[image: image1.png]Companies: When listing companies
you worked for, don’t waste precious
space by giving the address. Specify
the nature of the firm's products or

services and, perhaps, the position it
holds among its competitors.

Job Title: This refers to your payroll
position—Administrator, Office
Manager, Computer Analyst, Credit

Manager, V.P. Real Estate Division,
etc.

Accomplishments: Just listing
responsibilities doesn’t tell the poten-
tial employer what you actually did.
What's important is to show how you
made an impact on the company,
says Biegeleisen. You must tell how
you positively affected the company’s
or your department’s productivity,

sales or savings, or mention other
records of achievement such as spe-
cial awards, commendations by
supervisors or promotions to higher

rank. How did your actions benefit
the company?

Educational Background

This section would include a list of
schools attended, with dates for
each, degrees and honours earned

and noteworthy participation in
extracurricular activities.

Career Portfolio Opportunities

I. Use the information in your
Personal Profile, FAQ Job Search
chart and the other sections of

your portfolio to help you create a

résumé. Put your completed
résumé into the Preparing for
Change section of your portfolio.
Use the What! So What! Now

What!? questions to reflect on what

you might do differently on your
next résumé.

Personal Dafa

This section may include relevant
physical information, professional
affiliations, community activities
and special features that might
enhance your employability.

Hobbies

When uncertain whether a hobby
should be included, leave it out.

Communiy Ackivities

In most instances it’s a good idea to

list community organizations in
which you play an active role.

THE FAR SIDE

References

You should include your references
(names, addresses, phone numbers
and e-mail addresses) with your
résumé.

Remember, by law, you are not
required to include such information
as marital status, date or place of
birth, age, sex, social insurance
number, etc. So don’t. The two most
important rules of résumé content
are—truthfulness and completeness.

Ruta Lovett is a Toronto writer
and President of Advanced Learning
Institute, a company specializing in
the development and delivery of
business seminars.

By GARY LARSON
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