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4. the path you want to follow in the
future.
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yourself as the low-risk, high-
reward choice, as someone
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contribution to the

organization.
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Companies are likely to be impressed
by creative research, such as
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you can learn more about companies
and find job openings. Start with The
Riley Guide, which offers advice for
online job searches as well as links to
hundreds of specialized websites that
post openings in specific industries and

professions.
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Pay close attention to networking protocol: il il J S 55 5 A N 4l
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want to connect with. Joal 5
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] Value

To become a valued network member, you
need to be able to help others in some way.

The more you network, the more valuable
you become in your network—and the more

valuable your network becomes to you.
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Finally, be aware that your online network Cad i) e mdi-' L Je oS ‘\3_,57

reflects who you are in the eyes of potential | el o ;b RN <

employers, so exercise some judgment in
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A résumé is a0IAl 3yl

A Structured, written summary of a person’s ) ar el ?L:‘-‘J o5 adle o
education, employment background, and job cadl U8 il ) A58 e s ciads o)) 4%l
Ly g (2815 g 5 peadl LS
il ) Chagy Ole) Agliay a5 A igall
2 yal A yaa s lililiey Janll conla alaial

qualifications. Before you begin writing a

résumé, make sure you understand its true
function—as an advertisement intended to

stimulate an employer’s interest in meeting

: Slic
you and learning more about you. '
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Analyze the Situation
Recognize that the purpose
of your résume is to get an
interview, not to get a job.

Gather Information

Research target industries and
companies so that you know
what they're looking for in new
hires; learn about various jobs
and what to expect; learn about
the hiring manager, if possible.

Choose Media and Channels
Start with a traditional paper
resume and develop scannable,
plain text, PDF, and social/
online versions, as needed.
Consider other formats as
supplements.

Organize the Information
Choose an organizational model
that highlights your strengths
and downplays your short-
comings; use the chronological
approach unless you have a
strong reason not to.

Write —_—>

Adapt to Your Audience

Plan your wording carefully so
that you can catch a recruiters
eye within seconds; translate
your education and experience
into attributes that target
employers find valuable.

Compose the Message

Write clearly and succinctly,
using active, powerful language
that is appropriate to the indus-
tries and companies you're
targeting; use a professional
tone in all communications.

Complete

Revise the Message

Evaluate content and review
readability, then edit and rewrite
for conciseness and clarity.

Produce the Message

Use effective design elements
and a suitable layout for a
clean, professional appearance;
seamlessly combine text and
graphical elements. When
printing, use quality paper and
a good printer.

Proofread the Message
Review for errors in layout,
spelling, and mechanics;
mistakes can cost you inter-
view opportunities.

Distribute the Message

Deliver your résume, carefully
following the specific instruc-
tions of each employer or job
board website.
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Q ChronologlFaI , , | il el O
In a chronological résumé, the "Work Experience" . / .
section dominates and is placed in the most “Aesll 8,al" and Ganey ey 4 el 40130 &l A

prominent slot. This approach is the most & s Y meil) 1ha aad 5 0¥l ARl 6 aia i s
common way to organize a résumé. It has three )

advantages: L e O Al Al 3 jaud) aulaid
(1) employers are familiar with it, iy Jarll Sl ) (V)
(2) It highlights growth and career progression, '

(3) it highlights ‘continuity a.nd :c,tability. This (e =gl o xad )AL A 5 (V)
approach is especially appropriate if you have a .
strong employment history and are aiming for a s 58 iday daw dhal LS pala JS5

job that builds on your career path. el e oai Agday e djm;ﬂ)
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O Functional

A functional résumé emphasizes skills and
accomplishments,

identifying employers and academic experience in
subordinate sections. This pattern stresses individual
areas of competence, so it's useful for people who
are just entering the job market, want to redirect
their careers, or have little continuous career-related
experience. The functional approach also has three
advantages:

(1) without having to read through job descriptions,
employers can see what you can do for them,

(2) you can emphasize earlier job experience, and

(3) you can de-emphasize any lack of career progress

\ or lengthy unemployment.
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J Combination

A combination résumé includes the
best of the chronological and functional
approaches. Nevertheless, it is not
commonly used for two reasons: it
tends to be longer, and it can be
repetitious if you must list your
accomplishments and skills in both the
functional section and the chronological
job descriptions.
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