

Resume Template

RESUME TIPS AND TRICKS



1)  Always consider the reader.  Most resumes are not read word-by-word.  As you write your resume, stay aware of how you can make it easy for the reader to find the relevant information: your skills, experience, and accomplishments.  Most hiring professionals are reading through several resumes a day looking to hire the best talent.  Make sure your resume tells the story of your career progression and why you would be a good fit for the role.

2)  Keywords are Key!  When an employer searches a database, they use keywords.  In general, they expect the results to be representative of what they are searching for.  This should mean a couple of things to the resume writer:

· Include relevant keywords in your resume, because this is how you will be found.

· Don't stuff your resume with keywords that are not relevant of your experience.  A list of keywords that do not represent your expertise should be avoided.

3)  Check Spelling.  Prior to submitting your resume, it is important to remember to do a spell check.  After the spell check has been completed, it is important to ask another person to review the document as spell check can often miss things.  For example, spell check on a computer will not catch the word ‘for’ if you meant to write ‘form’.  A second set of eyes can also affirm the content of your resume by making sure it is easy to read and understand. 

4)  Quantify your Accomplishments.  By providing quantitative figures and results from your specific job experience, you will demonstrate how well you are able to turn a goal into a reality.

· Did you increase profits?  If so, by how much?  Include the dollar amount or percentage to provide tangible and measurable results. 

· Did you cut costs? If so, by how much?  Again, include a dollar amount or percentage to help keep the results tangible.  

·  Take your industry performance into consideration.  How did your results compare to what was happening in the industry?  Did you outperform the industry? 

· List results and skills, not just duties.

5) Avoid Excess.  Avoid graphics, pictures, logos, etc. as they can be distracting.  Also graphic heavy documents can be difficult to open if you are sending your resume via email.

Resume Guide


The resume template is designed to highlight your career in a very detailed manner so that the Hiring Manager will be intimately familiar with many aspects of your background.  This document often counts as a first impression and should be tailored to the position you are looking to apply for.
DIRECTIONS
Click on each field and fill in the information in the template on the following page.
SECTIONS

EDUCATION:

It is important to highlight all completed undergraduate/graduate degrees.  Additional degrees can be added by copying and pasting the education fields.  The highest degree awarded should always be listed first. 
PROFESSIONAL SUMMARY:

This section is optional, and draws employers’ attention to your career highlights.  Achievements, experience, and accolades pertaining to the position you are applying for should be listed here.  This section should be no longer than a few sentences and should be position specific.

BUSINESS EXPERIENCE: 

When applying for high-level positions, it is important to highlight your leadership experience in a role.  This is often shown through your team size, or number of individuals reporting to you directly.  Take time to consider the position you are applying for and the culture of the company.  Direct your responses in the ‘responsibilities’ section in such a way that will assist the hiring team in seeing your fit for the role, and previous positions to support where you are intending to go.

Please Note: If you have held multiple roles within the same company, copy and paste from ‘Title’ to ‘Accomplishment’ and continue to list your additional role(s).  To add positions in addition to the three spaces provided below, copy and paste from ‘Company Name’ to ‘Reason for Leaving’. 
ACCOMPLISHMENTS:
Since you have given the interviewing team a high level overview of your responsibilities, this is an opportunity to list a few highlights of the position.  Be sure to quantify your accomplishments as much as possible (Example: Exceeded sales goals by 25%, generating an extra $50,000 in revenue for the company.).
REASON FOR LEAVING: 
Providing employers with a fluid picture of your professional history is vital.  Your reason for leaving a position will provides insight into your stability, professional needs, and level of commitment to a position.
 MACROBUTTON  AcceptAllChangesShown [FIRST AND LAST NAME]  


 MACROBUTTON  AcceptAllChangesShown [City, State] 
 MACROBUTTON  AcceptAllChangesShown [Email Address] 
 MACROBUTTON  AcceptAllChangesShown [Phone Number] 
EDUCATION 



 MACROBUTTON  AcceptAllChangesShown [School Name] 








 MACROBUTTON  AcceptAllChangesShown [City], [State] 
 MACROBUTTON  AcceptAllChangesShown [Graduate Degree] 
 MACROBUTTON  AcceptAllChangesShown [Year] 










 MACROBUTTON  AcceptAllChangesShown [Honors, Awards, Societies] 
 MACROBUTTON  AcceptAllChangesShown [School Name] 








 MACROBUTTON  AcceptAllChangesShown [City], [State] 
 MACROBUTTON  AcceptAllChangesShown [Undergraduate Degree] 
 MACROBUTTON  AcceptAllChangesShown [Year] 










 MACROBUTTON  AcceptAllChangesShown [Honors, Awards, Societies] 
PROFESSIONAL SUMMARY


 MACROBUTTON  AcceptAllChangesShown "[Career Highlights]" 
BUSINESS EXPERIENCE


 MACROBUTTON  AcceptAllChangesShown [Company Name]                                 


 MACROBUTTON  AcceptAllChangesShown [City] ,  MACROBUTTON  AcceptAllChangesShown [State] 
 MACROBUTTON  AcceptAllChangesShown [Company Description] 
  
 MACROBUTTON  AcceptAllChangesShown [TITLE] 
 MACROBUTTON  AcceptAllChangesShown [Month] ,  MACROBUTTON  AcceptAllChangesShown [Year] to  MACROBUTTON  AcceptAllChangesShown [Month] ,  MACROBUTTON  AcceptAllChangesShown [Year] 
 MACROBUTTON  AcceptAllChangesShown [Summary of Responsibilities] 
Reports To:  MACROBUTTON  AcceptAllChangesShown [Title of Person Reported To] 
Team Size/Direct Reports:  MACROBUTTON  AcceptAllChangesShown [Total # of Reports] 
Significant accomplishments in this position include: (Note: Please substantiate in dollar or percentage terms, the impact each accomplishment has made on the company. Provide context of how your results compare to your industry – e.g. grew revenue 25 percent compared to overall industry growth of 10 percent).

·  MACROBUTTON  AcceptAllChangesShown [Accomplishment] 
·  MACROBUTTON  AcceptAllChangesShown [Accomplishment] 
·  MACROBUTTON  AcceptAllChangesShown [Accomplishment] 
 MACROBUTTON  AcceptAllChangesShown [Company Name]                                  


 MACROBUTTON  AcceptAllChangesShown [City] ,  MACROBUTTON  AcceptAllChangesShown [State] 
 MACROBUTTON  AcceptAllChangesShown [Company Description] 
  
 MACROBUTTON  AcceptAllChangesShown [TITLE] 
 MACROBUTTON  AcceptAllChangesShown [Month] ,  MACROBUTTON  AcceptAllChangesShown [Year] to  MACROBUTTON  AcceptAllChangesShown [Month] ,  MACROBUTTON  AcceptAllChangesShown [Year] 
 MACROBUTTON  AcceptAllChangesShown [Summary of Responsibilities] 
Reported To:  MACROBUTTON  AcceptAllChangesShown [Title of Person Reported To] 
Team Size/Direct Reports:  MACROBUTTON  AcceptAllChangesShown [Total # of Reports] 
Significant accomplishments in this position include: 
·  MACROBUTTON  AcceptAllChangesShown [Accomplishment] 
·  MACROBUTTON  AcceptAllChangesShown [Accomplishment] 
·  MACROBUTTON  AcceptAllChangesShown [Accomplishment] 
·  MACROBUTTON  AcceptAllChangesShown [Reason for Leaving] 
 MACROBUTTON  AcceptAllChangesShown [Company Name]                                   


 MACROBUTTON  AcceptAllChangesShown [City] ,  MACROBUTTON  AcceptAllChangesShown [State] 
 MACROBUTTON  AcceptAllChangesShown [Company Description] 
  
 MACROBUTTON  AcceptAllChangesShown [TITLE] 
 MACROBUTTON  AcceptAllChangesShown [Month] ,  MACROBUTTON  AcceptAllChangesShown [Year] to  MACROBUTTON  AcceptAllChangesShown [Month] ,  MACROBUTTON  AcceptAllChangesShown [Year] 
 MACROBUTTON  AcceptAllChangesShown [Summary of Responsibilities] 
Reported To:  MACROBUTTON  AcceptAllChangesShown [Title of Person Reported To] 
Team Size/Direct Reports:  MACROBUTTON  AcceptAllChangesShown [Total # of Reports] 
Significant accomplishments in this position include: 
·  MACROBUTTON  AcceptAllChangesShown [Accomplishment] 
·  MACROBUTTON  AcceptAllChangesShown [Accomplishment] 
·  MACROBUTTON  AcceptAllChangesShown [Accomplishment] 
·  MACROBUTTON  AcceptAllChangesShown [Reason for Leaving] 
ACCOMPLISHMENTS and AFFILIATIONS 



EXAMPLE

Robin Johnson 


Santa Monica, California

Rjohnson2689@gmail.com
(652) 956-7534 

EDUCATION 



University of LaVerne








LaVerne, California
MBA, Finance










2007

Alpha Kappa Psi
California State University, Long Beach








Long Beach, California
BA, Business Administration










2004
PROFESSIONAL SUMMARY



Entrepreneurial, dynamic, and award-winning Financial, Sales, and Business Development Professional seeks challenging position in Executive Search Consulting.  Possesses over five years experience in sales and recruiting, including two years of management, and enjoys distinction as the top producer for current staffing firm.  Exhibits excellent interpersonal, leadership, analytical, and communication skills.  Develops exceptional rapport with high-level client executives, maintains long-term working relationships and quickly delivers outstanding results.

BUSINESS EXPERIENCE



Morgan Samuels                             


Los Angeles, California
Morgan Samuels is a leading human capital consulting firm, with a focus on retained executive search, strategic consulting, and market intelligence. We are committed to developing and nurturing deep relationships with our clients and building a strong network of world class executives across industries.
  
Consultant
June 2009 to Present
Responsible for managing the day-to-day details of specific engagements, interfacing with candidates and clients, and directing internal administrative and research resources as needed.  
Reports To: Chief Operating Officer
Significant accomplishments in this position include: 
· Consistently able to close searches within 70 days.
· Average of two placements a quarter.
· Responsible for bringing seven new clients to the company, generating more than $800,000 in new revenue for the company. 
Waketech University                                


Roadsend, Michigan
Waketech University is a leader in higher education. Offering students over 50 different majors and more than 40 study abroad opportunities, Waketech serves the needs of students well. 
  
Director, Recruiting - Undergraduate Admissions
August 2007 to June 2009
Responsible for leading the Undergraduate Admissions Office in strengthening the university’s academic profile and geographic diversity of its first year and entering transfer student classes. Continuously improved the recruiting process by using advanced and innovative recruitment technology and techniques.  
Reported To: Senior Director, Undergraduate Admissions
Team Size/Direct Reports: 12/3
Significant accomplishments in this position include: 
· Restructured recruiting efforts, cutting the average time spent on the road by two days. 
· Cut average amount spent on recruiting by $100 per trip through employee incentives. 
· Created an employee development program to help Admissions Counselors achieve their desired career progression.  
· Left to pursue an opportunity with Morgan Samuels, which would come with greater career growth opportunities and increased challenge.
Transfer Admissions Counselor – Undergraduate Admissions
June 2004 to August, 2007

 MACROBUTTON  AcceptAllChangesShown [Company Description] 
Recruited students to Waketech University through college fairs, campus visits, individual appointments, and classroom presentations. Independently responsible for application management of over 700 students, from application submission to registration execution. 

Reported To: Director, Undergraduate Admissions
Team Size/Direct Reports: 0
Significant accomplishments in this position include: 
· Increased recruiting efforts by leveraging recruiters from university regional centers.
· Created a stronger presence at top community colleges.
· Created Transfermations, a transfer specific preview event.

·  MACROBUTTON  AcceptAllChangesShown [Reason for Leaving] 
ACCOMPLISHMENTS and AFFILIATIONS 



Association of Professional Recruiters

Alpha Kappa Psi

Students In Free Enterprise (“SIFE”)[image: image1.png]



Since there were no direct reports for this position, it is okay to take the line out.





Not needed if you were promoted within the same company.





Since there are two positions, a company description only needs to be listed under the most recent position.





MORGAN SAMUELS





www.morgansamuels.com








