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What are Resumes &
Why The)( are
Important*

A brief written account of
personal, educational, | obert serone

561 Thompson Street « Boston, MA 76398 « (432) 876-3215 = robé

L] n L] L]
r f I l I I I I fl t I I I COMPUTER GRAPHICS / WEB DESIGNER
Quality Computer Highly seff motivated and goal-oriented professional committed to pursting

2 long-term career in computer graphics and Web design. Offer a 14-year

Wab Site Design track record demonstrating strong analytical and problem solving skills,
computer proficency, and ability to foliow through with projects from
inception to completion.

]
experience
Document Layout/ Qualifications Summary

Construction Cestified in computer graphics and Web design through an
intensive 350 classroom-hour program.

In-depth experience applying graphic design principles to produce
Page Set-up innovative and tastefully created print documents and Web sites.

L L]
I t IS a er tte I I S u I I I I I l a r Of a Scanning/Photo Intrinsic creative talent and lifelong interest in photography; offer a
Manipulation keen eye for quality design and document/Web site layout.

Fluent in the MS Windows 95/98/NT operating environments.
Proven ability to quickly learn and apply new technologies.

L] ]
O b a I I Ca n t WYSIWYG Editors Completed high-impact graphic and Web design projects including
menus, newsletters, logos, ards, CD covers, stationery, retail
Text & Font o 5 4
K W 3
J p p Management packaging, and a 50-page Web site.
Advanced training and experience in the application and usage of
Forms/Tables/Frames QuarkXpress 4.0, Adobe PhotoShop 5.0, Adobe Illustrator 8.0, and
Microsoft FrontPage 2000.

Exceptionally well organized; strong work ethics and willingness to
Original Sketches work hard to achieve employer objectives.

Web Design Principles

Image Optimization

Color Theory

Auto Tracing of Education & Training
Drawings
- CERTIFICATE IN COMPUTER GRAPHICS/WEB DESIGN, Jan. 2000
Client-Server Concepts Amesican College of Technology, Boston, MA
Cross-Browser Issues BACHELOR OF SCIENCE, Cum Laude, Chemistry, May 1986

Dominican University, River Farest, IL

Portfolio of samples: Employment

hetp://www.avisto/ Medical Technologist, Boston General Hospital, Boston, MA, 1986 - Present

rob/portfao/
Collect, process, and analyze more than 2300 patient samples daily in the
chemistry laboratory of this large metropolitan hospital. Interface
extensively with physicians and other medical professionals. Test,
troubleshoot, and perform QA protocols on sophisticated instrumentation.

An example of a resume




What are Resumes &
Why They are Important

Resumes serve
as a first
impression for
employers

Resumes can
effect the
outcome of you
getting a job!

Before getting an interview
you’ Il have to write a resume




What are Resumes & Why They
are Important

When writing a resume one must

IM CASTING MY EVE

think of it as selling yourself OVER YouR APPLICATION

AS WE SPEAK...

Resumes advertise your abilities
and skills to your future employer

Such a task must be considered
carefully if taken lightly
employers may get the wrong

Impression of you and will not
Consider yOU for hire Most employers just skim over your resume

i



What are Resumes & Why They
are Important

Resumes are like keys to jobs,
they help you get access to jobs

you want

They are also an extension of } \ =

your abilities written down onto a 'MI
=

el Keys T0 - =)

If your abilities are not Success

represented with as much clarity

as possible then you are less Resumes are really keys!

likely to obtain the job you want

ol



What Resumes Should
Contain

Contact information ( i.e address, email,
phone)

An objective

GULF EQUIPMENT AND TECHNOLOGY

Catego res ;.'Rr?g;:;yee of the Month Award
o Career experience
+ Academic experience v Fegunestont.
¢ Awards

+ Skills/Qualifications that you have that
adhere to the job you are applying for

References (at least two professional
references)

i

An example of an award



What Resumes Should Contain
OBJECTIVE

Explains what you’ re trying to
achieve

Is the 1st element in which an

employer looks at before
continuing to read your resume

Weak objective = no job

Write what employer wants to
hear, sell yourself!

Please view if you
need any more help

Sell yourself!




What Resumes Should Contain
EFFECTIVE VERBS

When describing your skills do |
not use the word | i o

Use descriptive verbs, also P A/ . & BAI
Known as action verbs or buzz
words

Avoid being vague about your
abilities by using weak verbs
such as “did”

Here are some examples of
action words that you can use
from

i

Some funny effective verbs




What Resumes Should Contain
Creativity!

Imagine yourself as an employer who is hiring

These people go through hundreds of resumes a
day

They usually see the same stuff over and over

If you are using a Word template for your resume
you may be the 60t resume with that template that
the employer has seen

After seeing your format 60 times before they are
going to be less interested in viewing your resume

Be professional but look creative!
Use different bullet points or font
Instead of using the same old heading for your

contact information then change it up a bit "I think we've just received the
i winning resume for that new
Use a decal or a style on the corner (as long as it secretary position."
ties in with the resume)
Please look at some examples on this Creativity catches the employer’ s eyes

]




What Makes a Resume Weak

If the resume appears sloppy you

appear sloppy

If you want creativity show the
creativity in a meaningful way, do
not just plop things here and
there

Resumes are about order if there
IS no order then it makes your
resume look weak and
insufficient




What Makes a Resume Weak

Don’ t use weak words

Weak words are words that
are overly used & not
creative

Some examples include
¢ Responsible for

¢ Experienced

¢ Team player

¢ Successful Weak verbs show that you

have a weak vocabulary




What Makes a Resume Weak

Make your resume appear @Ierﬁfﬁzate of
accomplishment-driven i\ttﬂmp[fﬁhment

Instead of saying the duties you are

responsible for you actually say
that you did it... such as

Instead of saying your duty is being

This certificate is hereby granted to

Chaplain Elijah James Killen, D.D

responsible for the promotional i oo of usanding s 0 the Chtn
field you say something like
Oversees the promotional field’ s

SUCCESS

n n D An example of a certificate




What Makes a Resume Weak

People tend to ignore what order they
should put their information

For instance, if a list of your skills will help
you keep the employer’ s interest then PUT
IT CLOSER TO THE TOP OF THE
RESUME

Many employers browse over a resume for
a few seconds if the first half of resume
does not contain information that will assure
them that you are the person they are
looking for then they are more likely to just
trash all your hard work.

E n Weak resumes = trashed resumes




Where to Find Help
ONLINE

There are plenty
of websites that
can help you with
resume building

Go online and
search for tips

14




Where to Find Help
SCHOOL

There are plenty of people who
can help you edit and revise
your resume

Some of these people can be
located at schools

They could be career
counselors

They could be teachers

Schools can be extremely helpful

# | 4>




Where to Find Hel
TUTORIAL/SOFTWARE

Resume building software is
extremely easy to find el Wie s petterresume,

When in doubt use software to N
create a professional looking Prgfssional
document Poncrtl

\ complete

\ A
A\, Career Planner, Web Resume
| - Letters, Contacts & more....

Word templates can be helpful
when you have to create a quick
and easy resume

esmsm PROFESSIONAL

n m D This is one of the many software available




Where to Find Hel
LIBRARY/JOB CENTERS

When in doubt and you need
help the government provides
some opportunities

In some states there are job
centers that can help you with
resumes

The library also provides a lot
of information and books that
can help with resume building

= K

Libraries are everywhere!



