Writing an Effective Resume 

That Gets You an Interview

One of the most effective ways to write a resume that gets you and interview is to write a Targeted Resume with three keys sections in the first half page of your resume.  In this area, you create your Objective, Skills Summary, and Computer/Special Skills sections with information that is unique to the job you are seeking and is based on the skills listed in the job description for that job. These sections need to be edited for every job you pursue.

Objective

In the Objective section, make sure you list the title of the job you’re seeking.  You can also list any special needs.  For example, “I‘m seeking an instructional designer position, with an opportunity for advancement into management.”

Skills Summary

The Skills Summary section (can also label Summary of Qualifications or Professional Profile) is where you describe your skills for the position that show you are a perfect fit for the job.  You do this by looking at the job description and covering each skill using clear and effective phrasing.  Also, write like your talking to your best friend. Likewise, specify the number of years experience you have but only enough to qualify for the job (to avoid ageism & high salary expectation issues). You should also back up what you say by citing one to two accomplishments from a previous company that are quantifiable (e.g. exceeded my sales quota each quarter by 25%).  This section is best written in paragraph form (takes less space) and the overall length should be about 6 to 8 lines long. With an effective Skill Summary, people reviewing your resume don’t have to dig through your entire Employment History section to get this information.  Remember, make it powerful so it really SELLS YOU!  Below is an example for an HR Director.
I’m an HR Director with over 15 years of demonstrated growth and success in business, with over thirteen years’ experience as an HR Generalist and Manager, utilizing my expertise in strategic planning, policy and procedure development and implementation and staffing and retention.  My skills encompass project management, problem solving and strategic planning and my educational background includes an MBA and SPHR.  When I worked at Wachovia Bank, I achieved 6% turnover in an industry where the norm is 20+%, improved benefit options by 30% with no cost increase, and achieved 10% labor cost savings.  My experience includes both large and small companies and I’ve worked in a cross section of industries. 
Computer/Special Skills

The Computer/Special Skills section does two things:

1. Lists your skills (e.g. Windows XP, MS Office 2007, Certified Train the Trainer Instructor)

2. Includes keywords that identify the skills/jobs you’ve had (e.g. training, customer service, outside sales).  This is useful in case your resume is scanned by HR staff or recruiters to find candidates to consider for open positions

This allows recruiters, HR staff, and hiring managers to see what skills you have at a glance.  It also gives you one central section to list scannable keywords in case you need to update them.

This article was written Larry LaBelle from Training Tamer.  Training Tamer provides comprehensive training and coaching for both job seekers and HR staff /hiring managers.   We show job seekers how to win an enjoyable, top-paying job and keep it.  With HR staff/hiring managers, we teach them how to hire grade A talent and keep them.  We also provide training on communication, customer service, conflict resolution, and change management.  For information about our courses or coaching, contact:
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