Warm-up Exercise- Elements of a Good Resume
March 2, 2010- Notes

I. Use Action Verbs for Job Responsibilities
Portray yourself as active, accomplished, intelligent, and capable of contributing. Examples: Managed, Launched, Created, Directed, Established, Organized, and Supervised. 
Never use the same action word repeatedly. Instead of using a word like 'directed' over and over, use synonyms such as controlled, supervised, guided, or managed. Use a thesaurus, career advice Web sites and other sources if you are having problems coming up with new ways to say the same thing. 
Exercise 1- To find synonyms for a word you need it in the present tense. Use the Thesaurus to search for synonyms for the action verb- Supervised. List three synonyms below. 
1)
2)
3)
II. Use Bullet-Points
Use bullet points in the body of your resume instead of long paragraphs. Resumes are read rather quickly and anything you can do to draw the reader in will bring you one step closer to landing an interview.
Exercise 2- Copy the paragraph description for section 2 (Use Bullet Points) above and list each sentence using bullet points. Insert the bullet points below. 

III. Quantify Your Achievements
You need to give the reader an idea of what you have done throughout your career, but instead of focusing on the duties you were responsible for at your last jobs, list your accomplishments in action-benefit statements along with quantifiable facts to back up your claims. Use numbers, percentages and dollar amounts to show your success in achieving company goals. 
A non quantified achievement might read:
· Responsible for increasing sales in my division. 
A quantified achievement might read:
· Increased sales in my division by 150% over 6 months. Managed 30 accounts increasing sales from $1.5M to $2M annually."
Exercise 3- Change the following achievement to be more quantified.Insert the achievement below.
A non quantified achievement might read: Increased my typing speed from slow to fast.
A quantified achievement might read:_________________________________.

V. Use Examples from Experience for Personal Traits
If you want to include personal traits in your resume, such as "Dependable, Highly-Organized, Self-Motivated, and Responsible," rather than just listing these traits, try demonstrating these characteristics using examples from your experience. 
For example, instead of writing "Dependable," write "Never missed an important deadline in five years as a project manager." 
Exercise 4- Change the following personal trait to be more quantified and about your personal experience. Insert the more descriptive personal trait below.
For example, instead of writing "I am a very responsible person," you could write 
_____________________________________________.

VI. Consistent Formatting
Choose easy-to-read fonts and use consistent formatting for headings and bullet points. Also, make sure you leave enough space between each section with boldface or capital lettering. Use bold, italics, and underlining to highlight the most relevant information on your resume. In the same respect, steer clear of flashy formatting or overly creative resumes with unconventional fonts or graphics, unless you are seeking a highly creative position. Keep your resume simple, bold and professional.
Exercise 5- Make a heading for the section Experience that uses the following formatting: Bold, font face(Impact), 14 pt, and Box Border with Light Gray(25%) Shading for the Line/Paragraph. 


Exercise 6- Make a heading for the section Education that uses the following formatting: Italics, font face(Garamond), 16 pt, and Box Border with Medium Gray(50%) Shading for the Line/Paragraph.
 
