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RESUME OVERVIEW

• Most individuals can explain what they do but they are not able to 

convey it properly on a resume 

• Businesses are looking for skills when canvassing potential 

candidates

• Additionally, businesses are not looking to spend time reading 

paragraphs of a person’s accomplishments

o It is critical that the customer illustrates a statement quickly 

to pique the interest of the business
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RESUME OVERVIEW

• A recruiter spends a maximum of 8–10 seconds reviewing an 

individual resume – that allows for a very short window of time to 

impress them

• Whether you are perfect for the job within your skillset, or have 

transferrable skills, there are advantages in highlighting your skills
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Sell your 

Strengths and 

Skills!

RESUME OVERVIEW
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BUSINESS LANGUAGE

Key Words

• Learn to speak the business language

Job Descriptions 

• Review individual job descriptions to examine which are a 

good fit and align with your skill set

Employable Skills 

• Determine what skills you possess in relation to career 

aspirations

Provide Both “Hard” and “Soft” Skills

• Hiring businesses look for both
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KEY WORDS

Technology: AI (Artificial Intelligence)

• Majority of businesses use artificial intelligence 

systems first to review candidate resumes

• This can disqualify your resume before it gets in 

front of a recruiter

Look appealing on paper

• Resume should be consistent, organized, and 

without any errors
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KEY WORDS

Occupations and Skill Sets

• Important to learn about different occupations 

and how your skills align with each
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JOB DESCRIPTIONS

The Value of What is Being Asked

• Important to understand each job opening and what 

businesses are looking for

“Open Book” Test

• Businesses tell you what skills they are looking for and it is 

important as a jobseeker to adjust your resume to align 

with what they are looking for

Perfect Candidate

• As a job seeker, even if you do not meet all the 

qualifications, you could still be a good fit for the opening
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EMPLOYABILITY SKILLS

Hard Skills

• Teachable and measurable abilities

• Examples: marketing, forklift operation, and phlebotomy

Soft Skills

• Skills that make you a good employee 

• Examples: communication, problem solving, leadership

Being Able to See The Value of Both

• Important to incorporate both into resume
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COVER LETTERS

• Write a new cover letter for each 

position you apply to

• Include Hiring Manager’s name 

(if available)

• Include specific examples of how 

you meet the qualifications listed 

in the job posting
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COVER LETTERS

• Again, you want to showcase your skills

• A cover letter should go beyond the resume

• Explain situations, such as gaps in employment, and other 

potential barriers (where applicable)

• Don’t include too much, you want it to be clear, concise, and 

relate directly to the job you are applying for
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SKILLS BASED RESUME –
BEFORE AND AFTER
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SKILLS BASED RESUME – BEFORE AND AFTER

In this section we will:

• Transform a sample resume into the Skills Based format

• Go through the steps in the transformation

• Provide helpful tips
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SKILLS BASED RESUME – BEFORE AND AFTER

First Steps:

• Evaluate experience:

o Work history, volunteer experience, education, etc.

• Ask questions:

o What do you want to do in future?

• Beneficial to develop a plan prior to starting resume

o Take notes, do research, and take some time to think 

about what you want to do going forward
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SKILLS BASED RESUME – BEFORE AND AFTER

Beginning Your Resume:

• Begin by completing name, experience, education and/or any 

volunteer experience on your resume

• These sections and information are the most straightforward

• Gets you thinking about your skills and developing the resume
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SKILLS BASED RESUME – BEFORE AND AFTER

Professional Skills Section:

• 2-3 major skills you have that relate to future goals

• Discuss/elaborate on these skills with 4-5 

accomplishments/tasks

• These will support the major skill
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SKILLS BASED RESUME – BEFORE AND AFTER

Complete Summary of Qualifications section:

• 3-6 bullets to open resume.

• Important to pique interest of hiring manager in this section

“Overview” of yourself

• Think of this section as an overview on yourself
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SKILLS BASED RESUME – BEFORE AND AFTER

Things to include:

• Number of years experience in work relevant to job applying to

• Credentials, education, or training relevant to job applying to

• A key accomplishment that shows your qualifications for the job

• Personal characteristics or traits that you possess that are 

relevant

• Computer skills
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SKILLS BASED RESUME – BEFORE AND AFTER

Conclude with the ‘Summary of Skills’ Section:

• Arguably the most important section on resume

• Best to do last as it is almost a conclusion to resume

• Include past skills that pertain to job being applied to

• Stay away from “generic” skills:

o I.E., honest, friendly, multi-tasking, etc.
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SKILLS BASED RESUME – BEFORE AND AFTER

Completing the Resume

• Review 2-3 times upon 

completing for spelling, grammar, 

sentence structure, etc.

• Send the best/highest quality 

product to businesses
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RESUME EXAMPLES
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ADDITIONAL TIPS
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ADDITIONAL TIPS

Strategic

• Resume should not list everything you have ever done

• Ideally, should be tailored towards job applying to

Consistency

• Ensure formatting, margins, font, spacing are all consistent

Proofread

• Have friend, colleague, relative, etc. review resume prior to 

submitting
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ADDITIONAL TIPS

Quantify

• Where applicable, add numbers to quantify accomplishments

LinkedIn

• Include LinkedIn profile link on resume

• Has become very popular in recent years amongst recruiters

References

• No need to include references unless requested

• If included, do so on separate page
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ADDITIONAL TIPS

Experience

• Don’t be afraid to leave some experience off your resume

• Especially experience over 10-15 years

o Depending on field and job you are pursuing

• Businesses are looking for current, relatable SKILLS

Transparency

• Be clear on resume and do not lie about experience, skills, 

education, etc.
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QUESTIONS?
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