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Purpose of this Workshop

o |ldentify three types of resumes and
select one that best suits you

 Gather information including job
history, accomplishments, and
transferable skills

 Begin writing your resume
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Types of Resumes

 Chronological
e Functional
e Combined
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Chronological Resumes

123 Froad Streat, Ridmond, Vicginia 233129804- 1234 367 eJohnPatrick Feomeast nat

« Example

" Objective
. B e I l ef I t S Senior Project Maagsment position whers sxpertise m twming zrovpd derziled projects ©
needed. Stengths slso melude rek management, leadership and commumieation skills.
Experience

| |
Senior Project Manager
. S e I 1998 — present Virgimiz Deparment of Transportation Richmond, VA
[ I |

= Dirctad heplmming, desim mplanatstion and mansgamant of ovar 13 hidrway constuction
projacts with combinad budsst of $100 milkion.

= Savadover 3300000 i dasimn costs for roumdshoutprojzct by eficiamtvus g talants of m-houss
dasign teams.

n
. = Deslopsd treining 2id fo assist tasm i mplemanting new laan process mmltng n mprovad quality
control and dscrzesed imarumd time,
= Actsd a5 sscalstion peint for changs raquests and clisnt concems, and worksd clossby with dspartment

team leads to prioritize issuss and coordinsts troubleshooting = Horks.

n
° D I,.] ] t f 1983 - 1998 ACME Warshouses, Ine. Deanville, VA
O u S e I L I | = Cresgyconstruction of 10 sq. ft. warghousa. Complated within deadlnzdaspits axtansive

mataris] dalmvs andumfores sen contrzat disputss.
= Davalopsd mvantory svstam to fack ovastockad, low tumover and demagad merchandisz rasnlting in
savings of 5100
= Fafinad risk ranspament stratepizs asblng company to mors sFicimty datify and Bzt
anticipated lossas dus to waste oreswode

1995 Evan Construction Company Richmond, WA

= Assistd projactmamasers i tacking project stz and criical path (CPAD) using WS Projact and
Vizio softvars.

= Conductsd sconomic and dsmosraphic mssarch and ansbysis to producs monthby and quartarhy reports
on markst rands,

Education

Bachelor of Ares, Business Admmistration
1991-1995 Virgimiz Commoenwezlth University Richmond, VA

= NMnor in Cormrminications.
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Functional Resumes

John Patrick 804-123-4567
123 Broad Street, Rohmond, VA 23213 JohnPatrick@comeast.net

® I X am | e Professional Profile
Organized and goal-oriented with more that ten years of project management expenence in a

govemmental agency.
s Highly motvated & energetic s Skilled in risk management
* Analyiical problem-solver * Deadlinedrven

" * Skilled in building rapport with clients and »  Excepfional follow-through and
® e I l e I S team members coardination skills

Professional Accomplishments

Project Management

-
* Directed the planning, design, implementation and management of several highway
. S e I construction projects with budgets in excess of S50 million.
L I I ] . )0 in design costs for particular project by efficienty using talents

ofin-house design teams.

s Acted as escalation point for change request and client concems, and worked
closely with department team leads to prioritize issues and coordinate
troubleshooting efforts.

|
. *  Oversaw construction of 10,000 sq. fi. warehouse. Completed within deadline
despite extensive material delays and unforeseen contractor disputes.

Team Leadership
* |nitiated cross-fraining with other departments fo improve workfiow and streamline
project completion.

|
] * Developed a training job aid to assist team in implementing new lean process
. O I l l I S e I resulting in improved quality control and decreased tumaround time.
LI B | * [Due totraining budget cuts, coached employess in project management skills

enabling them to become project leads ayear ahead of schedule.

* Reduced tumaover by 20% over five year period by gaining trust and respect from
employees through demonstrating opfimistic attitude and resolving problem5|
immediatehy.

Customer Services
s |nherited project that was in jeopardy of being lostdue to bad design. Through
ongeoing communication with customer, team subsequenty delivered outstanding
project that was completed on time and met customer's approval.
s  Regarded as skilled in ability to build rapport with diverse individuals and groups.

Work History

3enior Project Manager, Virginia Department of Transportation, Richmond, VA 1888 - present
Project Manager, ACME \Warehouse, Danville, WA 1835 - 1558

Education

Project Management Certification, Project Management Institute. Expected: April 2010
B. A., Business Administration, Virginia Commonwealth University, Richmond, WA, 1985
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Combined Resumes

Example
Benefits

Use if...
Disadvantages
Don’t use If...

John Patrick
123 Broadstrest
Richmond, Virginia 23219
804-123-4567
JohnPatrick® castnet

Ohjective

Project Management positionwith a focus on Team Leadership and Customer Focus.
Areas of Expertise

= Risk Management

# Critical Path (CPM) Project Management

* Lean Process Management

* BudeetAnalysis, Estimating and Cost Control

cge

Professional Experience

Senior Project Manager, Virginia Department of Transportation, Richmond, Virginia
1588 — present
Project Management
s Directed the planning, design, implementation and management of over 15
highway construction projeds with combined budget of $100 million.

s Saved over 5500 }in design costs for roundabout project by efficiently using
if in-house design team.
5 escalation point for change reguests and dientconcerns. Worked
closelywith depariment team leads to prioritize issues and coordinate
troubleshooting effors.

Team L=adership

* |nitiated cross-training with other deparmment toimprove workflow and
streamline project completion.

*  Reduced turnover by 20% over five year period by gaining trust and respect from
employees through demoenstrating optimistc attitude and resaving problems
immediately.

*  Developed o trmining aid to assistteam in implementing new |ean process
resulting inimproved guality control and decreased turnaround time.

Customer Service
* |Inherited project that was injeopardy of being lost due to bad design. Through
ONEoINg communicationwith customer, t=am subseguently delivered
outstanding project thatwas completed on tme and met customer's approval.
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What’s right for you?

Take a moment to decide which format
you will want to use.
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Gathering Information

e FOr resumes
« For employment applications
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Career / Work Objective

e Summarize positions applied for and
your qualifications

e Tailor to your audience



¥EEE What do you think about
these?

1. To obtain aresponsible and challenging
position where my education and work
experience will have valuable application.

2. Seeking a position in the sales department
with an opportunity for advancement.

3. Seeking a challenging career with a
progressive organization which will utilize my
skills, abilities, and education in management,
product management, operations, purchasing,
and buying.

4. Management position in procurement where
over 10 years of experience will add value to
operations.

10
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Strong Objective Statements

1. A position as a support specialist

allowing me to use my skills in the fields

of computer science
Information systems

and management
to keep all

company systems and employees

working.

2. To obtain a loan officer position in a

growth-oriented ban
building and leaders
catalyst to improve t
efficiency of the lenc

K where my team-
nip skills can be a
ne productivity and

INng services team.
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3. To join an aircraft research team where
my extensive knowledge of avionics and
alrcraft electrical systems can be used
to conduct root cause analyses and
anticipate design flaws, thereby saving
the company cost overruns.

4. To help children and families In
troubled situations by utilizing my child
protection services background to make
homes healthier and safer throughout
the region. 2
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Work Experience

e Job history

« Accomplishments
 Transferable skills
 Other qualifications
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e Degrees
o Certifications
e Training

Education

14



NREY Personal and Reference
Information
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Putting it on Paper

e 1 -2 pages in length
Resume templates and online resumes

Appropriate white space, typestyles, and
fonts

Spell check is a must!
Feedback

16



wedT After reading your resume,

can the reader answer...

« Who are you?

« What can you do for me?

Do you have the skills I'm looking for?

« Where have you worked before?

e IS your experience relevant to my needs?

Do you have the right education and
credentials?

« What kind of person are you?
« Do | see any “red flags” in your background?
« Can | easily get in touch with you? 7
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Cover Letters

Include a cover letter or not?

Key components of cover letters:

 Fit on one page

e Send to a specific person, if possible

 Tell position applied for in first few sentences

 Briefly explain your qualifications without
repeating your resume

18
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Expecting a Response

« From employers who have requested your
resume

« From those who have not requested your
resume

19
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Wrap Up

e Choose theright resume format for you

e Use strong, descriptive phrases to highlight
your accomplishments and transferable skills

o Pay attention to details and ask for feedback
on your resume

 Write a cover letter iIf appropriate or required

20
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