[image: image1.png]The role of the résumé is not to
get you a job but to get you an
interview. It must tell the reader that
you're a good “fit” for the position
based on your qualifications and
previous experience. It must point
out why YOU are better than any of
the other applicants. McAlpine says,
“your résumé must answer these
five questions”:

How can I contact the candidate if
the hiring authority is interested?

What does this person want to
do?

What has he or she done in the
past that’s relevant?

How well did this person accom-
plish his or her responsibilities?

What skills and abilities lend
credibility to this person’s candi-
dacy?

The résumé that's laid out clearly
and concisely so that the reader gets
these answers in the first thirty sec-
onds is more likely to open the door to
an interview. Here are some pointers
on format. Your résumé should be:

¥ in point form, not sentences

¥ ideally no more than two pages
in length

¥ on good, light-coloured bond
paper (stay away from garish
colours)

v stapled—not bound or in any
form of folder

v preferably printed out on a com-
puter using effects such as bold-
ing and underlining

¥ accompanied by a short and sim-
ple covering letter.

Career Objective

A job or career objective should
always be stated on your résume.
The omission of a job or career objec-
tive forces the potential employer to
guess from the résumé just what
your career goal is, or what position
you're applying for. If you don’t state
your objective, there’s the likelihood
that you might not be invited to an
interview.

A stated objective on a résumé is
a plus factor, says career co-ordinator
J.1 Biegeleisen. “It can do you a lot of
good.” Used as a focal point, your job
objective should, in thirty words or
Jess, state the position you're looking
for in terms of your qualifications.
For example:

“A challenging position in the
financial management of a mid-sized
manufacturing company, where
strong reporting, costing
and analytical skills can
affect the bottom line.”

A job or career objec-
tive should be brief and
to the point. It should
highlight one or two of
your qualifications and
motivate the prospective
employer to read the rest
of your résumé.

Work Experience and
Accomplishments

This is a record of the jobs you've
held. Each job listed should show
the name of the firms you've
worked for, job titles, responsibili-
ties and accomplishments.

It should be noted that the
prospective employer, while inter-
ested in an overview of your entire
employment history, will be most
interested in your most recent job—
the one that presumably represents
your highest level of achievement.
This should be the most detailed.

Your Resuma Outlines
Your Working Life

Dates of Employment: The dura-
tion of employment with each
employer should be indicated on a
year-to-year basis. There is no need
to specify months.

Career Paths Online

You, Career Scaping, Work in the Year 2002, Career
Sectors and Innoventions. There is a good exploration
of the “new economy.”

http://www.careerpathsonline.com/

B This site is the on-line version
of the Career Paths newspaper. It's

an informative and interesting site with

such links as Career Values, A Review on





