Contents at a Glance

Introduction......... ... 1
Part 1: Creating Today’s Winning Resume..................... 5
cHAPTER 1: Getting Hired inthe AlEra......... ... i 7
cHAPTER 2: Selecting the Best Resume Format ............ ..ot 13
cHAPTER 3: Mapping Out the Parts: Resume Essentials........................ 33
cHAPTER 4: Laying the Groundwork for Resume Brilliance ..................... 51
cHaprTer 5: Crafting Job-Focused Resumes the OnTargetWay.................. 67
Part 2: Crafting Resumes That Command Attention....... 77
cHAPTER 6: Turning Core Contentinto Gold with Al ......... ... .ot 79
cHapTEr 7: Working Wonders with Wow Words . ...t 87
cHApPTER 8: Refining Your Design for Maximum Impact. ....................... 95
cHapTER 9: Navigating a Major LifeChange . ...t 107
cHAPTER 10: Overcoming Career Roadblocks. ... ..o, 131
Part 3: Exploring Real-World Resumes That Work......... 149
cHAPTER 11: Matching Industry and Career Fields with OnTarget Resumes ... ... 151
cHAPTER 12: Aligning Experience and Age with OnTarget Resumes. ............. 189
cHAPTER 13: Navigating Special Circumstances with OnTarget Resumes.......... 227
cHAPTER 14: Award-Winning Creative Resumes. . .........ccooviiiiiiinn... 267
Part4:ThePartofTens......................................... 269
CHAPTER 15: Ten Ways to Improve Your Resume ............oooviiiiiniinnn.. 271
cHAPTER 16: Ten Ways to Increase the Odds of Landingajob .................. 275
cHAPTER 17: Ten Tips for Choosing Professional Resume Help ................. 281
CHAPTER 18: Your Ten-Point Resume Checklist ........... ... oot 289
Appendix: Directory of Resume Writers..................... 293






Table of Contents

INTRODUCTION ... 1
ABOUt ThISBOOK. ... 1

Foolish ASSumptions. . ...t e 2
lconsUsedinThisBook.............. o it 3

Beyond the BooK. ... .ot 3
WheretoGofromHere ... ... ... o 4

PART 1: CREATING TODAY'S WINNING RESUME ............ 5
caerer . Getting Hired intheAlEra.............................. 7
Writing a Resume: It's Still Required. . ...t 8

Keeping Up or Staying Behind. ......... ... o i, 8

Inviting Al, navigating therisks ......... ... o i it 9

Catching up with hiringtrends ........... . ... ... ., 9

Positioning Your ResumetoWin. ..., 11

Getting in the door with a marketing mindset ................. 11

Treating yourselflikeabrand .......... ... .. . .o Lt 12

Zeroing in on whatemployerscrave .............ccoviveionn.. 12

caerer 2. Selecting the Best Resume Format................... 13
Using a Resume Format to Gainan Advantage ................... 14
Navigating online application and content parsing ............. 14
Understanding resume formats ..., 15

Choosing the Reverse-Chronological Format ..................... 17
Understanding the reverse-chronological format .............. 17
Structuringthe RCresume. . ... ..ot 20
Chrono-Functional Format. .......... .. it 23
Understanding the chrono-functional resume format .......... 23

Structuring the chrono-functional resume .................... 26

Introducing the Hybrid Format .. ....... ... i i, 27

Bridging gaps without raising flags with the hybrid format .. .... 27

Structuring the hybrid formatresume................. ... .... 29

ciaererz: Mapping Out the Parts: Resume Essentials. ... ... 33
Breaking Down the Parts of Your Resume ....................... 34

Listing Contact Details That GetYouFound ...................... 34

Framing Your Focus with a Bold Objective ....................... 35
Grabbing the Reader with a Branding Summary .................. 36
Maximizing your opening pitch. . ....... ... . ... .. .. 36

Showcasing your valueinasnapshot. ........................ 37

Table of Contents A"



CHAPTER 4:

CHAPTER 5:

Matching the Job Target with Key Skills ... ............. ... ..., 38

Highlighting hard skills that employerscrave.................. 39
Conveying soft skills with substance ......................... 39
Proving through Experience ........ ...t niiiinnann, 40
Structuring your professional history......................... 40
Emphasizing experience thataligns.......................... 40
Incorporating competencies with impact ..................... 42
Making the Grade with Education. .......... ..., 43
Detailing your degreethebestway ..............coovvin.... 44
Featuring certifications thatmatter .......................... 45
Listing licenses with purpose. . ........ccovii i, 45
Gaining Extra Points with Employers........... ... ..., 46
Including relevant activities . . ... i 46
Aligning with organizations and affiliations. . .................. 46
Spotlighting honorsand awards. ..o, 47
Getting endorsements .. ...t 47
Trimming Details That Don'tBelong. ........... ... oot 48
Dodgingthesalarytrap ... 48
Holding off onreferences ........ ... . i, 49

Laying the Groundwork for Resume Brilliance.. ... 51

Getting Started by GatheringData. ..., 51
Compiling the Content for the Basis of Your Resume............... 53
Starting with your employment and responsibilities............ 53
Digging deep to mine for career storygold.................... 54
Connecting actions to tangibleresults........................ 56
Taking the Next Steps. . ..ottt e 57
Considering other accomplishments ......................... 58
Brainstorming your way to standoutwins. .................... 58
Your Core Resume: Turning Your Data into Dynamite ............. 60
Assembling the bones of theresume............ ... ... ... .. 61
Tackling your most recent or related experience first........... 62
Focusing on older positions that still count.................... 63
Playing up other relevant experience. ............covvvenn.... 63
Building your brand in the summary section .................. 64
Understanding the Purpose of the Core Resume.................. 65

Crafting Job-Focused Resumes the

OnTargetWay ..., 67

Challenging the Myth of “Good Enough” . .......... .. ... ... .... 68

Turning a Generic Resume into an Interview-Generating

ResSUME . . 69
Parsing thefirstglance..... ... ... i 69

Resumes For Dummies



Parsing through applicant tracking system filters

and bots ... 70
Landing strong with decision-makers ........................ 71
Aligning Your Resume to the Role Using Crossover Language. ... ... 72
PART 2: CRAFTING RESUMES THAT
COMMAND ATTENTION. ... 77
ciaerere: TUrNing Core Content into Gold with Al............. 79
Writing Faster and Smarter After You've Done the Thinking ........ 79
Finding the fit and extracting keywords. . ..................... 80
Prompting powerful summary statements.................... 81
Transforming raw content into a results-driven resume. . ....... 83
Avoiding Al Traps and Mistakes. . ........ ... i, 84
cuaerer 7. Working Wonders with Wow Words ................. 87
Understanding Wow Words. . .....oiee i 87
Sparking Action withWow Verbs ............ ... i, 88
Administration and management. ............ . ... 88
Communications and creativity. .. ... 89
Sales and Persuasion ...t 89
Technical ability . ... 90
Office SUPPOIt ..ot 90
Teachingand training . .......oo ittt 91
Research and analysis. ...... ..ot 91
Helpingand caregiving .. . ...ttt 92
Financial management. ... ... ..o i 93
Wowing Your Way to More with Al ...... ...t 93
Polishing Resume Language . .......oouiiiniiiin i 94
caerers: Refining Your Design for Maximum Impact ........ 95
Arranging Your Layout for Instant Appeal . . ........... . ...l 96
Measuring your margins with intention. . ..................... 96
Balancing blank space for readability. ................ ... ... 97
Employing Basic Design Elements for a Readable Resume ......... 98
Breaking up blocky text ... ... .o i 99
Group contentundereachrole........... ... . o 99
Drawing attention with simple visuals ....................... 100
Creating headers thatdrawtheeye......................... 102
Picking appropriate fonts and fontstyles .................... 103
Staying consistentacrosselements .............. ..., 104
Applying final appearance touches. ............ ... ... ..., 104
Standing out with a creativeresume ............ .. ... ... 105
Printing with Purpose and Polish ............ ... .. . it 105

Table of Contents Vi



viii

caerero: Navigating a Major Life Change...................... 107

Scoring Big with Your First Gig. . . ... 107
Promoting strengths with no experience .................... 108
Recognizing rookie blindspots .............. . ... i 108
Demonstrating value as arecent graduate................... 109
Data-mine your college experience ............ccoovveiinn... 109
Avoiding common new graduate mistakes................... 113

Moving Beyond “Too Old”"to “In Demand”. . ..................... 114
Selling your strengths as a seasoned pro .................... 114
Busting myths about matureworkers ........... ... .. .. ... 115
Leveraging experience to stay competitive................... 115
Considering a lower-level role strategically................... 118
Dodging mistakes that seasoned workersmake .............. 119

Shifting from Military Work to Civilian Employment .............. 119
Highlighting strengths from military service.................. 120
Addressing employer concernsupfront..................... 120
Transitioning smoothly into civilianroles .................... 121
Translating “milspeak” into civilianterms .................... 123

Writing Your Resume While Coming Out or Living Authentically. . . .. 126
Deciding what to share, when,andwhy ..................... 127
Positioning an LGBTQ+ affiliation as a strength............... 128
Highlighting community impact and advocacy roles........... 129

cuarter 10: OVercoming Career Roadblocks ..................... 131

Navigating Job Gaps . ..o i it 131
Reframing career gapasgrowth. ........ ... ..., 132
Bridging the gap with confidence ........................... 132

Reentering the Workforce after Caregiving. ..................... 133

Seeking a Job When You Have a Disability. ...................... 135
Deciding whether to disclose a disability. .................... 135
Explaining gaps with honesty and strategy................... 136
When substance abuse is the problem ...................... 136

Seeking a Job When You're an Ex-Offender...................... 137
Preventing negative info from derailing your search........... 137
Avoiding chronological formatpitfalls . ...................... 138
Getting support for successfulreentry ...................... 138

Addressing Experience Dilemmas . .........oo i 139
Staying competitive with one long-termjob .................. 139
Divide your job into career milestones ...................... 139
Boosting value with thin experience. ........................ 141

Addressing Situations Not in Your Control ...................... 141
Bouncing back after several layoffs .................. ... ... 141
Explaining changes from mergers and acquisitions. . .......... 142

Resumes For Dummies



Handling Red-Flag Circumstances ............c.ccooviiinnaen... 142

Explaining a demotion without shame....................... 143
Turning job-hoppingintovalue............... ... ... ..... 146
When contract or agency work looks like job hopping ......... 147
Framing self-employed or family employment
with credibility .. ... 147
PART 3: EXPLORING REAL-WORLD RESUMES
THATWORK ..., 149
cwaerer 11: Matching Industry and Career Fields
with OnTargetResumes............................... 151
cwaerer 12 Aligning Experience and Age with
OnTargetResumes...........................oool, 189
cuarter 13:: Navigating Special Circumstances
with OnTarget Resumes............................... 227
cwaerer 14: AWard-Winning Creative Resumes .................. 267
PART 4: THEPARTOFTENS. ..., 269
cuarter 1s: T€N Ways to Improve Your Resume.................. 271
Matching Your Resumetothejob ....... ... ... .. ... .. 271
Using Bulleted Style for Easy Reading ..............ccooovioo... 272
Discovering the Art of Lost Articles. ....... ...t 272
Selling, Not Telling. ...t e 272
Showing Off YourValue ....... ... .o i 272
Making Sure Your Words Work Together ....................... 273
Reaching Out with Strength....... ... . ... . o i it 273
Trashing Wimpy Objectives . ... 273
Delivering the Right File, Every Time. . ... it 273
Erasing What Doesn'tBelong. ..........ccovviiiiiiniiin .. 274
cuaerer 16: T€N Ways to Increase the Odds
of Landingajob.............................l 275
Avoiding the Trap of Applying Everywhere . ..................... 275
Aiming Your Resume atthe Bull's-Eye ........... ... .. ... .. 276
Acting Fast and Following Instructions. ........... ... . ... ... 276
Removing Red Flags from Your Resume .............. ...t 277
Reaching Out Directly to the Hiring Manager.................... 277
Finding an Advocateonthelnside ............. .. ... . it 278

Table of Contents  iX



X

CHAPTER 17:

CHAPTER 18:

APPEN

Staying Consistent and Persistent ........... . ... . oo, 278

Tapping the Power of LinkedIn . ......... ... oot 278
Searching Company Websites Strategically. ..................... 279
Using Job Boards with Caution and Clear Intention............... 279
Ten Tips for Choosing Professional

ResumeHelp ... 281
Spotting a Resume Template “Pro”. . ..., 282
Requesting a Free Initial Consultation .......................... 282
Locking Down Scope, Timeline, and Revisions .. ................. 283
Targeting Certified Professionals for ExpertResults .............. 284
Evaluating the Writer's Resume Samples Critically. . .............. 284
Asking for References and Testimonials ........................ 285
Seeking Interviews and Connection over Forms. ................. 285
Aiming for Fit, Not JustFlash ...... ... . ... i i 285
Avoiding Bargain Resumes That Cost More ..................... 286
Verifying and Being Vigilant to Avoid Scams..................... 287
Your Ten-Point Resume Checklist ................... 289
Targeting QualificationsforaMatch ............ ... . ... ... 289
Sharpening FOCUS . ...t 290
Selecting the Right Formatand Style .......... ... .. ... .. .... 290
Highlighting Accomplishments and Skills .................... ... 290
Polishing Language and Power Expressions. .................... 291
Funneling Contenttothe Goal ......... ... . ... .. i, 291
Keeping Length in Check with Common Sense................... 291
Including Appropriate Social MediaHandles .................... 292
Navigating Sticky Points Strategically............ ... . ... .. 292
Proofreading, then Proofreading Again......................... 292
DIX: DIRECTORY OF RESUME WRITERS............. 293
.............................................................. 299

Resumes For Dummies



