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RESUMES:
PURPOSE / TYPES / COMPONENTS

SEEE,
e

PURPOSE OF A RESUME

* The resume’s main purpose is to get you an interview!

* The purpose of a resume is to introduce yourself to employers via short descriptive
document

* Itis an account of work experience, education, qualifications, objectives, personal
gualities and special skills

* Introduced you as a candidate to the employer

* Be Strategic

Using a specific resume format should be driven by the person’s experience, industry and
the type of opportunity they are seeking.

For example: If you are seeking an opportunity as a new grad then the Traditional
Chronological resume might not be your best bet.

TYPES OF RESUMES (see slides 27-31 for examples)
Chronological

. Date-based
. Focus is on work history



. Easy to follow
Functional
*  Skills-based
. Focus is on skills and accomplishments
. Deflects attention from employment gaps
Combination of above
. Presents your most relevant skills and qualification AND details of work history

RESUME COMPONENTS

Identifying Information

Objective Statement

Summary of Qualifications
Professional Work Experience
Education, Certificates & Licenses
Memberships and Affiliations
Volunteer Experience

Technical / Soft Skills

O N U WNPRE

IDENTIFYING INFORMATION

. Name
. Address
. Phone Number
. Email
. Optional
. Social Media URL
. LinkedIn URL
OBJECTIVE STATEMENT
. Informs employer of job applying for
. Focuses the reader
. Showcases skills
. How to solve employer’s problem

SUMMARY OF QUALIFICATIONS

* Highlights skills

* 5-7 points
. Information that Matches the Job Posting
. Years of Experience in the Job Sector
. Education, Training, Certificates in that Field

. Include Hard and Soft Skills



PROFESSIONAL WORK EXPERIENCE

. Include and back up claims made in Objective or Summary of Qualifications
. List at least 3 responsibilities per job

. Demonstrate stability, longevity and leadership qualities

. Utilize ‘action words’

. Itemize achievements and quantify, if possible

EDUCATION & TRAINING

. Include
. Diploma
. Institution name
. Date completed
. Include relevant Training workshops attended

MEMBERSHIPS

. Broaden horizons

. Show initiative

. Demonstrate interest in furthering industry expertise and knowledge
. Provide opportunities to network

VOLUNTEER EXPERIENCE

. Demonstrates ability to utilize skillsets
. Shows initiative and versatility

. Great way to stand out

. Shows community-mindedness

. Proves commitment

TECHNICAL & SOFT SKILLS

. Allows you to elaborate from Summary of Qualifications section
. Provides a clear snapshot
. Tells the reader why you stand out



EXAMPLE

OBJECTIVE STATEMENT

“Motivated and professional new grad looking to
apply knowledge of best care practices with Toronto-
based clinic in dental assistant capacity. Skilled
communicator able to maintain sanitary and
organized environment to earn patient trust and
improve practice outcomes.”

Example of Objective Statement above

Objective Statement
* Informs the employer of the job you're applying for
* An objective can help to focus the reader and gain a better understanding of
why you are applying for this particular job. It will help the reader in knowing
what you want (and what you don’t want)
* It will showcase your skills and how, as a candidate, you can help your future

employer solve a problem



EXAMPLE
SUMMARY OF QUALIFICATIONS

« Qualified at checking in patients and taking accurate
medical histories

« Accomplished in taking X-rays of teeth

* Proficient with dental procedures (fillings, exfracting,
making molds)

« Skilled at checking out patients and scheduling follow-
ups

Example of Summary of Qualifications above

Summary of Qualifications AKA Summary of Skills AKA Professional Summary
* It's a great place to highlight the particular skills for the job you've applied to
* You can use a bulleted list, you could use a column format, or you can use a
paragraph form, but it is advisable that you to stay away from using paragraphs
on your resume if they are too lengthy because they can be difficult to read



EXAMPLE
PROFESSIONAL WORK EXPERIENCE

Baywell Dental Centre 1/2018 - 6/2021
Position: Dental Assistant

« Assisted over 100 patients by providing information on
care options from the different procedures to the different
coverage plans

* Handled filing and billing notices for over 100 patients

« Scheduled appointments for regular and follow-up Vvisits as
well as emergency, optional and cosmetic procedures

Example Professional Work Experience above
Professional Work Experience (or simply, ‘Experience’)

* This section is where you back up the claims you make in your objective and/or
your summary of qualifications.

* If you listed something in either of those earlier sections, you want to make sure
you include it here, which is why writing your professional experience first is
usually a good way to go. (If you begin by writing this section, the other sections
will be much easier to write)

* When adding jobs to your experience section, each job should contain at least
three listed responsibilities.

* And don’t forget to include your practicum experience here!

* A potential employer would like to see that you have a proven track record of
success. Anytime you can use numbers, you should.

* A great way to show your achievements is with a bullet point or two at
the beginning or the end of your professional experience. This can be
contained within the Experience section or, if you have enough of them,
it can be it’s own Accomplishment section

* Your experience section can also demonstrate stability, longevity, and leadership



qualities.
* Incorporate accomplishment statements (which we will talk about further on)
* Action Words + Description of your duties + What resulted because of
what you did = Accomplishment Statement

*NOTE re: achievements:
-If you don't have enough achievements to add this to each of the jobs on your
resume, you're better off taking those achievements and moving them into your
summary of qualifications.
OR
If they are spectacular enough to warrant their own section, you could add an actual
section labeled achievements, below your summary of qualifications, but above your
professional experience.
-notice use of ‘action words/verbs’, which we will discuss later



EXAMPLE

EDUCATION AND TRAINING

Anderson College, June, 2020 - May, 2021

Intra Oral Level | & Il Dental Assistant Diploma

« Dental Materials and Safety

» Microbiology and Disease Prevention

* Radiography

* Preventative Dentistry

» Laboratory Procedures

* Pharmacology and Medical Dental Emergencies
Dean’s Honour List

CPR Level - C Standard First Aid

Education and Training Example above

* Assuming you have a college diploma and work experience, place your education at the
bottom of the resume.

* Butif you're a recent college grad with no work experience, then you'll place your
education after your objective.

* Students currently enrolled in college who have not completed their diploma yet can
place their education on the resume with an anticipated graduation date. (write the
actual words ‘anticipated’ on the resume to be fully transparent)

* Refer to your Anderson College Program outline to help build this section

* What if you’re a young grad and don’t have much experience in the workforce at all?
Structuring your resume by putting your education at the top of the resume will alert the
reader that you probably don't have much experience to back up your degree.

* If your education is your biggest asset, go ahead and place it right upfront.

* The ‘Objective’ will make it clear that you meet the requirements of the job

* If you have internships, volunteer work, and actual (unrelated) work experience that you
caninclude, there's nothing wrong with including that information before your
education.



EXAMPLE

MEMBERSHIPS

« Canadian Dental Assistants Association (CDAA)
« Ontario Dental Assistants Association (ODAA)

Example of Memberships above

* Employers do want to see that you occupy your time with things other than work.
* Benefits:

1. Shows initiative. (I took the time to locate an organization that is related to my
industry)

2. Shows interest in furthering expertise and knowledge in the industry. (An
industry-based organization usually provides you with an opportunity to
continue learning in your field and the assumption is that you are taking your
own free time to keep up with industry updates and demonstrates ambition.

3. Means you have the opportunity to network with other professionals in that
field, which broadens your network



EXAMPLE

TECHNICAL AND SOFT SKILLS

Organized Equipment maintenance

Listening Skills Multitasking

Patient intake
Positive Attitude

X-Ray processing

Dextrous

Examples of Technical and Soft Skills above

Technical or Hard Skills (i.e. Computer Skills) and Soft skills
* The technical skills or computer skills section is especially helpful to
administrative, operational or technical people
* Different from the ‘summary of qualifications’ section (which tells the
reader what it is that puts you above and beyond the other applicants). The
technical skill section lists ALL of your tech skills
Soft skills are important to list or incorporate into your resume also. These are traits that
can’t be taught. They make up your personality
* Interpersonal, Communications, Leadership skills
* Collaboration, Problem Solving, Time Management Skills
* Listening, Team Player, Detail-oriented, Organization Skills

DEFINITIONS:

Technical skills (or hard skills) describe a person's technical ability to perform specifically-
defined tasks; they are taught and developed through schooling, practice and experience;
whereas soft skills



Unlike technical skills, Soft Skills are broadly applicable across job titles and industries and
are much more inherent to a person’s personality. While they can be developed, these are
skills predominantly align with individual style.

Examples of soft skills:

Communications skills
Teamwork
Adaptability. ...
Problem-solving. ...
Leadership. ...

Work ethic. ...

Time management



KEYWORDS & ACTION WORDS

Keyword-laden summary statement for a Sales
Representative

Achievement-oriented sales professional with five years
of success in personal and commercial insurance.
Skilled in developing marketing strategies and providing
excellent customer service....bilingual — French...team
player...special projects...increased sales .

Keywords can be written in text or can be part of a list.

Here is an example of Keywords being successfully utilized in a Professional Summary

KEYWORDS

* Identify keywords by reviewing job postings for your target jobs

* Note qualifications, technical expertise, industry jargon and personality traits
that are being sought after.

* Insert those “keywords” into your resume so they mirror the job posting

Large companies will likely scan your resume for “keywords” using ATS* software.

* Employing Keywords in a resume is very important.

* Resume keywords and phrases are specific abilities, skills, expertise and traits
recruiters and hiring managers look for in a candidate.

* Keywords consist of job-related nouns that describe your hard and soft skills and
qualifications for a job.

* Action words (or verbs) demonstrate what you've accomplished in your past
experiences.

* Combining keywords and action verbs create phrases that employers or systems
scan for.



*ATS - applicant tracking system

Companies use ATS (Applicant Tracking Systems) to scan resumes, so matching-up the
key words in the job description to your resume is key.

An applicant tracking system (ATS) is a software application that is designed for
recruitment tracking purposes. Most medium to large companies use some form of
ATS for their recruitment needs

This is why Resumes have to be TARGETED & MATCHED to the job posting’s
Qualifications or Requirements

Other tips to consider when building your resume (because ATS systems exist and
get confused when there is too much formatting):

. Avoid the use of Headers and Footers
. Do not use templates or creative formats
. Avoid the use of text boxes and charts
. Use fairly standard headers for each section (Employment History, Education,
Etc.)
. Ensure consistent formatting throughout
. Send your resume as a PDF (unless otherwise specified)
ACTION WORDS

Action words (or verbs) demonstrate what you've accomplished in your past
experiences. Combining keywords and action verbs create phrases that employers or
ATS systems scan for:
* Use Action Verbs to give your resume power and direction
* Action Verbs can increase the strength of your writing and make potential
employers take notice of your accomplishments and skills
* Action Verbs help to create a stronger impression
* Examples:
=Generated leads to develop new business
=Processed remittances on a monthly basis
=Scheduled appointments for the outside sales staff

Other Effective Action Words (Verbs)
* Manage

* Understand

* Design

* Review

* Propose

* Analyze

* Coordinate

* QOversee

* Evaluate



Develop
Apply
Perceive
Instruct
Monitor
Plan
Process
Lead
Link
Innovate
Inspire



ACCOMPLISHMENT STATEMENTS

Action Words
+

Description of your Duties
+

What resulted because of what you did

®
-
-—
_V
-

Accomplishment Statements

Accomplishment statements give a recruiter specific, quantifiable insight into your
workplace contributions and value to the employer. Once you have enough work
experience, make sure to keep track of your successes so you can showcase them in future.
* You'll want to write concise statements about what you did and what resulted from your
actions

*  Wording should be strong

* Where possible quantify the benefit — numbers of any kind %, S, <, >
A well written accomplishment statement will establish your value.

Examples:

Improved performance by 10%
Reduced costs by $1000

Reduced Waste

Saved time

Solved problems

Increased efficiency

Improved reliability

Expanded the customer base by 15%

10



® New — FINDING RESUME TEMPLATES

(Y Home new Word
doc Type
bl ‘resume’ in
search box
& Open Blank document Hit
‘search’
Info
|Resume‘ - ;:ﬂ
Save

Suggested searches: Business Cards Flyers Letters Education Resumes and Cover Letters Holiday

Save As

Save as Adobe Aa
PDF

Print Take a tour

Share

Transform Welcome to Word Single spaced (blank) Blue grey resume Sn

FIRST NAME LAST NAME FIRST NAME LAST NAME //"\
- O =

Close

Resume templates:

* MS Word has a number of resume templates you can choose from
* see screenshots on how to locate them

Choose among any
 Bak  fosume 2 number of simpler
resume templates
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CONVERTING WORD DOC TO PDF

When resume is @ P r| nt
complete, create a
PDF copy {n) Home .
Copies: |1 .
D New [g]
Print
& Gpen Select
Print ‘Adobe PDF’ in
- rinter dropdown
e Adobe PDF — then click
= Ready ‘Print’.
Save
Printer Properties
‘Save’ file to
Save As 2
Select Settings folder
‘Print” .
S es Al Print All Pages .
PDF The whole thing
Pages:
Print
|_ Print One Sided
e Only print on one side of th...
D:' Collated
Export 123 123 123
PDFs:

* When sending your resume, the only document that is universal is the PDF or portable
document format. Layout can change based upon the Word version you used to create
the document and the version that the reader opened it with. Therefore, you have
no control over the end result and the resume you worked so hard on to perfect, could
be a mess.

* You may already have a PDF feature installed with your computer and you can often find
it under the print options of your word processing software. Again, you will find
instruction on this in the Appendix. If you don't have a PDF converter, there are many
free or low cost options for converting your finished product into a PDF. A quick internet
search for free PDF converter will provide you with many options. Just be very careful
about which one you download as some can contain viruses and spyware. Common and
reliable on-line versions are: Soda PDF, CutePDF Writer or iLovePDF.



TIPS

v'Tailor your resume

v Avoid most common resume mistakes

vTry to always maintain basic best practices
v Think about the person reading your resume

v'Prepare a cover letter, if your industry requires it

TAILOR YOUR RESUME
A resume isn’t a one-size-fits all thing.

* Your resume should be targeted to the specific job you are applying for

* Once you have a completed resume, you may still need to customize it
so it aligns with a specific job you are applying for. Use the job
description to accomplish this.

* The job description helps you customize your resume to the employer’s criteria
‘needs’ and ‘wants’

* Forinstance, if your resume objective describes that you are looking for
work at a large corporation, yet your application is with a small, not-for-
profit organization, this will not make sense to the recruiter

* Describe your marketable assets and skills
* Marketable assets and skills may need to be swapped-out in order to
parallel the job description
* Quantify as much as you can: ‘what’ ‘how’ ‘results’
* anyone can say that he or she excelled at his or her last job; you need
to prove to the hiring manager that you truly did
. Numbers, percentages, and supporting facts go a long way in showing

14



that you have a track record of success
*  For Example: Rather than saying “successfully hit sales quotas” as a
bullet point in your resume you should say “successfully hit sales quotas
100% of the time and exceeded goals by 25% in the last 5 months.”
* Mirror keywords from job posting

AVOID MOST COMMON MISTAKES

* Spelling mistakes and bad grammar. A lack of attention to detail. could outweigh
your otherwise perfect resume
* Focusing on duties rather than achievements
* Using clichés
* Incorrect information
* Poor format
* Failure to tailor
* Job-hopping and employment gaps
* Too long
* Incorrect Contact Information
* Lack of Specifics (Results, Key Words, Job Title)
* Highlighting Duties instead of Accomplishments
* Mass Mailing your Resume
* Personal Data/Photos included
* Personal Pronouns (I, Me, She, My)
* Less than Professional Email Address
* Social Media URLs that are NOT Relevant to the Target Position
* Links that don’t work
* Large blocks of content or paragraphs that are not easily digestible to the reader
and visually unappealing
* Keep your resume and layout format clean and simple.
* Recruiters expect information to appear in a standard format. Resume formatting
is important for a number of reasons.
* Many companies use online systems for processing resumes. The
following issues can arise due to ATS, or applicant tracking systems:
* searches for keywords
* doesn't work well with shaded areas on a resume,
* doesn't recognize certain types of layouts
* colors, odd-shaped bullet points, columns, shaded areas, and
strange fonts prevent the scanning program from doing its job.
* while these systems have become much smarter and are vastly
improved from a few year, don’t take any chances
* Do not attempt a "One-Size—Fits—All" Approach



BEST PRACTICES

Proofread, proofread, proofread

Use spell check and correct all errors

Be selective of your words

Describe your experience in the form of bullet points

Use 11 or 12 point font size and use standard fonts

1-2 pages in length, at most

Avoid using “I”; write in the “3" person”

If printing, use good quality, neutral-coloured paper (18-24 pound)
Send as a PDF so your formatting remains intact

THINK ABOUT THE RESUME RECIPIENT

It’s important to remember that there’s a real person reading your resume

It’s also important to remember that it’s their job to find awesome candidates to
interview and present to their boss or team

Think about them when writing the resume; make is easy for them to choose
‘you’

Dollars and Cents matter to an employer

Showcase your abilities as best you can to them

COVER LETTERS (see slide 32 for a cover letter example)

Build a bridge between your resume (past experience) and the job posting
(future opportunity)

Identify why your skills and experience are a great fit for the role
Demonstrate your added value

Describe how your competencies and characteristics mirror the posting
Thank the reader for considering you

Not all professions require cover letters

14



TIPS

v'Prepare to use the resume for an interview

v'Prepare your references

v Getting around ATS Systems
* Try to follow-up with a real person after your online
submission
* Find people utilizing internet, LinkedIin and other social
channels

PREPARING TO USE THE RESUME FOR AN INTERVIEW

* know why the skills you listed that are particularly important for this specific
job.

* Have examples ready of how you use those skills.

* Make sure to explain why the skills, achievements, and volunteer work you have
chosen to include is relevant

* practice what you're going to say and ensure what you say aligns with what is
written.

* Have a solid reason for being there other than, ”I need the money”.

* If you're not a 100% excited about the prospect of working there, it will show in
an interview.

PREPARE YOUR REFERENCES

. Select 3-5 dependable people (can be a mix of personal and professional)
. Most people pick three to five references, and they are their ‘go-to’
people for every job, regardless of skill level. Depending of what
kind of reference your prospective employer is asking for, a
reference can be a peer, a supervisor, or someone who reported to

15



you. But it can also be a friend.

Ask your references for permission

Before you put someone on your reference list, make sure you have
spoken to that person and had a conversation about what type of

job you are seeking and which particular skills you would like them to
focus on. Ask them if they feel comfortable giving a positive review of
your work and let them know that it's okay if they don't feel informed
enough to give a good reference.

The further away you get from a past employer, the larger the effort
needs to be on your part to ensure you have an active and willing
reference.

Ensure contact info is up-to-date

Thank them

Recruiters may ask for a verbal or written reference

Do you know that people in HR are not going to give you a real

reference? They'll probably just verify dates of employment and leave it at
that.

Did you know that some companies have a policy about whether or not they
can give a reference at all?

GETTING AROUND ATS SYSTEMS

Increases the chances of getting your resume into the hands of an actual

person and out of the applicant tracking system, you increase your odds of being
called for an interview.

Begin by identifying the person or people that you want to see your resume.

human resources department or the head of the department (the group
of people you'll be looking for are the recruiters — they actually want to
find you)

Use a combination of LinkedIn and internet searches

can also search the company's Twitter handle and see which employees
follow them.

Determine if the company has a Facebook page and look there for
contacts.

The other group of people you need to identify is the hiring authority in
the department where you assume you might work. This will be more
difficult depending upon the size of the company.

Once you have found a name, find the business phone number or email address
of this contact. You can use Google, LinkedIn and your own network to get this
information. You'll be amazed at just how much information is at your

fingertips with just a little effort.

With this information in hand, a simple phone call or email is all you need to do to
ensure your resume gets seen. If you're not sure what to say in a voicemail or in
an email, remember, the goal is to prompt someone to actually read your

15



resume. So it's a good idea to make the call after hours so that you will get
someone's voicemail and not interrupt their day.

15



TIPS

v'Don’'t give up if online applications are not yielding results
* Employ more scrutiny when applying online

» Treat an online application as though you were
speaking to a recruiter

« Submit customized resume

» Spend more time evaluating your skills in relation to the
job

BE PERSISTENT

You may be fed up of filling out job applications online, and you might not have received a
single confirmation that your resume has been reviewed by a real person. You may have to
re-evaluate a few things. When applying online, your resume, alone, has to make the
case that you are the ideal candidate for the job.
* The phrase ‘quality over quantity’ applies here
* Employ a little more scrutiny when applying online.
* Treat an online job application as if you were speaking to a recruiter. This will
force you to submit a customized resume.
* Add more detail and spend more time evaluating your skills in relation to the
job.
Try this, and you'll find the responses to the applications you do submit, will probably
increase

16



USEFUL LINKS

The Career Foundation

LinkedIn

Indeed Career Guide

Google

USEFUL LINKS

* All of these sites contain tools or resources for resume writing.

* Inthem, you'll be able to find great resume examples that show good format, best
practices and verbiage to use according to field and position.

* If in Hamilton-Niagara region, check out https://fedcapcanada.org/en/services

* GOOGLE IS YOUR FRIEND!!! If you are looking for a specific type of resume or
cover letter, put it in google (i.e. cover letter for Medical Office Administrator).
You'd be amazed at what comes up!

Find Employment and Training Services in Ontario (FEATS): https://feat.findhelp.ca/

Request a Service Provider (RASP): https://www.ontario.ca/page/employment-ontario

17


https://careerfoundation.com/job-seeker-services/
https://www.linkedin.com/feed/
https://www.indeed.com/career-advice/
google.com

Chronological Resume:

in
Linkedin comyfn,’
janedo=

KEEY SKILLS

..
IanszEment
Lesd Gensmtion
Integreted Marnketins
Fromect Maragement
Business Dewslopment
Collaborative Farinerships

EDUCATION

EACHELOR OF COMIMERLCE
Royal Roads Unisersity
{compietion 2013)

EWENT MARKETING CERTIFICATE
Brifish Columbes Instiebe
of Tesdhreoicgy

ELISINESS ADBAIN DIFLORAA.
Camasun Coilege

TYPES OF RESUMES

JANE DOE

SENIOR MARKETING PROFESSIONAL

ENTREEPEENUEIAL EESULTS-DEIVEN LEADEER
Focumsed om REOIL & Cuostemer Experience

s Levempss sn astute blend of marceting sy, fnancisl scumen, project management and
refatiorehip building skills with E2E and E2C ssies procsss expertise.

*  Frowen sumess in Enberprise and Tech sechor developing and managing demand gen=mtion
ani pipsline scoeleration muii-channel marketing SmpaiEns.

»  Zhmtesic giotelly fooused with Eenencs mansging compler projects while lesding virbusl
and oross-hunchional teerms with posithe impact.

FROFESSIONAL EXPERIENCE

AFC MEDRA, WVancowrser, BC

Senior Globel Marketing Manager, Strategic Sccounts |Mar 2047 - Nov 2097

Rgporting o the CAD ond 5P Soies, Mesponsisin for sinaingy ang aeecution O) norount-hasor

marietng prograTm and STERGC ATRpnise marketing progeTe

®  Built and delisened highly visible cempaimne for globsl stretemic somunts with the gosl to
CTemte net new sabes opporhenities, scosiembe snd expand deals Tor Entenpriss customers
and prospects, incorpomting muiiple marketing channiets induding events, dred mail,
webinars, digital and social media.

»  [Everuted programs o neach tanmet scoounts by wertical and) job titke, drive taks plays, reate
sabes toois and rezuisty commLnicyte mereting programs and resutts

®  Levemmed siobal marketing nesouroes o fil ssies nequirements snd imeerbed e weys
o address sales nesds without e bodgets.

®  Earrec trust and reesimmined strong relsbionshios with Ssies tesms to suppart ther goals,
niTeEs EnEmee et with Markstng and drees program support

Senior Global Marketing Manager, Events Maroeting (Mar 2012 — June 2087

Joingy short-up earty. a5 emplovew 100, fo lsunch lodal svents manketng program. Contrbutad
o growing 1he oompary fRom jeos than I milion usoes fo 0 gioba! SoRiaThinn with over 15
miffion USers wonduite. Hoohulte i the mcst widkely used saoo mecio manegement plotbrm.

22— 7

& Crested scaishie inteErated mobel camipeimns with fnous in Morth Smenos with snral
21 7h4= budget. Crested campaiz goals to et new salkes opportunities, impad and inmease
sales pipeling, ciose nevenue and drise partner engamement with Hootsube.

s Developed system to captune and scone event beads, track pipeline and dossd/won revenue
i colmboration with Marietng Autormation snd Lead Gen hesms, Lsing Marcets, Salasfionos,
and lead capture softasrne.

&  Crested sustsinabie svent marsgement policy and procurement palicy, which benefited
ABLs ovporste sustsinability posis. Enshisd ethiol sourting and siesiinsbis medensis bo
Mt CSA tapets.

& Suilt tustng relkiorehips and enganed with ey imbarmal snd extemel shakeholders snd
manazed & high-performing team along with agences, contractors and wendors.

Ky Projects:
= Layniched evharprise rosdchow incthres obies i e UGS & UK. Srested muti-channe

promotion stratesy, soofenr Stretery and performance-haced svent metrics for muttiple
stakenoiders. Roadshiw generbed 52,18 infuenced Enterprise pipsine.
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Chronological cont'd:

JANE DOE

SENIOR MAREKETING

FPEOFESSIDONAL

TECHNICAL
SKILLS

Socisl Medis Warceting

Digital Markstng
Sake=foroe CRM

EXTEA

CAMADIAN PRIOJECT
COMMAITTEE MEMEER
Inb=mationsl Stancards Assocation
Internatonal Sustainabe Event
Management SEncand 15020421
042 — 2044

Cape Town o Cairo - Africs
Cembral &merics, Eunope
Ausctrals, Mew Jealang, SwzErand,
Jepen, Monway, Indonesa

EPORTE ARIQONADD
Snowboerding, Triathion,
Sailing, ¥ors, Running

FEOFESSIONAL EXFPEEIENCE continmed

%  Led inbegrabesd marketing program with cross-functional teames for SEEW spareorship
sCtreation. Resutting in 1508 increase in leads Yo'l and 52 S8 influenced pipeline revenue.

% Lsunched execstees cinner senes in Morth Ameno tengeting stratezic enberprise acoounts.
Eeries in Morth Amenican generebed 55,80 influenced enterpriss pipsline cver thres years.

=  Produced annual company mesting in Canads & UK for $000% people in aolsboration with
C-suite executives snd ooss-funchionsl gobsl teams.

EWZ EVENT MARKETING, Vanoouwer, BC
KAnnegirg Direchor

Co-founded &nabansy event monieting ogendy Spenolned in ntegronng 520 susiness snategy
WATh so0a) and environmerhl SetninGhiigy.

200 —2id2

s  Reoognized a5 an indusiry knder in Sestansbie ssent mansgement and neoognized &S
finalist of Best Green Business &wand from Small Business BS end finalist of @nsen dwand
Trom (338 Torch Awmnds.

®  Desimped experiential marioeong campaiEns and sponsorship scetions for top-Ser brands,
iy i DREEnIZing mmithes, povemments, non-profits, resive agendes and sducstional

® Devwsoped and impiemented inbegrabsd marketing sbratesies utilizing pring, mdio, out-of-
home, gusrmills marksting, digital and socal media

Ky Projects:

®  venoouser 2000 Winter Clympics’ Seed of Truoe - interackie art instal lation for workd
m. - - - .

= Gowemment of Cansde’s Aznculfiune in the Sy - an experental ewaneness svent wiih 25
Nty sikEholders.

s  Siobal Habital Festival —a green outdoor music Testival, 0,000 attendees,

TUENER MELHA, Vanooweer, BC

Director, Experiential Merketing

Mohona) E2C digitol medio cnd supenianbal mariketing ogency. Asporting fo the I."F'-Elpn-rmwh:.
responsibie for Hie iounch ord managemoent oo new EpeneTho) manteting dhision i Wiestom
Canads inclucing businecs devopment, seies and oroount monogemant

2003 — 2005

#  Kanaged and svemried regional and nationsl experental makesting ampainnes with
budmets renging between 30K - 510

®  dmmnded national Media iInnoietion Swsand for Bast Stund/PR eimpaiEn.

®  Exceeded personal snnoel ssles tarret Dy 1o0R

Key Projects:
®  Coors Light Peak Party —an supenentisl Drmnd sssansress tour in 6 oities in Qeianio.

®  Alberbs Govennment's Healtiyg U - S~wmel, 20-0ty howr in Adherts.
®  Tejus World Sti & Snwhoand Fesiel — 2-wmel sxperisntal sponsorship sctretion

ADDITIONAL EXPERIENCE

CRIGATD LANGRSGE BOHCOL, Tolnyo, fapan 200 — 3002
Erggish Teacher

AEC GROIUP, Landon, England 2000 — 2004
A storf-up casor gf LS iargest fashaon redowior, Softohonioers, o fetyie websrin

RONALD THEATRE, Wasiora, BC i9eT - 1993

Serensl Menager
Lounched new business, as the ffrst him, of o Me performance thaote, oY and art galery.
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Functional Resume:

B04-800-F005

B LS On AL COM .

EDUCATION &
PROFESSIDONAL
DEVELOPMENT

Mlmhrmmmﬂ
Dangarous 05
Dmmmm%

CWWaA Certified Chioring
Handler, BC Waste Waler
Agznciation

Brifiah Columbla Abr Brake
Cartificate, ABC Trucking

watsr Quality Technology
1097

ﬂmmtﬂm%

it wlith Horodits
Canmdan Scholar in Sdei,

Engrieiing and Techiology

Bachsalor of Sclence Program—
Gaology Major, 1283 - 1555
Carielon Linkeeralty, Ofiawa, R
Corspdelind 3 pouin | ilivdaa

BETH WILSON

BUSINESS DEVELOPMENT &
PROJECT MANAGEMENT
PROFESSIONAL

Twalve years of swooess I sales, customer senica and project
managemant Focused on keads generation, Increasing exdsting cusiomer
SCCOUNTS, customer service and relention, and quality control. Conststently

INCTB3S8E MEVENUes

through developing srategic plans and bullding and

maintaining clent relatonships. Strong leadership and communications

ablites.
KEY AREAS OF EXPERTISE
Sa ER | CUITOMER SERVICE

Strong and proven track record with inside and oulside sales
and maintained long-term customer frust and loyalty by

providing high levels of customer service

Cold caling and tefemarketing: advising potantal clents of services

avallable, 5ets up meetngs by phone of In-person to detemine potential
client neads and soltons

Promoted services through exhibiing at or attending trade shows

PROJECT MANAIERENT

Consistently surpass chants” expectations In providing project
deilverables

Thorough understanding of Brilish Columbia and Albesta Environmental
regulations and guidelines

In-thepin knowiedge of ntemal quality control procedures and actively
participates In “Continuous IMprovemant” inftiatves
Responsibie for inal quallly control data review and signing of
“Certifcates of

RELATIONEHIF M AKAGEMENT

Strong computer IHeracy: Microsoft Office (Excel, Word, PowerPaint,
Publisher), Laboratory information Management Incuding VAX-based
accounting and speciallzed Instrumentation sofware. Versed In network
instailations and maintenance

Published technical writer of BeSate, 3 sef-guided ieaching manual
designed fo train thind-wond community members In basic wabar
treatment methods, prevent drnnking water contamination and recognize
diseases causad by unheay drinking water sources.


LisaChisholm
Stamp


Functional cont'd:

CORE SKILLS |

Coaching and Deveiopment |

Budgeting, Planning & E
Forecasing |

Retall and Meschandising :

Profickncy I both French |
and Spanish |

|+ Strong

INTERESTS |

Running and Hiking
Travel and Languages

BETH

Pngm 2

PROFESSIONAL EXPERIENCE
Regional Sales Manager / Project Manager (2004 - 2010}

Project Manager I Customer Service Representative (2001 - 2004)
Analyst ! Customer Service Representafve (2000 - 2001)
Asalstant Project Manager (1299 - 2000)

Project Adminlatrator (1998 - 1999)

TECHNICAL SEKILLS

computer Ieracy: Microsoft Office (Excel, Word, PowerPoint,
Pubilsher), Laboratory information Management including VAX-basad

aczounting and specialzad InsTumen@ation software. Varsad In nebyork
Installations and malniEnancs

= Publlshed technical wiiter of BeSafe, a self-guided teathing marual
Cooling

designed to train third-word community members In basic water
treaiment metods, prevent drinking water contamination and recognize
diseases caused by unhealthy dninking waler sources.

VOLUNTEER EXPERIEMNCE

ABC AWNSLYTICAL SERVICES 1958 — Naov. 2010
A Morth American leader with over 25 years experience In providing a

comprehensive range of core physical and speciallzed analycal testing
needs

Reglonal Sales Manager | Project Manager (2004 - 2010)

Project Manager I Customer Service Representative (2001 - 2004)
Analyst ! Customer Service Representafive (2000 - 2001)
Asslstant Project Manager (19599 - 2000)

Project Adminlatrator (1998 - 1009)
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Hybrid Resume:

FIRST, MIDDLE INITIAL, LAST NAME

Greater City, State Area | emailaddress@email.com | (111) 222-3333 | Linkedin URL

Resume Title

Results-driven and motivated customer service enthusiast with extensive training in hospitality principbes in high-pressure,
fast-paced environments. Ethical professional skilled in creative problem solving, training and dewveloping customer-facing
teams, and promoting brand loyalty. Detail-oriented with exceptional instincts for meeting high expectations and
dalivering service standards. Dually-talented stage producer and actor with contagious love of fine arts.

CORE PROFICIENCIES

» Front & Back of House » Specialty Cuisines and * Event Planming / Catering /
Operations Presentations Banguet Services

=  Multiculbural Guest Relations & Baottle Service & Bartending = Staff Training & Development

# Hospitality Steps of Service # |nventory Controls & Purchasing + Food and Eitchen Safety / OSHA

PROFESSIONAL EXPERIENCE

FLOOR MAMAGER | Restaurant Mame | Year to Present

Champion vital front-of-house operations involving exceptional standards of service and Imtensive tralning to meet
sales targets and customer expectations,

Assist executive leadership to expedite service operations, maintain excellent customer and public relations, and drive
strong profit margins.

Train servers and host staff an menu content, customers service, expediting bottle service, upselling product, and
satisfying all customer requests.

Schedule efficient floor coverage to swiftly turn tables to meet customer demand.

Supervise and motivate employees with effective training, development, goal setting. and constructive feedback while
revealing deficiencies that may result in disciplinary actions or terminaticns.

Secure financial assets by reconciling and depositing large credit card and cash receipts and verifying employee
transactions against point-of-sale [PO3] reports.

Intervene with customer complaints to resohve issues and promiote brand boyalty, referrals, and returned business,

Moted Accomplishment:

i [ntroduced Incentives and a systematic performance management system that developed team strengths and
increased productivity 25%.

Additional Server and Hospitolty Maonogement experience in multiple high-end restowranis (n the City, Stote area,

EDUCATION AND TRAINING

Mixology & Bartending
Bartending Schoal of New York, New York, NY

Fine Arts, Film & Theatre Acting
The Art Students League of N¥C, New York, NY | School of Performing Arts, Helsinki, Finland

General Studies, Forrest Park Community College
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COVER LETTER EXAMPLE

Dear k5. smith,

I am applying for the position of General Office Assistant with Rexel Inc.

I have warked two years as & front office clerk where | performed many of the dutiss reguired by
this pasition. | am computer literate with knowledge of ks word, Excel, 5preagshests and 3

varigty of other programs. | also hazethe abilite ta learn your computer system and new
programs quickly.

I have excellent communication skills with the ability to understand instructions and to convsy
information proficiently. | have the interpersonal skills needed to grest visitors in & friendly but
professional manner and to help create a pleazant and welcoming environment.

I haye the ability tg perform the clerical duties such as answering phones, sending and receiving
faxes, sorting mail and filing documents. | possess excellent organizational skills with the ability to
multi-task to complete projects in a timely fashion. | am also self-motivated and detailed oriented
with the ability to work on multiple tasks with efficisncy.

| have the ability to look and present myself in a professional manner and to maintain a positive
and friendly attitude at all times. | also payetha sbllity tqg maintain composure and to stay
focused on the job at hamd when faced with stressful situations or when working under pressure
to mest tight deadlines.

I understand the impartance of client confidentiality and 1 adhere to high ethical standards at %!:
times | am the best applicant for this joh and | am looking forward to meeting with you in person
to discuss what | have to offer your company and the details of this position.

by contact number is (3000 K000
Respectiully,
[¥our Signature]

laneg Doe
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