• Focus on your relevant skills and/or experiences 
• List both technical skills (those needed to do a specific job) and transferable skills (skills that 

can be used in multiple careers 
• List functional skills section first and chronological section second.  

 
Good Uses: 
• You have had more than one job doing the same thing and want to avoid redundancy 

https://www.indeed.com/career-advice/resumes-cover-letters/chronological-resume-tips-and-examples
https://www.indeed.com/career-advice/resumes-cover-letters/chronological-resume-tips-and-examples
https://www.indeed.com/career-advice/resumes-cover-letters/functional-resume-tips-and-examples?from=careeradvice-US
https://www.indeed.com/career-advice/resumes-cover-letters/functional-resume-tips-and-examples?from=careeradvice-US
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• You have minimal experience in your field 
• You are changing careers 
• You have few, but stable employers 
• You have no gaps in your history 

 
View Sample Combination Resume: 
The following webpage gives good examples of what a combination resume should look like and 
some tips for creating one.  
https://www.indeed.com/career-advice/resumes-cover-letters/combination-resume-tips-and-
examples?from=careeradvice-US  
 
 
Electronically Submitted  
There are several ways to submit resumes electronically. Some of these methods involve using 
lower-end technologies when some employers use older methods. Therefore, resumes that are 
submitted electronically may require special handling. It is also important, when applying for a 
job, to follow the instructions provided and use any format that is specified.  
 
Two primary concerns are: 1) Avoid publishing personal information such as street address and 
phone numbers on a resume that is posted for public viewing. Only giving an email address as 
contact information is best. 2) These resumes will need to be formatted differently than would 
with a resume that is either mailed or hand delivered.   
 
ATS (Applicant Tracking System) Friendly:  Many online job application systems will be 
designed to read your resume for relevant information and pre-screening process. This is 
discussed in more detail below.  
  
Scannable:  Scannable resumes are paper resumes that the employer receives in person, or by 
mail and then scanned in and uploaded to a database for review later.  This is an older 
technology process which is being replaced by more automated systems such as ATS programs, 
but some employers may use this process.  
 
Scanners may not read special characters as intended, so you should avoid using the following: 
italics, underline, reverse print, shadows, hollow bullets, pound sign, special symbols such as 
logos, vertical lines, and vertical dates.  
 
The following webpage gives good specific information for creating a scannable-friendly 
resume: 
https://www.dummies.com/careers/find-a-job/resumes/how-to-create-a-scannable-resume/  
 
PDF (Portable Document Format): Is a common format that is designed to make sure that 
documents are easy to read regardless of whether or not the reader has the same program and 
consistent in printing.  However, PDF documents are not easy to edit. Unless otherwise directed, 
it is good to submit a resume in PDF format to make sure that the reader sees what you intend 
them to see. Some recruiters may ask for a resume in a word processing format, such as .doc so 

https://www.indeed.com/career-advice/resumes-cover-letters/combination-resume-tips-and-examples?from=careeradvice-US
https://www.indeed.com/career-advice/resumes-cover-letters/combination-resume-tips-and-examples?from=careeradvice-US
https://www.dummies.com/careers/find-a-job/resumes/how-to-create-a-scannable-resume/
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they can edit out information they don’t want the employer to see.  To create a PDF version of 
your resume, you can either “Save as” a .PDF document, or “Print” to Adobe PDF printer.   
 
Web-based:  Some job seekers put their resumes online on as a webpage or include as part of 
their professional online portfolio.  
 
Plain text (ASCII):  Like the scannable resume, the plain-text (ASCII) resume is an older 
technology.  These resumes are created without formatting.  If you are asked to ‘copy/paste’ a 
resume and upload it, this is the format you should use so you don’t inadvertently upload 
unreadable commands. Using a series of dashes is an acceptable way to separate sections on your 
resume.  
 
The following webpage gives good specific information for creating an ASCII resume: 
 
https://www.dummies.com/careers/find-a-job/resumes/how-to-create-a-plain-text-ascii-resume/  
 
Email:  When emailing a resume, take note if there are any special considerations regarding the 
format the recipient wants to receive it in. Some employers may ask that resumes are submitted 
in .doc, .pdf, etc. If no format is specified, then generally a PDF format (see above) would 
minimize display and printing problems. 
 
 
ATS-Friendly (Applicant Tracking Systems) 
ATS-Friendly resumes are designed to be read by machines instead of human beings. There are a 
few rules to remember when creating an ATS-friendly resume:  
 
1. Use Standardized Language: Remember the system does not translate your language into 

the employer’s language.  
Headings: Use the following standard headings: “Contact Information,” “Professional 
Summary” “Professional Experience”, “Training,” “Skills”, “Education” so the system 
can recognize where to find relevant information. 
Key Words: Use the exact language direct from the job description.  
Include Dates: Some programs will filter for a specified amount of experience. Also, 
some programs may only be able to read amount of experience if the start and end dates 
are listed horizontally (on the same line) instead of vertically (on separate lines).  
 

2. Keep Formatting Simple: ATS systems usually do not know how to read fancy or aesthetic 
formatting commands. So, it is important to use standard fonts and bullets. Be sure to not 
include tables, columns, pictures, shading, borders, artwork and other advanced formatting 
commands.  

 
Good Uses: 
• Applying online  
 
The following webpage gives good specific information for creating ATS-friendly resumes: 
c  

https://www.dummies.com/careers/find-a-job/resumes/how-to-create-a-plain-text-ascii-resume/
https://www.livecareer.com/career/advice/resume/optimizing-resume-applicant-tracking-systems
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Reflect:  What resume format would best reflect you? 
 
 
 
 
 
 
 
Cover Letters 
The primary purpose of a cover letter is to grab and direct reader’s attention so they will want to 
interview you, tell them why you are interested in working for them, introduce yourself, 
personalize your interest to them, and to show your writing style.  

 
Generally, cover letters have three body paragraphs. The first is the introduction, second is the 
section that highlights the most relevant and important information, and address questions or 
previously unmentioned. The last paragraph is to thank them for their time and consideration.  
 
The following webpage gives good specific information for creating cover letters: 
https://www.indeed.com/career-advice/resumes-cover-letters/how-to-format-a-cover-letter-
example?from=careeradvice-US  
 
Online Presence 
Online presence includes all forms of electronic communication that give an impression of you 
to others and includes your social media use. LinkedIn (professional use only) and others such 
as, YouTube, Facebook, Instagram, etc. Having your own website, web domain, blogging, and 
even your email address sends a message about a job seeker.   
 
Your Online Presence Will Impact Your Job Search! Employers now routinely search 
applicant’s online presence to learn more about them. If they find objectionable material, that 
will usually mean that the candidate is immediately eliminated from consideration. So, take the 
time to review your online presence and clean up any objectionable material.  
 
Using LinkedIn and social media for job search are topics that go beyond the scope of this 
workshop and are thus covered in separate workshops.  
 
Personal Branding 
Complete personal marketing tools with “branding.” Individuals can create a recognizable image 
and public perception of themselves, similar to product branding or company branding. Personal 
branding is a unified, consistent message, image and ‘look’ about your personal character, 
professional abilities, aspirations, what makes you makes you unique and sets you apart from 
your competition. When you are looking for a job, your “brand” is what is supposed to make you 
stand out from the crowd. Personal branding can include the following elements:  
 
What makes you unique? What are your professional strengths? What unique experiences skills 
and abilities can give you a competitive advantage? Once that has been determined, use that 

https://www.indeed.com/career-advice/resumes-cover-letters/how-to-format-a-cover-letter-example?from=careeradvice-US
https://www.indeed.com/career-advice/resumes-cover-letters/how-to-format-a-cover-letter-example?from=careeradvice-US


Resumes for Today’s Job Market 

©2018 Kathleen E. High 13 Rev. Date:  3/21/21 

information to create a mission statement, elevator speech, resume and online presence, graphics 
(colors, fonts, images, etc.). The process for creating a personal brand goes beyond the scope of 
this workshop and is thus covered in other workshops.  In addition, most job search websites 
give help with creating a personal brand.   
 

Tools & Resources 
When done right, resume writing is a complex process. However, the good news is that there is a 
lot of help available for job seekers. So, there is no reason to settle for accepting a resume that 
does less than help job seekers look their best.   
 
• Local American Jobs Centers/One-Stop Career Centers are government-funded facilities 

that are mandated to offer free job search assistance. They are located throughout the country 
and offer the following services.   

• Computerized Programs 
• Handouts, Books and Other Resources 
• Workshops on Job Search Skills 
• Career Coaches 
• Computer labs 
The following website can help job seekers find their nearest office:  
https://www.careeronestop.org/LocalHelp/AmericanJobCenters/find-american-job-
centers.aspx 
 

• Career counselors and job search coaches for hire: Some people have the means and the 
desire to hire someone who can give them personal attention and to assist them in identifying 
a desired career and/or to develop effective job search skills.  

 
• Handouts: The workshop author has over 100 handouts designed to assist individuals with 

their career and education transition issues.  Listed below are just a few that are particularly 
relevant to resume writing.   

 
 
• List of Job Search Websites:  One of those handouts is a list of websites that are relevant to 

job seekers.  
 
Related Handouts Available 
The workshop has its own webpage where the PowerPoint file, workshop handout and links to 
any resources presented during the workshop can be accessed by workshop participants.  

Your Dreams & Goals Website:  www.dreams-goals.com 
• http://www.dreams-goals.com/resources/workshops/wkshp-resume/  

 
In addition, there are links to download the following handouts:  
http://www.dreams-goals.com/resources/documents/  

• Job Search Websites  
• “Tell Me About Yourself” 
• LinkedIn Profile 

https://www.careeronestop.org/LocalHelp/AmericanJobCenters/find-american-job-centers.aspx
https://www.careeronestop.org/LocalHelp/AmericanJobCenters/find-american-job-centers.aspx
http://www.dreams-goals.com/
http://www.dreams-goals.com/resources/workshops/wkshp-resume/
http://www.dreams-goals.com/resources/documents/
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• Employment History – Working Document 
• So How Do You Find Your Dream Job or Career? 
• Know Your Audience 

 
Reflect:  What tools and resources should you take advantage of to help? 
 
 
 
 
 
 
 

Applying What You Have Learned 
Now that we have discussed the basics of resume writing, it is time to apply that information. 
First step is to identify whether a resume is to be created from scratch, or one exists, but just 
needs to be updated.   
 
Creating a First Resume 
Creating a first resume involves building from scratch.  If you have never created a resume 
before, you will need to collect some information.  Also, it is suggested that you create a ‘master’ 
resume or ongoing working document where you can list all relevant information. Then you can 
make copies to customize as you encounter potential jobs for which you want to apply.   
 
To start, you need to collect the necessary information.  Use the headings below to help you 
know what information to collect.  Plan to have two versions: 1) An ATS-Friendly version to be 
read by machines, and 2) Traditional version to be read by humans (for networking purposes) 
 
Contact Information 
The contact section should take up to one-quarter to one-third of the resume so that the 
information stands out and is easy to read.  Be sure to include: 
• Name 
• Phone number 
• Email address 
• Street address are often not necessary on the resume unless the employer requests it.  For 

security purposes, do not include it if posting the resume to a public website. 
• Social Media links: Be sure to include professional accounts only (i.e. LinkedIn) 
• Online portfolio and/or professional websites -- if you have one and only if they enhance 

your brand. 
 
Summary 
This section should be written last – after you have written out all the other relevant information. 
It should summarize and highlight what you have to offer the potential employer and should be 
tailored to the job description.  
 



Resumes for Today’s Job Market 

©2018 Kathleen E. High 15 Rev. Date:  3/21/21 

Professional Experience 
To start, list all your prior employment, but don’t list more than ten years unless it is directly 
relevant to the job for which you are applying.  Start with the most recent job and work 
backwards. Typically, prospective employers will place more emphasis on the most recent, 
relevant experience. Each entry should be listed with dates (month/year) title, employer and a 
description of quantifiable accomplishments: 
 
Example: 

01/2012 – 12/2017:  Title 
Employer Name 
Description of quantifiable accomplishments. Best if listed in bullet format. Leave off the 
personal pronoun of “I”. Keep sentences short and to the point.  
(i.e. “Reorganized xxx process, resulting in 20 percent savings in overhead costs”) 

 
Training 
In this section, be sure to include any formal training that is directly relevant to the job.  List any 
certifications beyond formal education that are relevant. 
 
Skills 
List any skills you have that are relevant to the job description. Be sure to use the exact language 
that is used in the job description. Also list any relevant transferable skills – especially bi-lingual 
skills if relevant. 
  
Education 
Here is where you will want to list any formal education including any degrees (or highest level 
of education), or relevant classes you took at the college level.  
 
The question is often asked “Should I list education or experience first?” Generally speaking, 
experience is often given greater consideration, so it is usually listed first. However, there are 
two primary exceptions to that: 1) For new graduates who have no direct, relevant experience to 
the job. 2) Some professions, such as higher education, have as a minimum qualification for the 
job, that the applicant possesses specific degrees. In those situations, the employer will want to 
first establish that the applicant has that minimum qualification, so they will want to see that 
information up front to make it easier to determine that the minimum qualifications are met.  
 
Updating Your Existing Resume 
Updating an existing resume involves three steps:  

1. Simple updating by changing dates, titles and experience that have changed since the last 
time the resume was updated.  

2. Reviewing the entire resume for ongoing relevance to make sure that the information 
provided is still relevant to the work sought.  

3. Tailoring the resume to the specific job.  
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Review for Ongoing Relevance 
1. Advanced professionalism:  If you have grown professionally since your resume was 

last updated, then review it for unnecessary information, or information that does not 
reflect your current level of professionalism. For example, it may be appropriate for a 
student or new graduate without experience to list courses taken. However, once they 
have had their first significant experience, then that information is not as important 
because employers typically care more about experience than education. Listing school 
activities is another example. If you were promoted from an entry-level position to a 
position of leadership, leave out skills needed only for the entry-level position.  

 
2. Outdated skills and experience:  As you review your resume, take out references to 

obsolete skills, process, jargon and/or technology. Also avoid listing things that were 
once an in-demand skill, but are now considered a mainstream expected skill, such as 
Microsoft Office. 

 
3. Check for signs that indicate advanced age:  Many job seekers over 40 may worry 

about age discrimination. However, without realizing it, they may actually contribute by 
having their resume make them look old.  There are many clues that can give away age, 
including listing outdated skills, processes, and jargon; having an email address from an 
old service provider, listing too many years of experience, using old resume-writing 
rules, such as providing an ‘Objective’, and some grammar and formatting rules, such as 
having two spaces after a period, or using traditional fonts. There are a variety of 
opinions about what gives clues of being old.  The following website provides several 
links to resources for job seekers who are over 40. 
http://www.dreams-goals.com/resources/workshops/unique-populations/  
 

4. Modernizing for today’s job search process:  This phase involves making sure that 
your resume reflects current rules, and making sure that you have an “ATS-friendly” 
version of your resume.  While it is good to have an aesthetically pleasing resume to 
email or hand to an individual who will actually read your resume, it is also important to 
make sure that you also have an ATS-friendly version because you will likely, at some 
point, need to upload your resume to an automated system. It may be best to have two 
versions: “hand out version” and “ATS-Friendly” version. 

 
Tailoring Existing Resume 
Tailoring the resume involves looking at the job description, highlighting what skills, 
knowledge, abilities, and experiences the employer requires and desires. Then include examples 
of how those requirements are met on the resume. It will use key words taken directly from the 
job description. It also involves removing anything that is not directly related to the job 
description. For example, the applicant could have an MBA and 20 years of experience in the 
business world, but is applying for an entry-level job in the medical field. Remove those business 
references for these reasons: 1) It is not relevant and can distract from the qualifications that are 
relevant. 2) It takes up limited space. 3) It can give the employer the impression that you are not 
fully committed to their job and will likely leave soon after being hired.  
 
 

http://www.dreams-goals.com/resources/workshops/unique-populations/
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Get More Help with Your Resume 
The following webpage links are for workshops created by this author and include many helpful links 
and resources that are relevant to creating or updating a resume: 
Workshops:  

• Job Search Tips for Unique Populations: 
(Unemployed, Over 40, Over Qualified, Disabled, Veterans, Flawed Past) 

o http://www.dreams-goals.com/resources/workshops/unique-populations/  
• “Perfecting the Interview Process” 

o http://www.dreams-goals.com/resources/workshops/wkshp-interview/ 
 

• “Identifying Your Transferable Skills” 
o http://www.dreams-goals.com/resources/workshops/wkshp-transferable-skills/  

• Social Media & Career Success” 
o http://www.dreams-goals.com/resources/workshops/wkshp-social-media/   

• “Networking Savvy”  
o  http://www.dreams-goals.com/resources/workshops/wkshp-networking/  
 

The following documents can help you with creating or updating your resume: 
• “Job Search Websites” This document provides an extensive and helpful list of websites that 

can help with your job search research process:   
o http://www.dreams-goals.com/Documents/JobSearch/JobSearchWebsites.pdf  

• “LinkedIn Profile” This document will give you the basics on how to set up a LinkedIn profile as 
well as provide links to tutorials and other helps. 

o http://www.dreams-goals.com/Documents/JobSearch/LinkedInProfile.pdf  
 
If you need help tailoring your resume to the job description, the following documents can help: 

• “Tell Me About Yourself” will walk you through the step-by-step process of tailoring 
your response to meet the employer’s need.  This document can be downloaded from:   

o http://www.dreams-goals.com/Documents/JobSearch/TellMeAboutYourself.pdf  
• “Know Your Audience” will help you focus on identifying the target audience (i.e. 

hiring manager) of your resume, and learn to see the world through their eyes.  
o http://www.dreams-

goals.com/Documents/AcademicSkills/KnowYourAudience.pdf  
 

http://www.dreams-goals.com/resources/workshops/unique-populations/
http://www.dreams-goals.com/resources/workshops/wkshp-interview/
http://www.dreams-goals.com/resources/workshops/wkshp-transferable-skills/
http://www.dreams-goals.com/resources/workshops/wkshp-social-media/
http://www.dreams-goals.com/resources/workshops/wkshp-networking/
http://www.dreams-goals.com/Documents/JobSearch/JobSearchWebsites.pdf
http://www.dreams-goals.com/Documents/JobSearch/LinkedInProfile.pdf
http://www.dreams-goals.com/Documents/JobSearch/TellMeAboutYourself.pdf
http://www.dreams-goals.com/Documents/AcademicSkills/KnowYourAudience.pdf
http://www.dreams-goals.com/Documents/AcademicSkills/KnowYourAudience.pdf
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