Shaler North Hills Library

1822 Mt. Royal Boulevard ● Glenshaw, PA 15116 ● 412-486-0211 
 www.shalerlibrary.org


A QUICK GUIDE TO BUILDING A RESUME
The Basics

· Try to keep your resume updated.

· Have both an electronic version and a clean, printed copy on nice paper.

· Have a plan to ‘save’ your resume (email, on your computer, or on a flash drive).

· Creating your resume in a basic document is fine. (e.g. in Word). Using a template is fine.
Types of Resumes

There are two basic types of resumes—chronological (by date/time) or functional (by your qualifications). Stick to one style.

Chronological

· Orders by your most recent job and responsibilities and goes back in time.

· Usually has dates with each job (month/year is sufficient).

Functional

· Not focused on job titles but on your qualifications & accomplishments.
· Does not usually include dates but instead has a summary of qualifications.
· Create sections by ‘function’ (what you did); you can change the order of the list of functions depending on what you are applying for.

Tips for Creating Your Resume
· Do not need to list your ‘objective’ any longer; a summary of qualifications preferred.

· Use bulleted lists.

· Keep descriptions to 3 lines or less.
· Keep to two pages. If you run over one page, try to ‘fill’ the second page at least halfway.

· List clearances if they are relevant and up-to-date.
Building the Resume

· Accomplishments vs. responsibilities

· Most hiring managers know the responsibilities of the job, you want to list what you achieved and/or how you helped the organization/company.

· PAR—Problem, Action, Result: can you show how you solved a problem or issue?
· “Prove it” / “So What”

· Be sure you can support what you say—avoid generic terms like “great people person”; list any specific accolades you have received.

· Does it add value to describing you or would the reader just say ‘so what?’

· Use same terminology that is in the job description; tailor your words to the description—better chance of being picked up by tech program scanning resumes.

· Generally, keep first 10 years on the first page; there are no set rules about how far to go back. If older job seems relevant, include it.

· Education—if new to the workforce, perhaps include higher in the resume; if working for a while, typically goes at the end. You do not have to include dates.
· Don’t forget to include volunteer work or other work that seems relevant.
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Books...And So Much More!
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