Resume Real Estate
by Lee Anne Brownfield
Consider the space that holds your resume as prime real estate.  Be sure to include information that is significant to that specific job posting, whether in the body or professional statement.  Flashy words, which can’t be backed up by achievements, are more damaging than beneficial; fancy formatting can distract from content; and too much information (unnecessary) takes up valuable space.  Producing multiple versions of your resume to accommodate various job types is a great way to avoid the clutter of unnecessary information.
Showcase accomplishments and quantify as much as possible, rather than list duties and responsibilities.  Employers are looking for results you can bring to their company.  Analyze your contributions for revenue dollars increased, number of hours saved, percentage of profit or customer satisfaction improved, number of employees trained or classes held, number of training manuals revised in what amount of time, or yearly training hours per employee.  Dig deep to find the numbers, but if it can’t be quantified use rich key words, for example: spearheaded training team vision and values project, collect and analyze data to determine root cause of service problems, or develop and execute solutions in process improvement team.
Keep the employer’s focus on text that spotlights You – not the formatting tools.  Use lines of separation, bold and underlined text, or bullets to complement your content – not overpower it.  Hold your resume at arm’s length; if you see lines, headings, or bullets that jump out, pull and detain your eyes from the rest of the content, revisit your formatting options.  For example, a heading should not be a larger font and capitalized and underlined and bolded, since using one or two of those options would draw the eye and make your point.  If your headings are clear, separation lines are not needed; your readers will understand the section has changed.

Education placement is controversial, but I consult the job description for my guideline.  If specific education is required, the degree(s) you earned should be near the top of your resume, or noted in the Professional Statement.  If the hiring manager or company have ties to the school/university, prominent placement of education could be beneficial.  If you have earned college credit, do not list high school, unless the name of the school or recent accomplishments could be beneficial.

Stating “References provided upon request” is a waste of real estate – it is a given that you will provide them if asked.  If you are asked to include references with your cover letter and resume, provide them in a separate document.  This allows you to send references only when needed, and your two-page (max) resume can accommodate valid accomplishments, education, and experience.

You will find many conflicting rules and guidelines for writing resumes, but remember that they are only opinions.  Think about how you would interpret the content of your resume if you were the employer making comparisons with the job criteria.  Determine which suggestions are best for your situation and the job you are pursuing.  Watch for tips on job search skills in future publications.  If you want feedback and/or assistance from the Career Resources teams, write to: CareerWaves@yahoo.com.
