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Agenda

▷ What is a Résumé 
▷ Why Have One?
▷ The Challenges
▷ Types of Résumés  
▷ Recruiter's Perspective on Résumé
▷ Tips & Tools for Creating a Powerful Résumé
▷ Questions and Answers
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Why Have a Résumé?

▷ Employers expect to see résumés! 
▷ Position yourself with the most essential skills and 

experience 
▷ Answer the question, "why should we hire you?"
▷ Offers proof that you are the right person for the job
▷ Entice the employer to learn more about you
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The Challenge

 “On average, employers scan résumés for about 20 
seconds to determine whether or not candidates are worth 
a more thorough reading." www.vault.com 

• Lazy reader syndrome
• Art vs. science
• Perceived rules - They can be broken!
• Unique individual circumstances
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Great Résumés are the Key to…
• Telling Your Story
• Engaging the Reader
• Making You Memorable
• Addressing Employer Motivators
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What is a Résumé ?
    A résumé is "a brief written account of personal, 

educational, and professional qualifications and 
experience, as that prepared by an applicant for a job.“

It is a summary of:
• Functional skills
• Personal qualities 
• Accomplishments
• Work history
• And most of all, it is a Selling Tool To Get You Noticed!
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Types of Résumés
Chronological
Brief summary of skills at the top

Lists jobs, most recent first

Advantage:  Easy to follow and figure out a story

Disadvantage:  Gaps and job movements are obvious

Functional
Highlights skills, then briefly lists work history

Advantage: May work for re-entry or Transition

Disadvantage: Hiding something?  When, where?
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Chronological Résumé 
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 Functional Résumé 
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Recruiter's Perspective on Résumés
▷ Recruiters DO read résumés! 

Remember, so do Applicant Tracking Systems!
▷ Be clear in your summary of your résumé 
▷ Be consistent and proofread!
▷ Way too much info
▷ Not enough info
▷ Keep skills relevant to what you want to do
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Powerful Tips & Tools
▷Focus on Employer Motivators 
▷“Rock” Your Visual Center
▷Dazzle Them with (the right) 

Details
▷Sweat the Small Stuff
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Focus on Employer Motivators

Employers are motivated to
▷ Make $
▷ Save  $ 
▷ Attract and retain customers
▷ Solve specific problem(s) 
▷ Simplify work and processes 
▷ Be more competitive
▷ Build relationships with vendors 

and community

Adapted from Résumé Magic,  Trade Secrets of a Professional Résumé Writer, 4th 
edition, Susan Britton Whitcomb 
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“Rock” Your Visual Center
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“Rock” Your Visual Center
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from Résumé Magic,  Trade Secrets of a Professional Résumé Writer, 4th edition, 
Susan Britton Whitcomb



Visual Center 
You Choose Content

Choose some, but not all:
▷ Job or Roles you are seeking 
▷ Focus Statement
▷ Qualifications Summary

(or Profile)
▷ Core Competencies (from job 

description)
▷ Selected Accomplishments 
▷ Technology Skills and Certifications
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Keywords
“Keywords are words or short phrases that relate to particular 
requirements for a job. They are the skills, abilities, credentials, and 
qualities that a hiring manager looks for in a candidate. The closer a 
match, the better your chances are of being selected for an interview.”

                                                                   

  Credit: https://www.thebalancecareers.com/resume-keywords-and-tips-for-using-them-2063331
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Visual Center 
Focus Statement 

Focus Statement -- Not a job objective!

Use 1 – 3  very targeted phrases or sentences 
that give a quick view of your relevant
▷ Skills
▷ Experience
▷ Accomplishments 
▷ More...

Choose content carefully to show you are a 
perfect “match” for the job 
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Sample Focus Statements 
Social Service Professional

12-year record of creating award-winning social service programs, accessing 
grant money and “hidden” funding, and delivering essential services to medically 
underserved populations.

Certified Nursing Assistant (CNA) 

Compassionate, energetic CNA with 1 year of experience working in memory care 
at long-term care facility. Passionate about and committed to caring for patients to 
ensure them the best possible quality of life. Skilled in assisting patients with 
feeding, bathing, and participating in social and recreational activities.  

Credit: Tammy Ditzell, Inesse Consulting, 2021
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Sample Focus Statements (More)
Administrative Assistant 

Organized, a detail-oriented administrative assistant with 4 years 
experience in busy 30-employee insurance office. Quick thinker, problem 
solver with experience in scheduling events and travel; preparing 
essential documents; greeting and guiding callers and visitors. Awarded 
“Employee of the Month” twice in 1 year. 

Senior Talent Sourcing Specialist
9-year proven record of increasing staffing agency billable hours. 
Identifying (sourcing) and selecting qualified applicants, matching their 
education and experience for open positions, reducing employee 
turnover, and increasing retention. Renew existing client contracts with 
annual rate increases.

Credit: Tammy Ditzell, Inesse Consulting, 2021

Credit: Tammy Ditzell, Inesse Consulting, 2021
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Visual Center
Qualifications Statement 

▷ Job Title or Roles 
▷ Core Competencies
▷ Industry
▷ Years of Experience (15 years or less)
▷ Expertise, Strengths, and/or Specialization
▷ Relevant Accomplishments
▷ Degrees, Certifications, and Licenses
▷ Languages
▷ Technical and Computer Skills
▷ Mention Interest in Returning to Work 
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Visual Center
Sample Qualifications Summary 

SALES MANAGER

Business Publishing / Advertising / Marketing

▷ Fast-track 15+ year sales and management career in competitive 
industries and markets (publishing, computers, commercial real 
estate – California, Florida).

▷ Earned distinction as #1 sales producer with each of my three career 
employers.

▷ Especially adept at assembling, coaching, and motivating market-
dominant sales teams.

▷ International orientation: lived and worked five years in Tokyo; 
multilingual skills include fluent Spanish and conversational 
Japanese.
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Dazzle with (the right) Details

Know Your Goal Job or Role
▷ Find similar jobs on LinkedIn, Indeed, etc.
▷ Check O*Net Online 
▷ Work with a career counselor or coach

Identify Key Words 
▷ Job announcements
▷ Use past performance reviews
▷ Similar jobs LinkedIn, Indeed.com, etc.
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Dazzle with 
Outcomes, Accomplishments, and Results

Write about successes, challenges you overcame, or 

problems you solved.
▷ What happened?
▷ What (specifically) did you do?
▷ What made it difficult?
▷ What was the result or outcome?
▷ Use numbers and statistics if you have them.

Consider and write about work accomplishments you 
are most proud of and any work you won awards or 
recognition for.
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Dazzle with 
Outcomes Accomplishments Results

Sample Accomplishment
Led team that increased usefulness and efficiency of 
publications catalog. Changed the design, added a table of 
contents, grouped similar products, and simplified ordering 
instructions. 

After the catalog was distributed, the number of calls 
requesting help with ordering decreased significantly.
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Dazzle with this Approach
Highlight Work Accomplishments

Managed, supervised, and trained a diverse 30-person team of 
airline customer service representatives who were well-known for 
ensuring that booking passengers’ travel reservations was 
seamless and pleasant. Quickly and calmly responded to serious 
issues and complaints that representatives could not resolve so 
travelers could proceed with their travels. 

✔ Based on that proven track record of exceptional customer 
service and satisfaction, the team was selected to assist 
Preferred/Preferred Plus passengers.  

✔ Helped 100% of my 30-person team find jobs after they were 
laid off, by collaborating with human resources managers. 
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“Applicant Tracking Systems
According to a Jobscan study, almost 99% 
of Fortune 500 companies use an Applicant 

Tracking System 
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Credit: CareerTuners Blog, 4 Ways to Make an ATS-Compatible Resume, 
https://careertuners.com/blog/ats-compatible-resume/  Accessed 3.24.22

https://careertuners.com/blog/ats-compatible-resume/


Dazzle 
Applicant Tracking Systems (ATS)

▷ ATS look for keywords – so use a LOT of them!
▷ Common Section Titles: “Employment” “Education” 
▷ Contact Details – include city, state, and zip code
▷ In Core Competencies section – use only keywords, 

not descriptions of what you did
▷ Follow instructions about file format requirements or 

ATS may not be able to “read” your résumé. 
(Usually PDF or MS Word.)
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Sweat the Small Stuff

Work Experience

▪ Show your job title first – before 
employer name or dates

▪ Descriptions of work – 
3-5 bullets per job

▪ Omit jobs that did not work out, were 
short, or not relevant to job goals.

▪ Include up to 15 years of career 
history
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Sweat the Small Stuff 
▪ Contact Information – include city, state, and zip code

Not street name or address 
▪ Length: Up to 2 pages – no more! 

Unless CV or government
▪ Format: Make résumé look easy to read with white space, 

layout design, fonts, etc.
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Remember – It’s Your Résumé 
▷ Résumés are art, not science.
▷ You CAN break the “rules” if they do 

not fit -- but be CONSISTENT.

You are the BOSS – 

Listen to feedback, consider ideas, and 
create the résumé that is right for you!
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Questions??



Presenters
Maura Connelly, Recruiting Manager
FlexProfessionals, LLC
571-332-3533
Maura@flexprofessionalsllc.com
www.flexprofessionalsllc.com

Ann L. Poritzky, MBA, CPRW* 
Résumé Writer, Career Coach, Digital Content Strategist
https://www.linkedin.com/in/annporitzky/
aporitzky@gmail.com

*Certified Professional Résumé Writer
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Resources

▷ New York Times: 
Résumés are very much still with us The Pandemic C
hanged Everything About Work, Except the Humble r
ésumé
 

▷ Résumé Magic, Trade Secrets of a Professional Résumé 
Writer, 4th edition, Susan Britton Whitcomb

▷ Professional Association of Resume Writers and Career 
Coaches (PARWCC) https://parwcc.com/default.aspx

▷ O*Net Online https://www.onetonline.org/

Slide Carnival: https://www.slidescarnival.com/antonio-free-presentation-template/84#preview

© Ann Poritzky and Maura Connally 2022
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