Global Business Tech

e Go to the following website

e http://www.iccweb.com/careerfocus/index.asp

e Scroll down and click on were you begin interest inventory
e Just hit continue on login

e Answer questions

e Atend print off with your name and turn in.

Step 0: Do NOT fire up Microsoft Word and use a generic resume template.

Absolutely, positively, do NOT do this, no matter what. Microsoft Word is a powerful program, but just firing it
up and opening up one of the included resume templates does one thing and one thing alone - make your resume
look like everyone else's. You want your resume to look unique and memorable, but classy - Word's default
templates will not cut the mustard.

Step 1: Open a plain text document and start listing all of the information you might
ever include on a resume

List the details of every job, including every possible relevant accomplishment at each one. List every organized
activity you've ever participated in, and every noteworthy honor you've received in your life. List everything.

Tip #1: If you don't know where to start, include the following in this order:

Work experience (dates, names of employers, location, tasks, accomplishments)
Education (dates, degrees obtained, location)

Specific skills

Honors and awards

Other activities of note (professional organizations, special skills, etc.)

This is essentially your "default resume.” You're never going to send it to anyone. Instead, you're going to use it
to quickly build the real resumes that you will send to potential employers.

Step 2: Read and research the job you're interested in applying for

Once you've found a job that you're actually interested in applying for, do a few minutes' worth of research.
Find out as much as you can quickly about the job itself and the employer. If you don't understand fully what
you're applying for and who your employer is going to be, you're essentially tossing things at the wall and
hoping it will stick.

Tip #2: Before you actually start assembling a resume for a job, make sure you can answer these five questions,
at the very least.

What is the likely primary function of the job? What are you being hired to do? This isn't your job title, but what
you will actually be doing.

What is the organization that I'm applying to? Sure, you know the name of the organization, but what is that
organization's function? Do they produce certain products? Do they provide certain services?

What is the reputation of this organization? Applying to Google and to "Joe's Desperate Search Engine™ are two
completely different things, even though the jobs may appear very similar on paper. Joe is probably seeking a



programmer with very specific skills, while Google is looking for people who exhibit exceptional problem
solving skills.

What is my role within this organization? If you accept this job, what will your role be? Will you be working on
developing the product directly, or will you be providing services to the public? Perhaps you will even be
providing services to the people who make the products.

What skills and attributes point to success with this specific organization in the role I'm going to fill? Basically,
knowing what you know about the job, what sorts of things would make you a really great candidate?

Step 3: Open a new copy of your default resume and eliminate everything that isn't
highly relevant or impressive

Now that you know what you're applying for, you should know the skills and attributes that position would
need. Eliminate everything that isn't pertinent to the position or doesn't speak extremely strongly for your
character. If you're applying for a job as an administrative assistant, your position as a typist is probably very
relevant - but if you're seeking work as a manager of a department store, it basically just fills out your work
history. Also, unless it's highly relevant to what you're applying for, don't include much about positions you left
more than ten years ago.

Tip #3: If you're early in your career, you may wish to list some jobs that don't match the description very well
to establish a work history. That's fine, but go minimal on describing them.

What you have now is the information you want to put on the resume. Now, let's polish it up a bit.

Step 4: Make your accomplishments ring with action

Now it's time to polish up the statements about what you've done, focusing on two things: language that
indicates that you've performed an action, and selection and modification of these statements to appeal to the
organization.

First, go through and change all of the descriptions of your work tasks into action sentences. Let's work through
three examples of this.

Bad job attribute: Participated in the development of a data entry program
Better job attribute: Developed a high-throughput data entry program in a team-based environment

Bad job attribute: Chaired three committees
Better job attribute: Led the creation of new company-wide policies

Bad job attribute: Introduced a new filing system and helped set it up
Better job attribute: Implemented a new document organization system

In each case, the move was towards verbs that indicate more decisive action that led to a desired result.
Employers want actions that lead to results, not participation.

Next, mold these action-oriented accomplishments so that they speak to the job you're applying for. Let's look
at that data entry program developer. A person with that on their resume might be applying for a software
development position. In that case, one might want to highlight the code-based accomplishment:

Great job attribute: Wrote 22,000 lines of Java for a data-handling class for a high-throughput data-entry tool

On the other hand, if you're looking for a leadership job, you may want something like this:



Great job attribute: Led a team of seven to develop a high-throughput data entry program

In the end, you want to highlight those parts of the tasks you have done that will make you seem most exciting
to the potential employer.

Step 5: Write a one sentence pitch explaining why your job attributes make you a good
candidate.

Your resume should not have an objective on it. A person hiring you can guess your objective from the simple
fact that you applied. Instead, you should have a statement explaining how your specific skills make you the
right person for the job. Here's a good example.

I have nine years experience developing high-throughput Java-based data entry software and leading teams in
the implementation of this software.

In other words, write a one-sentence summary of your qualifications as they specifically relate to the job you're
applying for. This will go right at the top of the resume.

Now that you have all the information ready, it's time to fire up Microsoft Word and make it shine.

Step 6: Make a polished document out of the material you've created

There are several useful tutorials for just this task. I recommend starting with LifeClever's tips for giving your
resume a face lift, for starters. I strongly recommend using Georgia as your font, as it is fairly distinctive while
still quite legible in print, and | also recommend making your line spacing 120% (go to Format, choose
Paragraph, choose Multiple, and set it to 1.2).

I also recommend putting things in the following order:

Name/address/phone/email

Summary of Qualifications

Work Experience (unless this is your first "real” job)

Professional Organizations (unless these are slim, the eliminate or move to end)
Honors (unless these are slim, then eliminate or move to end)

Education

A note indicating that references are available upon request

Ideally, you want this to be as short as possible. One page, with an additional cover letter, is best. If you feel
the need to include more stuff, feel free, but every time you add something more to the resume, you provide
more and more cover for your truly excellent attributes to hide in a sea of merely good attributes. One
strong approach is to create a short resume and a long resume, and include a short URL (made at TinyURL ) to
download the longer one if interested. I generally encourage people to include reference contact information in
their long resume, but not in the short one.

One last thing...Remember, always, that you're trying to sell yourself to the company. Think of yourself
as a product on the shelf, next to many competitors. How are you going to grab their attention in a positive way,
show off your best attributes, and make them at least consider buying you (i.e., interview you)? Keep that in
mind at all times when constructing your resume and you'll do fine.



