Ve steps to writing an effective resumé




Creating a winning resumé starts by carefully
considering the people (and computers) who will be
reading it. First, this will often be an ATS, or applicant
tracking system. Next, it’s typically a busy HR recruiter
with many other resumés to consider. Finally, it may be
your future boss — who wants to know you can actually
perform the day-to-day work.

In this guide...

YOU'LL LEARN FIVE STEPS TO WRITING AN EFFECTIVE RESUME
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Establish a focus

Design and format clearly
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Check for accuracy

Get feedback and update



Establish a focus

A FOCUSED RESUME CLOSELY MATCHES THE JOB DESCRIPTION


https://www.themuse.com/advice/a-job-hunters-guide-to-getting-your-resume-past-the-ats-and-into-human-hands
https://www.linkedin.com/
https://www.indeed.com/
https://foster.uw.edu/wp-content/uploads/2015/02/mba-career-keywords.pdf

Design and format

LACK OF CLUTTER MAKES IT EASY TO SEE WHAT YOU OFFER, FAST

Clarity is kindness. The proper format can make it easier to skim
and scan your resumé in seconds, not minutes.

Be brief
Let your resumé be one to two pages, max. Unless you're in
+ N

Make an outline
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Experience, Skills and Education. Put these in the order that
leads with your most valuable assets.

o— Choose a design

o—

There are many options for designing a resumé,
both online - 7N O
that’s uncluttered and not overused.

@ Get inspired
< Here’s an outline of a resumé for an
entry-lev el business job or change in careers.

And one for those who may be more
experienced or returning to the workforc016 0.19.1 (e 7se)-10 (d)-9.9 (.hp BMC /Cliy



IYQQEVM~™I |]SYV UYEPM

THERE'S NO ONE EXACTLY LIKE YOU, AND THAT’'S YOUR STRENGTH
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summary now, then adjust it after reading a job description.

(~  Startstrong

Students can start with “Soon-to-be IT graduate” or other
indication that you're about to join (or rejoin) the workforce.

(.7 Tailor your summary to the role

If the job description asks for someone who puts
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C Use action words

Verbs like managed, wrote, built, led or completed are helpful
ways to describe your experience and accomplishments.
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If you don’t have a lot of career experience, showcase what

you learned in school. Most University of Phoenix courses
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leadership. Think about the courses you're taking (or have

taken) and include them.

& Add any job-relevant credentials
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TIP

Job descriptions are an “ideal” the employer is seeking.
Just because you don't check all the boxes doesn't mean
you shouldn't apply.




4 Check your resumeé
for accuracy

DON'T LET BAD GRAMMAR OR ATYPO COST YOU THE JOB

Employers will seldom hire a candidate based just on a great
eQ \Y



Get feedback and update

A PROFESSIONAL TAKE ON YOUR RESUME CAN BE WORTH IT
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a response with your resumé, it can help to seek e xpert feedback.
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D prove helpful. Show them the exact jobs you are targeting and
é + Vv

Qo As an active University of Phoenix student, you have
access to Career Services including resumeé templates and
writing assistance.




RESOURCES

ENTRY-LEVEL OR CAREER CHANGE RESUME

Your Name City, State, ZIP | Phone | Email



RESOURCES

EXPERIENCED OR RETURNING TO THE WORKFORCE RESUME

Your Name City, State, ZIP | Phone | Email





