The Résumé
Description 

The résumé is a brief, written summary of your skills and experience.  Tailor the résumé to show how your experience, abilities, and skills can meet the employer’s recruitment needs.  There are three basic types of résumé:

1. The chronological résumé lists your most recent job title first.  It works best for those with experience and a steady job history.

2. The functional résumé focuses on skills, experience, and accomplishments. A functional résumé is best when you have an irregular work history, have not worked recently or do not have any work history.

3. The electronic résumé is scanned and entered in a database that can be searched by keywords, so that the applicant’s qualification are matched with the employer’s recruitment needs.


Suggested Items

· Make your résumé short (one page, if possible, two at most)

· Use action words to describe your work skills  

· List relevant skills, knowledge, and abilities 

· Emphasize most recent jobs

· Consider listing your references at the end of the résumé

· Every time you complete a project or are assigned different duties list them right away on your résumé

Checklist item: Take time to put together a résumé that you will be proud of.  A well-written résumé is like a movie script.  It can be used to prepare for an interview or help you decide in what area of work your interest lie in.  

The human resource and out placement firm Drake Beam Morin recently surveyed 150 hiring managers and asked them what they were looking for in a résumé.  The survey noted that 41 percent of managers preferred two-page résumés and 40 percent preferred one page.

Find out what you like doing best and get someone to pay you for doing it.







–Katherine Whitehorn

