RESUME- Things to consider and include

A WELL-ORGANIZED RESUME
A resume must be well-organized.  This not only means that what you write must be carefully thought-out, but also that the overall design and format must be pleasing to the eye and logically arranged on the page.

These combined elements should produce a well-organized resume that shows you have organizational skills.  A person who can condense a lifetime's worth of work and education into two pages will undoubtedly impress an employer as someone who is capable of organizing a much larger work project.

WHAT GOES INTO A RESUME
A resume must contain a certain amount of essential information.  Although this information varies from person to person, several categories are standard in any resume:

• A heading, which may be as simple as the word "Resume" or your name at the top of the                page, or as complicated as a well-thought-out "Job Objective" that describes the type of                 position you hope to obtain.

• Your name, address, city, province, and phone numbers where you can be reached.

• A job title or objective if that was not part of the title and if that applies to the type of work           you seek.

• A detailed record of your employment history including volunteer work.

• A detailed record of your education.

• Any languages you know.

• Any relevant memberships in organizations, clubs, teams.

• Other hobbies, interests, activities.

• Any personal information you feel is important and choose to include.

• Three references, one from each of the following categories: education, work-related,                     personal.  The reference is to include title, address, postal code and  phone number of each            reference.

GENERAL TIPS ON RESUME WRITING

If you want your resume to be read (and not put to the side of someone's desk) it will have to be written well.  Here are some rules to keep in mind for making your resume lively and informative:

• Use simple words and keep your sentences short.  Avoid wordy descriptions and vague                 statements.

• Use action words in short, clearly written phrases:  I designed, I initiated, I  produced. 

• Keep the paragraphs short and well-spaced.

• Be objective.  Don't exaggerate the importance of the responsibilities you have had, nobody          likes a show-off.

• Avoid using flashy gimmicks such as coloured paper, exotic formats, or photographs. 

RESUME CHECKLIST

The resume should be typed on a 60-space line.  Leave at least six blank lines at the top and bottom of the page.

• Overall Appearance - Is it neat and attractive?  Would you want to read it?  

• Layout - Does the resume look professional, well typed and printed, with proper margins,              etc.?  Do key sales points stand out?

• Length - Could it be shortened?  (2 pages maximum)

• Relevance - Has all unnecessary material been eliminated?

• Writing Style - Is it easy to read?  Does it present a clear, accurate picture?

• Action - Do sentences and phrases contain action words?

• Specificity - Does it avoid generalities and focus on specific information?

• Accomplishments - Have you emphasized your accomplishments and problem-solving skills? 

• Completeness - Is all important information (even area codes and postal codes) included?

• Bottom Line - Does the resume accomplish its ultimate purpose of getting the employer to            invite the applicant in for an interview?  


See the sample below………..       

ANN WHITE
18 Dundson Street

Brantford, Ontario

N4T 3M7

(519) 750-0000

annwhite@hotmail.com
OBJECTIVE: 
To obtain a Cooperative Education placement for next semester.

EDUCATION:
2007-present


St. John’s College School, Brantford

Courses include:  Cooperative Education, Accounting

Grade 12 student

WORK EXPERIENCE:
Jan. 2009-Present

Roots, Brantford

             

Supervisor: Mr. Fred Write Phone: 757-7777

            


SALES CLERK

Responsibilities include: assisting customers,       

handling cash, inventory

June 2008-Present

Mr. and Mrs. Black

Supervisor: Mrs. Wendy Black Phone: 759-9999       

BABYSITTER


     

          
Responsibilities include: supervising and entertaining



          
children between the ages of 1-5

Feb. 2008-Jan. 2009
 
Burger King, Brantford

Supervisor: Mr. Jim Jones Phone: 758-8888

LINE COOK

Responsibilities included: cooking food, cleaning duties,

handling cash

CO-OPERATIVE EDUCATION

EXPERIENCE:

Feb. 2001 - June 2001

Noah’s Ark Preschool Centre, Brantford





Supervisor: Ms. Carol Grimster Phone: 753-3333




CHILD CARE ASSISTANT





Responsibilities included: supervising and entertaining





children between the ages of 1-5   

VOLUNTEER 

EXPERIENCE:
July 2008


John Noble Home, Brantford





Supervisor: Mr. Brad Hall Phone: 756-6666





RECREATIONAL ASSISTANT

Responsibilities included: helping elderly with crafts, porting to and from rooms

SKILLS AND

QUALIFICATIONS:
Business Certificate June 2008




Computer literate





St. John's Ambulance Standard First Aide 1999    

Grade 8 Piano

Swimming, bronze medal  

HOBBIES AND

INTERESTS:  

Sports, reading, piano

REFERENCES:

Mrs. Anna Green





Manager





Sears Canada Inc.





84 Lynden Road





Brantford, Ontario





N3R 5V1





(519) 756-7451





Mr. Peter James   





Teacher





Assumption College 





257 Shellard’s  Lane





Brantford, Ontario





N3T 5L5





(519) 751-1111





Mr. Don Martin





Bank Manager





The Royal Trust





15 Maple Street





Hamilton, Ontario





L8N 4B5





(905) 525-5555
