The Resumé

A Portrait of You

Your major job search tool

is a clear picture of you, so pay
close attention to the following
particulars when you write your
résumé.

the-plain, unvarnished facts. Don't
lend you've done things you haven't.
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Employers Speak Out on Résumés

“Any résumé that looks like it’s part of a mass mailing gbes into the
garbage. And if there’s one spelling mistake or bad punctuation, out

it goes.”

—Marc Bowles, Senior-Geologist/Office Manager, Komex International
Ltd., an environment and water resources engineering company

“I want brief, to-the-point résumés that highlight work experience and
education. Tailor your résumé to show me why you should work for

my company.’

—TJoanne Tully, Employee Services Manager, Holiday Inn, Peterborough
Waterfront

“When I see neatness in a résumé, I get the feeling that the job candidate
will keep his or her work area and tools clean. That’s important in

my business.”

—Clark Johnston, President, Clark’s Quality Woodwork, a company that
manufactures cabinets and furniture

Résumé Types
There are two types of résumés: chronological and functional. They provide

the same information, but in different formats to highlight certain skills,
experiences or education. Each type has its advantages and disadvantages.
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Dana’s Résumés

Dana wants to apply for two separate summer jobs. The first is as a clerkin a
i video store. The second is as a counsellor at a city day camp.
' She knows that she can’t use the same résumé to apply for both, because
| | the work is so different. It takes some help from her parents and her English
! teacher, but Dana creates two résumés, each one targeted to the specific job,
! each in a different format.

! Dana’s Chronological Résumé, Targeted to a Summer Camp Job

| Dana Pareau

i 2256 Main Street

[ Anywhere, Ontario M9Q 2P2
! 555-3331

I dana@internetaddress

. v, Personal Profile: I am an enthusiastic, energetic person who enjoys sports and
' coaching children. I've also had two years’ experience on my
school’s basketball team.

Employment History
1997-2000 Newspaper carrier
e Collated 3 to 5 sections of the newspaper for delivery
e Served 75 homes daily
¢ Collected cash and provided receipts for 75 customers

Volunteer Experience

1999-present Sports Program, Community Centre
¢ 45 hours as assistant coach for junior soccer team
e 10 hours helping at Sports Registration Day

Education

Completing Grade 11

Monroe High School
Awards

Received 1999 Top Newspaper Delivery Certificate
Interests Exploring the Internet, playing basketball, reading

References available upon request.
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Dana’s Functional Résumé, Targeted to a Retail Job

Dana Pareau
2256 Main Street
Anywhere, Ontario M9Q 2P2
555-3331
dana@internetaddress

Job Objective: To use my strong interpersonal skills in a sales clerk position

Highlights of Qualifications
* Reliable daily newspaper delivery to 75 customers
* Internet and computer skills
® Excellent school attendance record

Accomplishments and Awards
* Received 1999 Top Newspaper Delivery Certificate
® Sold 300 tickets for class play and handled all cash transactions

Employment History

1997-2000 Newspaper carrier
* Collated 3 to 5 sections of the newspaper for delivery
* Served 75 homes daily
® Collected cash and provided receipts for 75 customers

Volunteer Experience

1999-present Sports Program, Community Centre
* Assistant coach for junior soccer team
* Attendant at Sports Registration Day

Education
Completing Grade 11
Monroe High School
Interests Exploring the Internet, basketball, reading

References available upon request.
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