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Introduction      1

Introduction

L 
 
et’s be honest — this is not your father’s resume.

In today’s hiring world of algorithms, artificial intelligence (AI), and lightning-
fast screening, you have only seconds to prove your value. Applicant Tracking 
Systems (ATS) parse keywords, AI models rank applicants, and human reviewers 
skim at warp speed. Yet, despite all the tech, one truth still stands: A resume is the 
single most powerful tool to open interview doors.

This 9th Edition of Resumes For Dummies brings resume writing into the AI era. 
Whether you’re starting from scratch or updating a proven document, you can 
discover how to create a resume that works for both machines and humans to sell 
your strengths, tell your story, and get you in the door.

I tackle what’s changed (and what hasn’t), show you how to use AI safely and 
strategically, and guide you step by step through building your core resume and 
customizing it into OnTarget versions that command attention. You can also find 
exclusive links to deeper creative resume strategy and additional professional 
resume samples on the companion website to provide you with even more oppor-
tunities to prove your resume can be modern, meaningful, and unmistakably you.

About This Book
Think of this as your hands-on playbook for writing resumes that win interviews. 
It combines classic marketing principles with the newest technology so you can 
present your best professional self online, on paper, and everywhere opportu-
nity appears.

Here’s what you can expect inside: 

	» A modern framework: Build a core resume, which is a complete master 
file of your experience, skills, and achievements to make creating tailored 
OnTarget versions fast and easy.
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	» AI with guardrails: Learn how to partner with AI tools to brainstorm 
keywords, spot gaps, and polish language while avoiding the traps that 
can sabotage your credibility.

	» Design and readability: Discover clean, contemporary layouts that look 
great to people and parse perfectly through ATS.

	» Real-world examples: Leverage current, field-tested resume samples —  
in the book and on the companion website at www.dummies.com/go/
resumesfd9e — which are drawn from top professional resume writers 
for successful job seekers at all levels.

	» Career transitions and special cases: Access clear guidance on what 
works today for returning to the workforce, changing industries, freelancing, 
or explaining gaps.

If you go through the entire book, you’ll know how to create, adapt, and deliver 
resumes that get noticed, earn interviews, and advance your career faster.

Foolish Assumptions
I’m assuming that at least one of these describes you:

	» You’ve never written a resume and want an expert, approachable guide to get 
it right the first time.

	» You already have a resume that worked once but not anymore, and you want 
to modernize it for today’s digital screening systems.

	» You’re considering a job change, promotion, or full-on career pivot and need 
a resume that tells your new story confidently.

	» You’ve heard about or unsuccessfully tried using AI resume builders.

	» You understand that a resume isn’t just a list of jobs; it’s strategic self-
marketing, and you want a competitive edge from someone who’s helped 
thousands of people just like you get there.

If any of that sounds like you, welcome. You can find practical guidance, exam-
ples, and encouragement on every page, mixed with a little humor and humanity 
along the way.

http://www.dummies.com/go/resumesfd9e
http://www.dummies.com/go/resumesfd9e
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Icons Used in This Book
For Dummies signature icons are the little round pictures you see in the margins 
of the book. I use them to guide your attention to key bits of information. Here’s 
a list of the icons and what they mean.

Some points in these pages are so useful that I hope you keep them in mind as 
you read. I make a big deal out of these ideas with this icon.

Advice and information that can spark a difference in the outcome of your 
resume-led job search are flagged with this icon.

You don’t want to go wrong when presenting yourself and your achievements 
on  paper. This icon signals that trouble may be ahead if you don’t make a 
good decision.

Beyond the Book
Your resume journey doesn’t end here. You can get great tips to go from the Cheat 
Sheet (go to www.dummies.com and search for “Resumes For Dummies Cheat 
Sheet”). And you can visit the online companion website at www.dummies.com/go/ 
resumesfd9e for expanded tools and inspiration, including: 

	» Professional and award-winning resume samples from Career Directors 
International’s members and annual Toast of the Resume Industry 
(TORI) Awards

	» Creative design inspiration and advanced formatting ideas for networking 
resumes, career marketing documents, and visual portfolios

	» Downloadable checklists and exercises that help you collect achievements, 
measure results, and polish every section of your resume

	» Additional supplemental resources that didn’t fit in the book but can 
enhance your transition journey

Think of the companion site as your private resource library to expand on the 
book and give you more options for more industries, challenges, and opportuni-
ties to soar.

http://www.dummies.com
http://www.dummies.com/go/resumesfd9e
http://www.dummies.com/go/resumesfd9e
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Where to Go from Here
This book is set up so you can flip to the section of the book that fits your immedi-
ate need. But if you’re starting fresh or want to understand how all the pieces fit 
together, begin with Chapters 1 through 5. These chapters explain why resumes 
still matter in today’s AI-driven hiring world, walk you through building a strong 
core resume, and show you how to transform it into an OnTarget resume that 
aligns with a specific job posting.

If your resume is already solid and you want to fine-tune or troubleshoot, skip 
ahead based on what’s holding you back: 

	» If your resume looks flat or cluttered, head to Chapter 8, where you’ll learn 
how design, formatting, and structure affect scannability and readability.

	» If you suspect your resume isn’t matching job postings well, Chapter 7 
helps you sharpen keywords and word choice so your experience translates 
clearly to both screening software and human readers.

	» If you want to speed up tailoring without losing accuracy or credibility, 
Chapter 6 shows you how to use AI intentionally — as a writing assistant, not 
a replacement for thinking.

	» If you’re keen to see what success looks like across roles, industries, and 
career stages, Part 3 gives you a wide range of sample resumes you can learn 
from and adapt.

	» If you’re short on time or want fast, practical reminders, head straight to 
Part 4 for checklists, warnings, and quick wins you can apply immediately.

	» If you’re going through a life/career change or transition, Chapters 9 
and 10 are for you.

Whichever path you take, remember: A resume is never just a formality — it’s 
your story of impact told with focus and purpose. Done right, it captures atten-
tion, builds confidence, and turns opportunity into offer.

Ready to open doors to your next great role?

Let’s get started together.



1Creating Today’s 
Winning Resume



IN THIS PART . . .

See why resumes still matter and how AI, ATS, and 
online applications shape what works now.Learn how 
employers pull information from your resume and how 
formatting helps (or hurts) both humans and parsers.

Understand what’s changed with resume formats to 
select the best one for your background, target, 
and strategy.

Meet the sections that make up a resume and what 
belongs where.

Gather the right raw material and build your core 
resume library.

Turn your core into OnTarget submissions that land 
more interviews.
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Chapter 1
Getting Hired 
in the AI Era

A 
re resumes outdated? Every few years someone declares the resume dead, 
and every time the hiring process answers back: A resume is still required.

Even in today’s automated and AI-heavy era, employers need a fast, trusted way 
to see who you are, how you deliver results, and why you match the job announce-
ment. The job seeker who ultimately lands the interview is the one who learns to 
sell themselves with their resume by providing researchable proof instead of a life 
story told in bullet points.

If you want to be selected out of the hundreds, even thousands, of applicants for 
the job, this book provides a clear pathway to create a winning resume that can 
survive ATS, navigate AI, and get prospective employers delighted and excited to 
pick you. And in this chapter, you preview what’s ahead in this comprehensive 
guide to resumes and how to craft your resume to reach your goal in the great 
job chase.

IN THIS CHAPTER

	» Confirming why a resume still 
matters — even in today’s AI-driven 
hiring process

	» Catching up with current 
hiring trends

	» Understanding what it takes to 
capture employer attention
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Writing a Resume: It’s Still Required
Getting you through the door for an interview is the single job of your resume. In 
other words, your resume needs to keep what helps a screener say yes in seconds 
and cut the rest. Whether in an AI‑heavy process or one that is exclusively human-
driven, that means your resume must:

	» Prove at a glance you’re qualified for the role.

	» Utilize a clean format structure that parses.

	» Offer bullets and tight paragraphs that connect required responsibilities 
to results.

Do this quick check: Does the top third of your resume show your role target, a 
branding summary, core required skills, and one or two quantified wins? If not, 
don’t worry. You can find out exactly how to do this in Chapters 3 through 5.

If content in your resume doesn’t prove value or relevance, you should rewrite or 
cut it. This rule applies whether you’re building a core resume or an OnTarget  
resume.

A core resume is your complete, behind-the-scenes master document. It holds 
all  of your experience, accomplishments, skills, and career history  — without 
worrying yet about length or focus. You’ll use it as your source material.

An OnTarget resume is the tailored version you create from your core resume for 
a specific job or career direction. It highlights only what aligns with the role you’re 
targeting, using language that matches what employers and screening systems 
are looking for.

Throughout this book, you’ll learn how to build a strong core resume first and 
then turn it into focused OnTarget resumes that help you land interviews.

Keeping Up or Staying Behind
With the rapid pace of technology and AI, hiring moves faster and skims resumes 
harder. Yet, today’s job market is filled with qualified candidates, so you have to 
step up and stand out like never before.
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If your resume reads like it’s from the last decade, you’ll end up feeling, and 
being, invisible. Keeping up means modernizing with required headings, clean 
and attractive layouts, storytelling, crisp metrics, and language that mirrors the 
job target’s requirements.

Be open to resetting your concept of what you must do to create a winning resume. 
When you’re looking for a job, you’re taking part in a game where you can’t see 
your competition. Following the steps to create a powerful resume is critical to 
your success.

Inviting AI, navigating the risks
In Chapter 6 I show you how to use AI to brainstorm and refine phrasing, identify 
keywords, spot gaps, target the position you’re seeking, and even do it all in your 
voice. However, AI is a tool that is only as powerful as the content and prompts 
that you give it, and it doesn’t know your wins like you do. So if you don’t take the 
time to come up with the stories and achievements that make you unique, your 
resume will be generic.

Letting AI loose with your resume and not checking its output can wreak havoc on 
your job prospects. AI might include sensitive information that doesn’t ever 
belong on your resume or rely on styles and sections that will immediately make 
you look out of touch to a potential employer. Plus, AI is known to hallucinate 
wildly, so don’t paste AI text without checking it. Make sure achievements, dates, 
and metrics are accurate and yours.

Before you refine with AI in Chapter 6, help AI get to know you by gathering your 
data in Chapter 3 and identifying your stories in Chapter 4. Then you can be con-
fident you have compiled enough information to get the most out of AI, stand out 
from the competition, and land those interviews.

Catching up with hiring trends
Hiring has changed, and your resume must adjust. Teams skim faster, how infor-
mation is grabbed from your resume by parsers differs by applicant tracking 
system (ATS), and AI often ranks who’s seen first. Having the experience for the 
job doesn’t matter if you can’t present it in a way that checks the boxes for how 
employers review resumes.

As you’ll learn in Chapters 2 to 4, resumes can survive these new trends when they: 

	» Lead with a branding summary that targets your match for the role, scope, 
and unique achievements in three to four tight lines.
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	» Write for parsers and people by using standard section labels, simple 
structure, and keeping all key info as live text (no text boxes or graphics 
for essential keyword content).

	» Align to skills-first screening by naming skills the job posting calls for near 
the top and providing each with a result-focused bullet in related positions.

	» Mirror the job’s language responsibly with natural keywords, close 
synonyms, and no keyword stuffing.

	» Front-load measurable outcomes in job bullets, such as time saved, 
revenue influenced, and risk reduced, so value is obvious in the top third of 
your resume.

	» Signal the scope and context of your outcomes, such as team size, budget, 
product/user scale, and customers to anchor impact.

	» Show collaboration and communication strengths, when target relevant, 
with results-focused success stories that involve cross-functional partners or 
stakeholders.

ATS systems aren’t uniform with formats, field mapping, and keyword handling. 
If you follow the strategies in this book to first create a core resume in Chapter 4 
and then deploy the OnTarget resume strategy in Chapter 5 when applying for 
each position, it will work.

HOW TECHNOLOGY SCREENS 
YOUR RESUME
Applicant tracking systems (ATS) are databases employers use to collect, store, and 
manage resumes. When you apply online, your resume is uploaded into an ATS, where 
it’s parsed — meaning the system attempts to read and categorize your information 
into fields like job titles, employers, dates, and skills. If your resume isn’t structured 
clearly, the system may misread or skip important details.

That’s why structure and clarity matter more than ever. A resume that’s visually clever 
but poorly organized can confuse parsing systems. Likewise, a resume that’s keyword-
stuffed but vague won’t impress the human decision-maker who eventually reviews it.

The goal isn’t to “beat” the technology — it’s to work with it. When you understand how 
resumes are screened today, you stop guessing and start positioning yourself to win. 
And this book helps you do just that!
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Don’t game keywords by playing tricks like stuffing or pasting them as invisible 
text. No matter what you see online and in social media, it backfires with humans 
and can get filtered by systems.

Positioning Your Resume to Win
A winning resume must target a specific job, so you have to adjust your resume for 
each job opening you’re applying for. Your OnTarget resume is the tight version of 
your core resume tailored for a specific role or employer. It aligns your focus line, 
branding summary, keywords, and proof to the job posting so you pass first‑glance 
human and system tests.

Need-to-know OnTarget essentials (Chapter 3) include, in order:

	» Focus line: The role you’re targeting that appears at the top of your 
resume but is not an old-fashioned “Objective” sentence

	» Branding summary: Three to four lines of text, either in bulleted or 
paragraph form, that signal not only that you are qualified but that you bring 
a history of results and value-adds

	» Keywords/areas of expertise: Often a three-column list of the specific 
skills the position requires

	» Results-focused experience: Work history that tells stories front-loaded 
with results and actions that support the required skills

Generic resumes spray and pray. They read vague, miss keywords, and fail the 
first‑glance test. Instead, swap generalities for evidence through brief, powerful 
story-based language that illustrates scope, context, account, and outcome. This 
will help screeners to say yes in seconds. Putting in the effort to craft your core 
resume (Chapter 4) and then customize OnTarget versions (Chapter 5) for each 
application is time well spent as it pays dividends with more interviews and a 
much shorter job search.

Getting in the door with a 
marketing mindset
Marketing means matching message to audience and delivering it through the 
right channel. Identify the decision‑maker, speak their language, and send a 
concise, relevant OnTarget resume with a clear call‑to‑action.
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When a posting appears, message someone close to the role with a three‑line note 
and your OnTarget resume attached.

Treating yourself like a brand
A brand is a promise: who you are, what you deliver, and how teams feel work-
ing with you. Your resume needs to show an employer with many choices why 
you’re worth considering. You’ll want to always take steps to thoughtfully match 
your resume to the position, speak their language, and apply with a powerful, 
OnTarget resume (Chapter 5).

When navigating a job search, consider yourself the CEO of You, Inc. and 
recognize that your resume must function as your marketing brochure that gets 
prospective employers excited to meet you.

Zeroing in on what employers crave
Employers want impact, reliability, and alignment so it’s always a win when 
your resume translates your work into their outcomes: growth, savings, speed, 
quality, safety, or satisfaction. Use short, front‑loaded bullets to not just tell 
but  sell by making sure they begin with an outcome, challenge, and action 
(Chapters 4 and 7).

Never forget that it’s not just about being qualified for the job and having the 
right words on the page. Instead, it’s about making the prospective employer’s 
life easy by framing experience in a way that is quick and easy to scan while 
showing how you stand out from equally qualified competition.
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Chapter 2
Selecting the Best 
Resume Format

Format decisions make (or break) the first‑glance test because formats aren’t 
just looks — they’re how you organize your resume so a screener and their 
tools can say “yes” in seconds. Your design choices should clearly guide the 

reader’s eye to prove you have what the target job requires while still passing 
today’s quick scan and parser reality.

To make sure you select the best format for your resume, in this chapter, I show 
you what has drastically changed, which includes online application content 
parsing and cutting through ATS (applicant tracking system) confusion. I 
also  help you choose a format from among the three proven structures: 
reverse‑chronological (RC), chrono‑functional (CF), and hybrid. You can see 
which format flatters your story, how to structure it so parsers and people read 
it cleanly, and how to avoid red flags that derail your progression.

An applicant tracking system (ATS) is software employers use to collect, organize, 
and screen resumes before a human ever sees them. While an ATS doesn’t 
hire anyone, it does determine whether your resume makes it through the first 
gate — which is why structure, clarity, and relevant keywords still matter.

IN THIS CHAPTER

	» Understanding different resume  
formats

	» Navigating changes caused by online 
application and content parsing

	» Selecting the format that best 
flatters your experience
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Using a Resume Format to Gain 
an Advantage

You may assume that format simply refers to the way you “decorate” your resume, 
but it’s actually the structure that makes your value scannable for both people and 
their tools. The right format pulls eyes to the top third, groups like informa‑
tion together (such as summary, skills, and experience), and keeps key facts in 
live text so nothing gets dropped when systems parse it. In an AI-assisted, ATS-
driven flow, structure carries as much weight as wording.

In the next two sections, I explain what shapes your format choices so you can 
pick the structure — reverse-chronological, chrono-functional, or hybrid — that 
best flatters your story without raising flags.

Format is strategy, not decoration. Put what must be seen where it will be seen: 
role target, branding summary, six to nine core skills, and one to two quantified 
wins in the top third.

Navigating online application 
and content parsing
Online applications and applicant tracking systems (ATS) extract, segment, and 
reformat your resume content before a human ever sees it. Your job is to make 
sure what you wrote survives the trip, field by field, because formatting directly 
impacts how accurately your information is parsed and populated during 
this process.

What changes with parsing includes:

	» Apps read your file and map fields (name, title, employer, dates, education) 
into boxes.

	» Some systems strip layout, bullets, and styling. If key info lives in a sidebar, 
table, or header, it may vanish.

	» Pasted content can lose characters (bullets, symbols, smart quotes) or 
collapse line breaks.

These formatting steps help you maintain control of your message:

	» Keep the key facts as normal body text (name, phone, email, city/state, 
job titles, employers, dates, and education).
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	» Use standard section labels (summary, experience, education, and skills).

	» Use simple bullets and avoid text boxes, columns, tables, and graphics 
when presenting essential information.

	» Keep job titles and dates consistent format-wise (for example, “Jan 2023–
Aug 2025”).

	» Have a plain-text version ready for portals that only accept paste-in content 
(very rare today).

Sometimes, instead of (or in addition to) uploading your resume and parsing the 
content, online applications require you to enter information directly into web 
form fields. When this happens you will:

	» Paste from your OnTarget resume (Chapter 5), then proof every field, 
especially job titles, employer names, dates, and locations.

	» Watch for lost characters (bullets, quotes, em dashes). Fix odd symbols and 
reinsert line breaks when needed.

	» Keep titles and dates in a consistent format (e.g., “Jan 2023–Aug 2025”).

	» Use the “Additional Information” box for a one-sentence value line that 
mirrors your resume branding summary.

	» If the site allows a file upload, attach a clean .docx or PDF as backup.

	» Save a copy (screenshot/print to PDF) of what you submitted for later 
reference.

You don’t have a one-and-done option at your disposal for this process because 
every online application varies how this process is handled. Even when working 
with an elite, master resume writer you will still have to carefully check your 
content when completing online applications.

Understanding resume formats
Resume format refers not to the overall look of your resume but to how you orga‑
nize and emphasize your information. Different format styles can flatter different 
histories, but they all aren’t effective when applying online.

Historically, formats have come in three main styles:

	» The reverse-chronological format (or traditional, expected format), which lists 
employment beginning with the most recent and working backward
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	» The chrono-functional format, which most frequently emphasizes skills and 
accomplishments first and chronology timeline second, but with cautions

	» The hybrid format, which lets you customize how you emphasize both the 
functional skills and the chronology depending on your unique needs, but 
with even greater cautions

Although I guide you through all three styles, you need to create an online reverse-
chronological resume (RC). Reserve the other formats for situations where you 
need to network your way into a job to overcome challenges in your career history 
or to target jobs that don’t align with your former path.

And yes, there is such a thing as a fourth type, or functional resume, which focuses 
primarily on skills and leaves out company names and dates where the work was 
performed. However, this format presents a big red flag for prospective employers 
who expect to see employment dates and know something is wrong if they don’t, 
so avoid temptation to use it under any circumstances.

Table 2-1 gives you a breakdown of when you might want to use a different format 
solely for a networking version of your resume. Whenever the reverse chronologi‑
cal is a perfect match, use it as your default.

TABLE 2-1	 Your Best Resume Format Based on Your Situation
Your Situation Format

Perfect career progression Reverse chronological

New graduate Reverse chronological, chrono-functional, or hybrid

Seasoned ace Reverse chronological unless old jobs are most relevant then hybrid

Military transition Reverse chronological, chrono-functional, or hybrid

Job history gaps Reverse chronological, chrono-functional, or hybrid

Career change Reverse chronological, chrono-functional, or hybrid

Special issues Reverse chronological, chrono-functional, or hybrid

Multitrack job history Reverse chronological, chrono-functional, or hybrid

Demotions Reverse chronological, chrono-functional, or hybrid
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Online, the reverse-chronological resume rules. Even with career transitions and 
gaps, it’s still your best overall choice. But again, a job search is marketing and 
an effective job search almost always means networking your way to the right 
people. If you’ve got big challenges in your work history, networking your way to 
open doors is the only time an alternate format can be considered. After those 
doors have opened, then follow up with a clean reverse chronological for formal 
submission.

Choosing the Reverse-Chronological  
Format

The reverse-chronological (RC) format, shown in Figure  2-1, is the default for 
online applications. It lists your most recent roles first and makes it easy for 
screens (and their tools) to spot recency, scope, and momentum. In this section, 
you can better understand what RC emphasizes, decide when to rely on it (even 
with bends in your path), and structure it to pass the first-glance test as well as 
parse cleanly.

For any online submission, use RC. Save chrono-functional and hybrid for net‑
working conversations only and still submit an RC resume when asked.

Understanding the reverse-
chronological format
The RC format tells your story from the present backward. It puts the newest, 
most relevant proof on top, which is how hiring teams think: “What have you 
done lately that matches this role?” When RC most format flatters your story: 

	» Recency and progression (titles, scope, impact) match the role’s need.

	» Real-world context (employers, teams, customers, scale) relates directly 
to the role.

	» Results map to the job posting’s language and priorities.
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FIGURE 2-1: 
The tried-and- 

true reverse-
chronological  

format.
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It’s important to understand these scenarios that the RC can obscure along with 
how you can handle them: 

	» Career reboot where older work is more relevant: Front-load a strong 
branding summary and skills that you prove with targeted bullets under job 
descriptions.

	» Short projects/consulting: Group these under one “Consulting” job title and 
add timeframes with selected engagements.

	» Work history gaps: Offer a brief context for the gaps, show upskilling, and let 
the top third of your resume and your related job descriptions sell you.

To gain a better understanding of the RC format, envision your resume as a reverse 
funnel that pulls the prospective employer into it (see Figure 2-2). Your resume 
starts narrow to match the job you’re targeting. Next, it expands with your sum‑
mary to show how you stand out from the competition (which excites prospective 
employers and pulls them in further). Then your resume further expands to 
encompass all the requisite skills you possess to fit the position. Finally, your 
resume ends with the large base of the funnel showing your relevant employment 
experience using those skills and producing those results.

FIGURE 2-2: 
You’ll use the 

reverse funnel 
method to write 

your resume and 
strategically 

present yourself 
and your 

qualifications.
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Many parsers and AI screeners expect RC structure and standard labels 
(summary,  experience, education, skills). Keeping essentials in plain text 
improves how your resume is indexed and displayed.

Think of the RC format as your home base. Even if your career path has bends 
(gaps, short stints, a career change), you can rely on the RC and use the top third 
of your resume to control the narrative.

Since gaps happen, you can take these steps in your RC job description, which 
I delve into more deeply in Chapters 9 and 10: 

	» Name the context briefly when helpful, always looking for the positive spin. 
“Full-Time Student (MO/YEAR – MO/YEAR)” or “Volunteer – ABC Organization 
(MO/YEAR – MO/YEAR)” or Home Care to Family Member – (MO/YEAR – 
MO/YEAR)”.

	» Group short projects or volunteering under one umbrella: “Project Manager, 
Consulting – Various Contracts – (MO/YEAR – MO/YEAR”).

	» Show upskilling during time away, making those the emphasis when possible 
(courses, certifications, portfolio work). “Project Management Program 
(Student) – ABC School- (MO/YEAR – MO/YEAR).

	» Front-load relevance, strengths, and value in the summary and skills list so 
screeners see fit before they see gaps.

For a visual example of handling challenges, see Figure  2-3 for grouping 
short-term contract roles under one position and Figure 2-4 for introducing 
gap coverage.

You’re not hiding anything, you’re framing it. The RC format earns trust 
because it shows sequence and growth.

Don’t try to “beat” parsing with an alternate format. You’ll only make it harder 
for humans and systems to understand your value.

Structuring the RC resume
The RC format is one you’re likely most familiar with, but I’ve added in a few 
marketing points. Here’s a deeper view of how it maps out with the one-page 
template shown earlier in Figure 2-2. Keep in mind that for most job seekers, even 
some new grads, this will encompass two pages after you’ve fleshed it out.
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FIGURE 2-3: 
Grouping 

short-term 
contract roles 

under one  
position.

FIGURE 2-4: 
Introducing 

content to 
cover a gap in 
employment.
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RC parses more consistently across different applicant tracking systems, so use 
standard section labels, consistent date formats, and plain text for job titles and 
company names.

You can think of this format as encompassing three zones: 

	» The “say yes” zone (top third)

•	 Focus line: Target role or equivalent

•	 Branding summary: Three to four lines that explore role, scope, and key 
differentiators (highly relevant licenses, certifications, and awards may also 
appear here)

•	 Areas of expertise: Twelve to twenty-one target-specific skills/keywords

	» Experience (most recent first)

•	 Header line: Formatted as “Title – Employer, City, ST (MO/YYYY – MO/YYYY)”

•	 Scope line: Optional as relevant to include team size, budget, product/user 
scale, key stakeholders

•	 Bullets: Story-telling around matches for target job formatted with 
outcome first followed by the action/challenge (incorporating tools/tech, 
if relevant)

	» Education and training/credentials

•	 Degrees, certifications, licensure (relevant first). Formatted as “Title – 
Organization Name, Date attained (optional)”

•	 Professional development if it supports the target role

Always stick with formatting that helps both parsers and people, including: 

	» Use standard section labels, such as “Experience” and “Education.”

	» Apply plain text for all essential content (avoiding text boxes/columns for 
contact info, titles, and dates).

	» Spell out and abbreviate the first time you introduce a term: “customer 
relationship management (CRM).”

	» Keep tense consistent always using past tense even in your most recent role 
so that you can share achievement stories.
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It’s critical to always use the OnTarget version of your RC to pick keywords to 
include and write supporting job description bullets for the job posting in front of 
you. In Chapter 5 you walk through the steps of creating your OnTarget versions 
and better yet, in Chapter 6 you can find AI prompts to help you turn your core 
expertise and experiences into resume magic.

Be very careful when considering buying decorative plug-and-play templates as 
quite often they’re created by graphic designers who don’t understand ATS or 
parsing. As a rule, don’t put anything that is keyword essential in a sidebar, icon, 
or graphic. Save those elements for items like a testimonial quote from a client or 
former employer. A graphically enhanced resume can truly help you shine if you 
work with a true expert, such as a Certified Graphic Resume Architect or Toast of 
the Industry Award winner in the high-design categories. These professionals 
understand how to best utilize high-design elements without masking important 
information that needs to be parsed.

Chrono-Functional Format
The chrono-functional (CF) format, shown in Figure  2-5, leads with what you 
can do and places the timeline second. In today’s job market, the CF format is a 
networking-only tool: It can open doors in conversations, showcase transferable 
strengths, and de-emphasize detours. It isn’t ATS-safe and shouldn’t be used for 
online submissions.

This section helps you weigh the CF format’s tradeoffs, see where it can be used 
responsibly along with a safe example, and learn how to structure a CF network‑
ing version that pairs cleanly with the OnTarget RC you’ll still submit when asked.

Understanding the chrono-functional 
resume format
The CF format puts capability first and timeline second. That can help a human 
reader see fit before they judge when/where you did the work, but it comes with 
tradeoffs.
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FIGURE 2-5: 
A chrono-
functional 

resume format 
for networking.
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The following are the pros of the chrono-functional format:

	» Spotlights transferable strengths up front (themes tied tightly to the 
target role).

	» Elevates nontraditional experience (volunteer work, coursework, projects) that 
prove value.

	» Reduces noise from early or off-target roles by subordinating them.

The pitfalls of the chrono-functional format include:

	» Parses poorly/looks incomplete because online systems expect reverse-
chronological sequencing

	» Obscures progression if you don’t connect themes back to roles/date

	» Triggers skepticism if it looks like you’re hiding gaps or job-hopping

The CF format earns a conversation while the RC format gets you through the 
system. If you think you’re leaning toward the CF format, be sure to check out 
the  hybrid format first, which is covered later in this chapter in the section, 
“Introducing the Hybrid Format.”

When you think chrono-functional resume formatting, think “door-opener for 
humans” and not “parser food” for machines. You could use the CF networking 
version for: 

	» Career change or when older/nonwork projects show your target match

	» Multitrack portfolio (contracting + employment) that would benefit from 
grouping by themes

	» Retun to work/visible gaps where skills-first framing keeps focus on 
your value

	» Military to civilian transition where translation sometimes matters more 
than sequence

	» Off-target recent role with prior roles or projects matching the new target

	» Industry pivot where you must show crossover (for example, EdTech to 
SaaS product)
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Use caution or avoid using the CF format when: 

	» The job opening asks for an upload or provides an application link.

	» A recruiter says they’ll forward your resume (which usually means 
into an ATS).

	» Your RC resume already tells the story cleanly.

Structuring the chrono-functional resume
Frame yourself as the right fit fast in a CF-formatted networking resume. To do 
this, prove each theme with attributable evidence, and backstop with a mini-
chronology to build trust as illustrated in Figure  2-5 earlier. Build it with the 
following parts:

	» The “say yes” zone (top third, just like the RC format)

•	 Focus line: Target role or equivalent

•	 Branding summary: Three to four lines that explore role, scope, and key 
differentiators (can include highly relevant licenses, certifications, and 
awards here, too)

•	 Areas of expertise: Twelve to twenty-one target-specific skills/keywords

	» Experience themes (typically three to five sections, but varies)

•	 Use theme/function header titles for each that are tied to the target job 
keywords (for example, Product Strategy, Business Development, 
Customer Relationship Management).

•	 Under each theme, add two to four proof bullets (outcome + action + 
challenge/scope).

•	 Be sure to clarify in each bullet in which position each took place (for 
example, “at XYZ Company”).

	» Mini-chronology (to earn trust)

•	 Employment summary block with “Title – Employer, City, ST (MO/
YYYY – MO/YYYY” for each role

•	 Optional scope line (team, budget, users) for key roles

	» Education and training/credentials

•	 Degrees, certifications, licensure, the most relevant first, formatted as 
“Title – Organization Name, Date attained (optional)”

•	 Professional development if it supports the target role
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When opting to create a CF format resume for networking, consider these do’s 
and don’ts: 

	» Do map every showcased skill to a role/source somewhere on the page.

	» Do keep themes specific and relevant for the target position.

	» Don’t hide dates or remove employers.

	» Don’t convert this resume style for use in online applications. Always upload/
apply with an OnTarget RC.

A CF format resume without sources (roles/dates) raises red flags. Always add the 
mini-chronology and source lines to keep credibility high.

Reuse the same top third across CF and RC formats with only the middle content 
changing. This keeps your brand consistent and saves you time in resume rework.

Introducing the Hybrid Format
The hybrid resume format blends the credibility of a timeline with the flexibility 
of thematic emphasis. Think of it as the middle path where you keep employers, 
titles, and dates (so you don’t raise flags), while you selectively elevate earlier, 
more relevant experience so it isn’t buried.

In today’s job market the hybrid resume is a networking-only strategy that helps 
you seem like the right fit at a glance, even when your recent role isn’t the best 
proof. The hybrid format doesn’t hide anything. Instead, it preserves chronology 
and just adjusts what gets spotlighted first.

For uploads and portals, use the RC format. Bring the hybrid to conversations, 
and then follow up with your OnTarget RC resume for formal submissions 
or uploads.

Bridging gaps without raising flags 
with the hybrid format
The hybrid format exists to surface relevance without sacrificing trust. It’s ideal 
when the right proof lives earlier in your story, when the last roles you had don’t 
reflect the target, and sometimes even when there are work history gaps.
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The hybrid format shines for: 

	» Earlier, on-target roles that are stronger than the latest ones

	» Industry or role return (where older jobs on page two of your RC format are 
relied on for your target)

	» Demotion or holding pattern in your work history you don’t want to 
over-feature

	» Recent gap that needs context while focusing attention on value

The hybrid avoids red flags (in networking) because:

	» You retain employers, titles, and dates in the format so a reviewer can still 
trace sequence.

	» You add a brief emphasis section to pull forward what matters without 
deleting the timeline.

Reuse the same top third across hybrid, CF, and RC formats with only the middle 
content changing. This protects your voice and brand consistency with employers.

The following are good reasons to choose the hybrid format:

	» Your most recent job is off-target, but you have earlier wins that match 
the posting.

	» You’re returning to a prior specialty (earlier experience fits perfectly).

	» You’ve had a demotion, lateral, or stopgap that shouldn’t dominate the 
first glance.

	» You need to acknowledge a gap but keep the focus on skills, outcomes, and 
readiness.

The following are situations in which you should skip the hybrid format: 

	» Your RC format resume already tells the story cleanly.

	» The prospective employer is guiding you straight to an ATS/portal 
(submit RC).

	» You’re tempted to remove dates, which isn’t a hybrid but a big risk.

The hybrid format is for making the right proof visible early. If you find yourself 
removing chronology, you’ve left hybrid territory.
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Structuring the hybrid format resume
Some employment challenges require the lightest of tweaking to make them blend 
in (light hybrid), and others require more of a major renovation (heavy hybrid). 
Always use the smallest move that gets this done.

For a light hybrid (see Figure 2-6):

	» Maintain an RC layout.

	» Add a one-to-two-line relevance spotlight of positions at the start of the 
“Experience” section. For example, you might write, “Offering key expertise 
in <Target Job> through positions as Job Title at Company A, Job Title at 
Company B, Job Title at Company C, and Job Title at Company.”

	» In the most relevant earlier role, expand bullets slightly while tightening 
and targeting as much as possible your recent off-target role(s).

	» Focus the summary and top third of your resume the same as the RC.

When it’s crucial for you to play up a job from earlier in your career but going to 
a  chrono-functional resume would be overkill, it’s time for the heavy hybrid. 
Build it by following this format (see Figure 2-7):

	» The top third should be the same as the RC format (see the earlier section, 
“Structuring the RC resume” for more details).

	» Insert a short “Selected Relevant Experience” block before the full chronology  
timeline.

	» Follow with Full Employment History in standard RC order (with dates).

When opting to create a hybrid format resume, either light or heavy, consider 
these do’s and don’ts: 

	» Do keep every role with dates somewhere on the page.

	» Do label clearly sections of Selected Relevant Experience vs 
Employment History.

	» Don’t bury essentials in sidebars/graphics and instead keep plain text 
for titles, employers, and dates.

	» Don’t convert hybrid format for online application. Always submit your 
OnTarget RC.
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FIGURE 2-6: 
Use the light 

hybrid to highlight 
key relevance 

hidden in your 
resume layout.
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FIGURE 2-7: 
The heavy hybrid 
format highlights 

an earlier role.
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When opting for a hybrid format for networking, always try to build a light hybrid 
resume first. If you still can’t surface enough proof above the fold, move to the 
heavy hybrid. The hybrid format’s job is to prime the human conversation so your 
RC format resume is a no-brainer when it’s time to apply.

If a reviewer says, “Send me your resume,” they mean something they can for‑
ward into the system. That’s always your OnTarget RC resume.

For more on tackling resume challenges, see Chapters 9 and 10.
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Chapter 3
Mapping Out the Parts: 
Resume Essentials

Aprospective employer takes a risk every time they bring someone new onto 
the team. Are you really a good match for the role and their culture? Your 
resume’s content shapes the first impression and determines whether you 

get a closer look. In today’s applicant tracking system/AI reality, the right words 
in the right place are critical.

This chapter outlines the sections you include on your core resume, including job 
descriptions, which are presented in reverse-chronological order (see Chapter 2 
for more on resume formats). As you build your core version here and in 
Chapter 4, remember that this is your foundation, but results improve when you 
tailor it. Use this core to build OnTarget versions matched to specific postings 
(Chapter  5), and tap smart AI prompts to sharpen language where it matters 
most (Chapter 6).

Build it right and tight. A clear core resume makes tailoring your OnTarget ver-
sions for specific openings faster and helps hiring teams say “yes” to an interview.

IN THIS CHAPTER

	» Understanding the sections of 
your resume

	» Leading with an objective header 
and strategic branding summary

	» Matching the target job with 
focused keywords

	» Proving value with experience bullets

	» Streamlining resumes and cutting 
dangerous clutter
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Breaking Down the Parts of Your Resume
Your resume works because readers, and their tools, can predict where to find 
things. For ATS (applicant tracking systems) and parsing, you should always use 
recognizable sections and keep essentials in live text (not hidden in text boxes, 
images, or tables).

Here are the essential parts that make up a resume:

	» Contact information

	» Objective header (your target role)

	» Branding summary

	» Key skills/areas of expertise

	» Experience

	» Education and training

If it helps you get an interview, you may also include:

	» Certifications and licenses (also frequently grouped with Education)

	» Endorsements

	» Work samples (not actually included, but listed as available)

	» Activities and affiliations

	» Honors and awards

Listing Contact Details That Get You Found
No matter which format you think you will be using (see Chapter 2 for more on 
formats), start your resume with your name on the top line and then follow with 
city/state, email, and phone number. Always use a professional personal email 
address and a phone number you control. If you have a LinkedIn profile or other 
relevant professional site, you can include that URL as well.

Use boldface to display your name in a size range of 14- to 26-point typeface, 
depending on your preference. The rest of your contact information can appear in 
10- to 12-point typeface. Keep adjusting type sizes until you get the visual effect 
you prefer.
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You’ll specifically want to limit contact information to:

	» Your name should always stand alone on the top line because that is where 
human screeners, ATS systems, and parsers expect it to be. Always include 
your full legal name, and then if you have a nickname, you can include that in 
quotations.

	» An email address is critical because it’s how the majority of employers will 
initially contact you. Never use a work email address, an email that dates 
you (like AOL), or an email that isn’t professional (like bigcouchpotato@ 
whatever.com). Your resume will benefit from a simple Gmail address that 
doesn’t give away your date of birth (DOB), personal hobbies, or family status.

	» Include a phone number where you can most easily be reached. Some 
employers prefer to pick up the phone and give you a call. So check voicemail 
morning, noon, and night for timely call returns.

	» City and state of residence information shows you have roots. Employers 
understandably resist springing for relocation costs unless the talent they 
seek isn’t available locally.

	» Point prospective employers to a LinkedIn profile or other URL when it 
enhances your value through recommendations, connections, and your social 
participation and thought leadership.

Framing Your Focus with a Bold Objective
Your objective is a header, stating the specific role you’re targeting. It sets context 
for the summary and skills that follow. Nix any long-winded generic sentences 
and get right to the point. For example: 

Senior Financial Analyst, UX Researcher, Project Manager, Operations Manager, etc.

Echo the job title, when appropriate, so it’s the same as the job you’re submitting 
your OnTarget resume for. This immediately shows the prospective employer you 
believe you are a fit for their exact role. You can tailor your OnTarget resume fur-
ther to complete that impression and help you stand out and get an interview.

Think of your resume as a maze — it has to have a visible entrance or no one 
would ever get started. Without an objective header, the prospective employer 
won’t know for which position you’re applying. Don’t assume they’ll scan it or 
read it anyway. Instead, your resume will likely fall into the black hole of job 

mailto:bigcouchpotato@whatever.com
mailto:bigcouchpotato@whatever.com
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seekers who don’t know what the company needs or what they want. Make each 
resume OnTarget with an objective header.

Grabbing the Reader with 
a Branding Summary

If your “Objective” header claims you’re a match for the job, the summary section 
supports this idea by highlighting why you’re the best candidate for the role out 
of other qualified applicants. This branding summary of three to five lines signals 
role, scope, and edge.

A summary typically contains the three to five skills and competencies  — 
sometimes more — that best support your job aspiration. The data in your state-
ment need not be proven with examples in this brief section. In effect, you’re 
saying, “Here’s who I am and how I stand out from the equally qualified competi-
tion.” The summary is your teaser commercial, encouraging the reader to hang in 
there for proof of what the opening claims.

Part 3 of this book contains sample resumes, and links to more online, that illus-
trate a variety of effective summary strategies and layouts. But Figure 3-1 gives 
you a quick peek at one such summary. It also contains the objective header 
statement and key skills section so you can see the entire scope of the marketing 
strategy in this first third to half page. An effective summary is a results-teaser 
that makes prospective employers both see that you’re qualified and excited to 
learn more about you.

A summary is known by many names. Among the most popular are areas of 
expertise, skills summary, highlights summary, asset statement, power sum-
mary, career highlights, career summary, career profile, career focus, summary 
of qualifications, unique selling proposition, and accomplishments profile.

In the following sections, I show how to make your summary section work  
for you.

Maximizing your opening pitch
Only initially, when you create your core, one-size-fits-all resume, does this 
section have all your strengths. However, when you go OnTarget to impress an 
employer that you are a job match, it will be critical to make this section tight and 
dynamic toward the job for which you’re applying.
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This brief section, which is typically one or two short paragraphs, a list of bullets, 
or a combination of the two, provides your 30-second commercial to a prospective 
employer on why you are a match worth pursuing. This section builds trust and 
excitement that you not only have the skills required but will also be a return on 
investment for the company that hires you.

The only disadvantage to using a summary can come from user error. Specifically, 
if you try to oversell yourself with irrelevant data that you think makes you look 
better, you instead appear to be overqualified or confused, neither of which lands 
your resume a second look.

Showcasing your value in a snapshot
When you attempt to meet the employer’s position needs in your summary with 
generic words and phrases such as “good communicator” or “works well with 
others,” all you do is group yourself in the huge pool of applicants who have the 
basic skills for the position. Your summary needs to sell what is called your unique 
selling proposition, or USP.

FIGURE 3-1: 
A strong 

summary section 
supports your 

objective header 
statement and 
leads into your 

key skills section.
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To identify your USP, look at two areas:

	» Your CAR stories during your career: CAR stands for challenges you’ve 
faced, actions taken to resolve them, and results attained. Consider your own 
CAR stories. Do they demonstrate an ability to turn around failing operations, 
to identify and institute cost savings, and/or to create processes that save time 
(and thus money)? Look for these bottom-line strengths and then translate 
them into your summary with your unique value stated such as in the 
following two examples:

•	 Visionary Operations Manager with a proven reputation for lowering expenses, 
turning around operations, and creating positive culture that consistently 
results in multimillion-dollar revenue gain.

•	 High-energy Administrative Assistant who excels at meeting the needs of a team 
of busy executives and technical engineers. Talent for identifying opportunities 
to create tracking and data management processes, which result in up to 
30 percent time savings.

	» Your key selling features: These include degrees, certifications, licenses, 
awards, and even publications that make you stand out for your target job. 
For instance, if you published a book on a key topic, highlight this accomplish-
ment in your summary. For example:

•	 Recognized authority on web development. Authored The Authoritative Guide 
to WordPress (XYZ publisher); book has been called “If you can read only one, 
this is it” in press reviews.

•	 Attained <Certification Name> credential — a qualification held by only 
30 professionals worldwide.

An accomplishment is a key selling feature only if it makes you stand out from the 
competition. That’s why it’s called a unique selling proposition. So if a certifica-
tion is listed as a prerequisite for the position or it positions you as uniquely 
qualified, include it in your summary section. But, on the other hand, if you 
have an MBA that’s not requested or that’s too common a qualification to take up 
valuable summary space, mention it only in your education section.

Matching the Job Target with Key Skills
Skills are the keywords of your resume. They are a critical component of surviving 
much of the initial resume scanning that takes place, both by humans and 
ATS systems, to determine whether you make it to the decision-maker and the 
interview.
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Although there are specific competencies and skills for each type of job, the way 
they are specifically worded will vary by employer and industry. So it’s critical to 
carefully study job advertisements and use the wording that the company has 
used to be a perfect match and to survive applicant tracking systems (ATS). 
AI prompts in Chapter 6 will make this a snap.

In the following sections, I define two categories of skills and explain how to 
incorporate the different types into your resume.

Highlighting hard skills that 
employers crave
Hard skills are the technical qualifications you possess that your profession and 
target position require. For instance, there is a specific set of unique skills required 
of a retail manager, administrative assistant, veterinary technician, salesperson, 
or an aerospace engineer. An example of a veterinary technician might include:

Animal restraint techniques, treatment administration (oral/injectable), medication 
dosage calculation, IV catheter placement, X-rays, blood draws, laboratory testing, 
diagnostic equipment operation.

These technical competencies become the cornerstone of your keyword section, 
which is placed directly under the summary. This section is typically best expressed 
in a two- to three-column list that includes short, to-the-point key skills and a 
few competencies. You typically need to include 9 to 21 key skills and competen-
cies. (Flip to Chapters 4 and 6 to ID your skills.)

Conveying soft skills with substance
Soft skills are interpersonal talents such as the ability to work as part of a team or 
to communicate effectively with customers. You’re required to have them for the 
position, but because of how generic the skills can be, they aren’t always listed in 
the key skills section. Instead, roll them into the summary (see earlier section) 
when you are describing how you excel and add to the bottom line. It can become 
clear that you are a strong communicator when you mention “selected to give 
keynote speech for the industry’s leading national conference.”
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Proving through Experience
Experience includes your professional experience or work history presented in 
reverse-chronological order (also known as RC). This section is critical because 
it’s where you provide proof to support your objective header, summary, and 
keyword sections. This is where the employer looks for these details, but this is 
also where you can easily lose that attention.

Today’s resume must account for time. So, each position or time block should 
strive to have your specific job title, employer company name, location (city, 
state), and month/year dates of employment. Account for each position or times-
pan in a way that shows progression and promotion whenever possible. There’s 
more detail about shaping your experience in the following sections.

For new graduates, those with gaps, or those who are making a serious transi-
tion,  this section could encompass experience gained from volunteer work, 
internships, school projects and papers, personal studies, and a variety of nonpaid 
areas. Check out Chapters 9 and 10 for strategies.

Structuring your professional history
A powerful job description is targeted to the position being applied for and 
encompasses: 

	» A hook line is typically presented as a brief initial paragraph that sets the 
stage for the position by laying out the goal or challenge of the position.

	» Proof-stories are typically presented as a series of bullets that follow the 
hook. These bullets lead with results with a powerful recipe of outcome 
(percentage/impact/dollar amount) + action + scope/stakeholders. They start 
with a strong verb and show measurable change whenever possible (for 
example, “Cut onboarding time 325 by redesigning intake workflow with HR 
and sales”).

Get rid of weak, passive phrases like “responsible for.” This phrase should never 
appear on your resume. Your goal is to stand out from equally qualified candidates 
with the sizzle only you can offer.

Emphasizing experience that aligns
Your core, one-size-fits-all resume that you will develop first, before beginning 
to target positions with your OnTarget resumes, is going to cover all the 
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competencies (experiences) and related accomplishments you have for the job 
you performed. Under each job listed, your core resume will have a seemingly 
long list of bullets that you can use to pick and choose from as you later tailor 
your OnTarget resumes to specific positions.

When you write, always try to focus on the top accomplishments that lure most 
employers, because they emphasize the bottom-line value you represent to the 
company (make money, save money, and so on). The most valuable accomplish-
ments include:

	» Increased revenues

	» Saved money

	» Increased efficiency

	» Reduced overhead

	» Increased sales

	» Improved workplace safety

	» Attained purchasing accomplishments

	» Introduced new products/new lines

	» Improved record-keeping process

	» Increased productivity

	» Launched successful advertising campaign

	» Captured market share

	» Maximized budgets

As you write, turn continuously to how you affected these power areas, even if you 
weren’t recognized for the contribution. If you made your life easier and your job 
more efficient, it counts!

The snapshot of the resume in Figure 3-2 depicts a job description from a one- 
size-fits-all resume. Notice how the first paragraph hooks the reader with the 
challenge and the bullets cover all areas of key responsibilities while emphasizing 
CAR stories (for more on CAR stories, see Chapter 4).
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Incorporating competencies with impact
Competencies are the behaviors required to do the work and are often hinted at 
more than listed. They don’t come in a one-size-fits-all package. To meet the 
needs of ATS, you need to go a step further in your job bullets to show how your 
accomplishments confirm your competencies. Or to turn it around, you must 
show how your competencies enabled you to rack up home runs.

Here are a few examples of competencies:

	» Displays knowledge of products

	» Prioritizes and plans work activities

	» Uses time efficiently

	» Achieves sales goals

	» Maintains customer satisfaction

	» Troubleshoots technological problems

	» Adapts to new technologies

FIGURE 3-2: 
A succinct yet 

powerful listing of 
an applicant’s 

professional 
experience.
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Target job descriptions from the company are your friend. You’ll know exactly 
what to play up by reading what the job requires. You’ll be able to easily apply 
prompts in Chapter 6 to do the heavy lifting on this process.

To connect your behaviors with your accomplishments, you might say:

Product development: Created new mid-market segment supporting an annual 
growth rate of 20 percent in a flat industry, which demonstrated high energy and 
business acumen.

In the preceding example, the verb demonstrated connects the accomplish-
ment (“Created new mid-market segment supporting an annual growth rate of 
20 percent in a flat industry . . .”) with competencies (“high energy and business 
acumen”). Other verbs you can use to bridge the two types of information include:

	» Confirming

	» Displaying

	» Exhibiting

	» Illustrating

	» Manifesting

	» Proving

	» Revealing

	» Verifying

Making the Grade with Education
Education doesn’t include only degrees you have earned. It should also include 
degrees you are currently pursuing and certificates required to perform your job. 
Sometimes the section is further expanded to cover certifications, licenses, and 
continuing education courses. In such cases, you can name the section:

	» Education and Training

	» Education and Certifications

	» Training and Certification (use when you have no advanced degrees)

	» Education and Licensure
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The rule of thumb is that if you have only one or two in each category, group 
them together. I flesh out how to present your education in the sections below.

Detailing your degree the best way
Your core resume lists everything in priority order from most relevant to least 
relevant, which allows you to pick and choose what to include for your OnTarget 
resumes. (For more on targeting your resume, see Chapter 5.)

The best order for the content is based on what matters most to the prospective 
employer. With most degrees, for example, the degree itself matters more than 
the school from which it was earned. So this listing might look like the following:

Degree in Specialty — University Name, City, ST — honors attained

If you are currently pursuing a degree or certificate, you can list it like this:

Currently pursuing Degree in Specialty — University Name, City, ST

You also could — and should — bold the degree so it stands out.

It’s not a good idea to include the year of graduation (or completion) because it 
can either make you look too green or too dated. An employer will ask you for this 
information in an interview if it’s needed.

WHAT’S FIRST — EDUCATION 
OR EXPERIENCE?
Education and experience should always follow the objective header, summary, and 
keyword sections. But after you’ve cleared those sections, the best strategy regarding 
the order of education and experience is to lead with your most qualifying factor.

With certain exceptions (such as when you are using a CV for positions in science, 
medicine, or higher education), lead off with experience when you’ve been in the 
workforce for at least one year. When you’re loaded with experience but low on 
credentials, list your education at the end — and perhaps even omit details that 
over- or under-qualify you.
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Here are further tips for effectively highlighting your education:

	» New graduates shouldn’t list courses taken in their education section. Instead, 
check out Chapter 13 for tips on making what you learned into keyword skills.

	» Do not list the high school you attended or accomplishments in high school.

	» Note continuing education, including seminars related to your work.

	» If you fall short of the mark on the job’s educational requirements, try to 
compensate by expanding with continuing education. Give the list a name, 
such as Professional Development Highlights, and list every impressive (but, 
more importantly, relevant) course, seminar, workshop, and conference that 
you’ve attended.

Sometimes education can cause more harm than help. This is true with: 

	» Advanced degrees that overqualify you for the position, such as a doctorate 
when your bosses aren’t that educated

	» Credentials that show your passions and experience may lie in a completely 
different area

	» Status of high school graduation, unless specifically requested in the job ad

If it’s not called for and it could hurt you, it’s best to leave it off and save it for 
discussions that may come up.

Featuring certifications that matter
List on your resume the relevant certifications you hold in your field because they 
add luster to your qualifications and help you stand out from the competition. 
Include your certifications either as a subsection of education or make it a stand-
alone section if you have many relevant certifications.

Certifications can be such a big, relevant deal to your job target that they may even 
be listed in your summary section. When you do this, still list them in the educa-
tion section so you can add the granting entity and any particulars.

Listing licenses with purpose
If you’re in a field or function that requires a license to do your work — such as 
legal, certified accounting, engineering, teaching, real estate, or medicine — show 
your license prominently on your resume.
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Licenses can be a subsection of education or you can use a heading of 
“Professional  Licensing” (if only one license) or “Professional Licenses” (for 
more than one license).

Just as with certifications, holding a license can be so important to the position 
you’re applying for that you may need to list it in your summary section as well. 
When you do this, list it in the education section as well so you can add the grant-
ing entity and any particulars.

Gaining Extra Points with Employers
Is there anything else you can add that will strengthen your image after the core 
sections above? In the next sections you’ll explore other areas of value, including 
activities, affiliations, honors, awards, and endorsements.

Including relevant activities
Activities can be anything from hobbies and sports to campus extracurricular 
participation. The trick is to analyze how each activity is relevant to the target 
job;  discuss skills, knowledge, or other competencies developed; and list all 
accomplishments.

It doesn’t matter how proud of your activities and hobbies you might be. If they 
aren’t relevant or might hurt you because they’re controversial or dangerous, 
don’t include them because they’ll just take up precious space that you could use 
to sell what really matters to the prospective employer.

Aligning with organizations and affiliations
If you have professional and civic affiliations, especially with leadership roles, 
these could enhance your value and standing. Be sure to relate these affiliations 
and roles to reviewers in terms of marketable skills, knowledge, and accomplish-
ments. A high profile in the community (online or local) is particularly important 
for many professions.

Again take care to avoid anything that could reflect negatively with a specific 
employer or give away information about you that isn’t relevant (age, race, reli-
gion, politics). Doing your homework on a prospective company or target 
employer will help you know when to add and when to leave off certain roles and 
affiliations.
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Spotlighting honors and awards
You’re rarely going to make this a standalone section at the end of your resume 
because awards related to your profession and target deserve to be center stage in 
your summary or within the job where they were attained.

It’s not necessary to list awards and recognitions that have nothing to do with 
work or that don’t show you in a professional light, such as winning the local chili 
cook-off if you aren’t applying for a job as a chef.

However, some seemingly irrelevant awards can add value from a competencies 
standpoint. If there is a competency for a job you are targeting that you don’t meet 
between work and school, an award could do the trick.

Consider new graduate, Tom Nichols. At 15, he was the youngest person to win a 
fishing tournament and his prize was a new boat. By itself, this accolade is mean-
ingless to the resume, but the context makes it valuable toward his pursuit of a 
medical sales position. In order to keep the boat, he had to be able to pay for it. To 
pay for the boat, he started an informal charter business. His clients were local 
doctors and surgeons, because his dad is a doctor. Can you connect the dots? Tom 
has tons of transferable value to play up in his new graduate resume in areas such 
as physician relations, selling, drive, and enterprising spirit. (See Chapter 13 for 
more on new graduate resumes.)

Getting endorsements
Adding a short, flattering quote that supports your unique value offers third-party 
proof of your claims. Such a quote might be culled from a letter of recommenda-
tion, thank you letter, review, or LinkedIn profile endorsement.

Such a quote might appear near the top of your resume, like the one shown in 
Figure 3-1 (earlier in this chapter) or within the specific job description. Here are 
a few examples of endorsements:

	» For an information systems technician: Tom is a cost-cutting maven. He was 
the driving force behind an 80% cut in Internet access and telephone costs. — Bill 
Jones, CEO

	» For a sales rep at a toner and cartridge shop: Jennifer Robertson’s resource-
fulness in getting inside the SoapSuds account and expanding it by 15% after 
others had tried for months is truly impressive. — Kevin Bloch, General Manager

	» For an administrative support person: Sarah is a dynamo of energy and 
enthusiasm; she streamlined our project procedures, which saved 12 hours each 
week and made the office feel like a home. — Kathryn Smith, Business Owner
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Endorsements work, or advertisers wouldn’t spend billions of dollars to use them. 
Be sure to check with your source before adding a quote to your resume.

Trimming Details That Don’t Belong
There are two more (big) categories of information that you should never, ever 
include on your resume: salary and references. These sections help you under-
stand why these topics should be left off.

Dodging the salary trap
Never mention salary on your resume. Period.

When it comes up on an application, you almost always have to include a specific 
amount. Sometimes a job ad asks for your salary history (past) or salary 
requirements (future). Realize that revealing dollar figures in advance puts 
you  at a disadvantage. This is especially true if you’ve been working for low 
pay — or if you’ve been paid above market.

Online applications sometimes require you to detail a former salary or future 
goals. While you have to answer, whenever possible, go with negotiable, open, or 
flexible instead of including specific dollar amounts.

Before you reveal your salary requirements, research the market rate for someone 
with your skills and experience. Start with websites like Salary (www.salary.com), 
Salary Expert (www.salaryexpert.com), and PayScale (www.payscale.com).

Avoid being too quick to pipe up with hard figures on the money you’ve made and 
the money you want. When you reveal this information without already having a 
job offer, you might overprice yourself, be talked into taking a reduced salary, or 
not even get the interview. You always want to strive to get to the interview and 
the offer before talking dollars.

An exception to salary silence advice: Tell recruiters with whom you have a serious 
interest in working with how much you’ve earned and how much it will cost an 
employer to hire you. Otherwise, know that recruiters don’t want to waste time 
playing games and are likely to fold up their interest and move on.

http://www.salary.com
http://www.salaryexpert.com
http://www.payscale.com
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Holding off on references
Employment references do not belong on a resume unless an employer specifi-
cally asks for them, which rarely happens. In fact, the fastest way to date yourself 
(and your resume) is to include the words “References available upon request” at 
the bottom of your resume. It’s assumed that you’ll have those references avail-
able when they are requested.

Don’t wait until an employer requests the contact information for your references 
to get in touch with people to ask if they’ll put in a good word for you. If you 
haven’t done so already, reach out to prior employers, customers, directors of 
organizations for which you volunteer, professors, teachers, and instructors. Get 
their permission to have potential employers contact them about you.

Your three to five professionally oriented references should be listed with contact 
information on a separate page from your resume. You can submit this when 
applying for a position by uploading it when there is an additional documents 
option. It’s a proactive way of showing you’re prepared and confident that refer-
ences support what you’ve claimed.





CHAPTER 4  Laying the Groundwork for Resume Brilliance      51

Chapter 4
Laying the Groundwork 
for Resume Brilliance

Before you write, you collect. This chapter gets you past blank-page jitters by 
assembling raw material  — roles, responsibilities, projects, numbers  — 
and then mining it for proof you can use later. By the end, you’ll have a core 

resume file that gives you one organized place to keep facts, stories, and metrics 
that can be tailored into OnTarget resumes in Chapter 5 and transformed with AI 
in Chapter 6.

Don’t judge what’s “relevant” yet as you’ll have a chance to edit and refine later. 
You don’t want to leave anything out because you can’t anticipate what informa-
tion you’ll need for every future application. In Chapter 5, you can choose what to 
keep for the OnTarget versions.

Getting Started by Gathering Data
Before you write, take the time to gather a working file of resources. This resource 
file will turn into your core resume by the end of the process. Be sure to include:

	» Resumes: Resumes written in the past three to seven years

IN THIS CHAPTER

	» Gathering data to draw on

	» Digging up details, challenges, 
actions, and results

	» Turning all that data into resume  
gold
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	» Employment info: Job titles, employers, dates, locations; official job descrip-
tions, performance reviews, and other employment records

	» Project details: Briefs/charters, scopes, sprint notes, change tickets, and links 
or screenshots of deliverables

	» Results: OKRs/KPIs, dashboards, uptime/quality/cost reports, CSAT/NPS, and 
budget deltas

	» Forms of recognition: Awards, bonuses, shout-outs, testimonials, and 
LinkedIn recommendations or endorsements

	» Credentials: Licenses, certifications, and degrees or course descriptions that 
prove skills for new grads or career changers

	» Publications: Books, papers, articles, or other published works

	» Presentations: Speaking engagements and other presentations

	» Affiliations: Roles held (business, board level, social, civic, academic) or 
related contributions (especially focused for new grads and career changers)

	» For new grads or those with a new major credential for job target: Major 
course textbooks or material, course syllabi, and school’s course descriptions 
(usually in the catalog)

If data is confidential, record percent deltas or ranges and keep context at a high 
level. Don’t export proprietary information from employer systems.

Otherwise, don’t censor yourself when gathering data! Avoid judging what is 
relevant. It’s better to include everything and whittle away later than to discount 
something that might have brought you value. You can always opt not to use 
something as you refine your resume.

Take the time to copy and paste (or retype and organize) documents into a single 
word processing document. This is typically MS Word because it’s what most 
corporations use but you may opt to use Google Docs. You will work in this docu-
ment, rearranging and finessing information, to create your core resume, so the 
data you need will be easy to access as you continue.

Keep in mind that some of this data may require you to do a little thinking and a 
little freewriting where you brainstorm on paper or directly into the document. 
Get your lists and data together now so you can compile your data into a single 
document of noteworthy information.

Be sure to save your master core file before progressing. Your best option is 
Core-Resume-YourName.docx.
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Compiling the Content for the Basis 
of Your Resume

If you’ve collected initial documented data (see the earlier section, “Getting 
Started by Gathering Data”) and combined it into a single file, don’t worry if you 
have a lot or a little bit of information because you’re not through. Your writing 
isn’t polished, resume-worthy content for your final resume yet. Instead, you’re 
likely going to continue dumping information into your document (and saving it 
regularly to avoid losing it) as you work through this chapter. So don’t worry 
about grammar, impressive wording, formatting, or run-on sentences. Just follow 
the instructions in this section to get the information down.

Starting with your employment 
and responsibilities
You’re going to start with your employment history section (refer to Chapter 3 
for details on the different sections of a resume), but don’t worry if this isn’t 
your area of strength or if your job target is different now. You’ll have a chance 
to apply the same process to other areas, such as volunteer work, leadership, 
courses, degrees, and even gap-year experiences next and in more depth in 
Chapters 9 and 10.

Start with your most recent job and begin by creating a bulleted list of your 
responsibilities. Get them all down, regardless of how trivial, because you may 
need them later when you put the resume together. Here’s an example of how 
your list might look if you’re a retail manager:

COMPANY: Weight Loss International (formerly Pacific Weight Loss)

TITLE: Center Manager

LOCATION: [City, ST]

DATES: [Start Month/Year – End Month/Year]

Responsibilities:

•	 Managed day-to-day business operations.

•	 Handled interviewing, hiring, training, and supervision of employees.

•	 Supervised a staff of two as well as an assistant manager.

•	 Trained staff in selling and customer-service techniques, and motivated 
them to meet upselling goals.
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•	 Sold memberships and products.

•	 Handled inventory management.

•	 Oversaw client account management and service.

•	 Maintained financial responsibility for payroll within budget as well as daily 
closeout, bank deposits, and balancing.

Repeat this process for other positions you held in the last ten years. If you’re 
changing careers or returning to a past profession, do the same for older roles that 
support your new target as well.

With your documentation in front of you, you can draft this quickly. Don’t polish 
yet as these are working notes.

If you’re missing details for any job description, try:

	» Visiting your former employer’s careers page (many post current/archived job 
descriptions)

	» Contacting HR or a former colleague (reconnecting via LinkedIn)

	» Performing an online search for your job title + employer name to be 
reminded of responsibilities

	» Looking at Glassdoor.com (www.glassdoor.com) for company-specific 
information

	» Checking industry association career centers for job descriptions

Digging deep to mine for career story gold
After you’ve listed your history and responsibilities, go back and dig for value, 
which is what changed because you were there. Think of it like following a thread 
until you reach specifics about challenges you faced, what you did to address 
them, and the results you delivered.

In an OnTarget resume, you don’t just match the job posting; you also give the 
employer reasons to pick you over other qualified applicants. That means you sell 
what you accomplished, not just tell what you did.

You do this by having concrete stories, which are commonly referred to as CAR 
stories. CAR stands for:

	» Challenge: What problem or goal did you inherit?

http://Glassdoor.com
http://www.glassdoor.com
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	» Action: What did you do to address it?

	» Result: What happened because of your action?

Start your CAR stories by determining the challenges you faced. Do so by returning 
to the bulleted list for your most recent job and ask yourself:

	» What did you step into on day one — any problems or urgent goals?

	» Was this a newly created role? If so, what were the expectations?

	» Were you filling a long-vacant position?

	» Were you recruited? What issues prompted them to bring you on board?

Brainstorm these answers into your notes. If you’re drawing a blank, consider the 
following:

	» If the organization was already successful, where did you still spot opportuni-
ties to improve?

	» After you settled in, what processes, costs, or outcomes did you upgrade?

For example, if you were a retail manager, here are threads to consider:

	» What were branch sales goals before you started? Were they met? By what 
percentage each quarter/year, and why?

	» What was turnover/dissatisfaction like? What did you change, and what are 
the new numbers?

	» Were branches ranked? Where was yours on day one (out of how many), and 
where is it now? What did you do to move it?

After considering these questions, a retail manager might come up with some-
thing like this:

Overall Challenges:

•	 The center needed a full turnaround — rebuild a customer-focused team, 
win back clients, overcome negative brand perception, and lift revenue by 
increasing average ticket.

•	 I took over a poorly performing center with about 80 percent client 
attrition; ranked twenty-third out of twenty-seven centers.

•	 Quarterly sales goals were greater than 40 percent below goal.
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•	 Target average sale was $580; actual was $350.

•	 Customer satisfaction sat at 66 percent; training gaps were evident.

•	 Inventory shrink ran about 20 percent per month (about $1,200 in losses).

•	 Center was staffed at three (should be five); all had tenure of less than six 
months; turnover hurting service and profit.

You can use these notes later to craft a short hook in your job description (more 
on  this later in the chapter), which is one line that sets the scene for your 
achievements.

After you capture the overall challenge(s), go back to each responsibility bullet 
for the role and sketch a quick CAR story for that item (one line per responsibility 
is fine at this stage).

Mine all your documentation for proof: LinkedIn recommendations, award 
memos, thank-you emails, and evaluations often contain ready-made CAR  
material.

Connecting actions to tangible results
Once you’ve listed the challenges for each role (the first element of a CAR story), 
pair each one with the actions you took and the results you achieved to finish your 
CAR story. Work within the core notes you’ve already created. For each challenge, 
jot down one to three actions you took to meet the challenge and at least one 
measurable result.

Don’t worry about this core resume’s page count at the end of this process — 
especially after you’ve done it for each of your positions. You will cut down these 
notes into final, succinct bullets for your final resume when you get to that step.

Using the retail manager example from the earlier sections, your notes might 
look like: 

Actions prompted by the challenge: Annual membership started at $350 but 
could be upgraded to a platinum maintenance plan of $580, which was the goal. 
To accomplish this, I directed staff in the following ways:

•	 Educated on how to upsell platinum level, giving them training materials, 
scripts, and product knowledge sessions

•	 Provided add-on role-play demos and weekly client meeting promos; set 
mini-incentives for staff to practice and adopt
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•	 Reactivated former members with outbound calls (remaining weeks, 
product credits, service recovery); introduced new leadership

•	 Hosted open houses to re-engage lapsed clients and showcase services/ 
products

•	 Launched a referral bonus ($50 in-store credit after four weeks)

•	 Ran targeted specials to move excess inventory.

Results Achieved:

•	 Achieved a 50 percent close rate from call to walk-in (vs. 30 percent 
test-center expectation).

•	 Upgraded 40 percent of clients from the $350 annual plan to plati-
num ($580).

•	 Increased up-front nutrition bar sales by 20 percent via bulk discount offer.

•	 Improved center ranking from twenty-third to thirteenth in nine months. 
Reached seventh by Q1 year 2024; maintained status for four consecu-
tive years.

•	 Began meeting quarterly sales goals in Q2 and continued to do so.

•	 Earned “Most Improved Center” for four consecutive years (2021, 2022, 
2023, 2024).

You’re far more than your responsibilities. When you repeat this step on each 
position, you’ll uncover the stories that show your value. This material later turns 
into concise, results-first bullets with a brief hook for each role.

Taking the Next Steps
It’s time to look beyond day-to-day jobs to other areas that show your value. Even 
if you’re not sure what roles you’ll target, gather this material now. The sections 
below describe what else you can round up and give you starter language you can 
adapt into achievements.

Don’t let the length of this growing document worry you; this is just a resource 
you’ll be glad you created as you move forward.
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Considering other accomplishments
You’re more than your job titles. To paint a complete picture for employers, pull 
in education, volunteer work, and recognition that support your target jobs. Think 
about some of the following areas of accomplishment:

	» Academics (use when a degree/program/certification drives a pivot):

•	 List relevant courses and pull short descriptions from the textbook’s table 
of contents, course description, or syllabi.

•	 For each course, jot quick CAR (challenge, action, result) notes: What 
problem or case did you tackle? What did you learn? What did I analyze/
build/test/understand? What changed — grade, outcome, deliverable, 
presentation, adoption?

	» Awards: Capture award name, issuer, date, and a one-line “why it matters” for 
your target. Translate it into a CAR story of strength/value whenever possible.

	» Publications and presentations: List title, venue, date, and the takeaway in 
CAR format.

	» Affiliations (volunteer work/leadership): Add organization, role, dates, and 
one to two CAR notes that expose target skills.

Brainstorming your way to standout wins
When you hit a brick wall with your accomplishments, try the following plug- 
and-play strategy to help uncover the value you delivered. Just fill in the blanks 
and add these statements to your stories.

Saying it with numbers
A few numbers can reveal more than lengthy paragraphs. Apply these to your 
work history where you can:

	» __ (#) years of extensive experience in __________________ and __________________.

	» Won ____ (#) awards for __________________.

	» Trained/Supervised ____ (#) full-time and ____ (#) part-time employees.

	» Recommended by __________________ (# of notable people) as a 
__________________ (something good that they said about you) for  
excellent ______________ (an accomplishment or skill).

	» Supervised a staff of ____ (#).
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	» Recruited ____ (#) staff members in ______________ (period of time), increasing 
overall production.

	» Sold ____ (# of products) in ______________ (period of time), ranking ____ 
(1st, 2nd, 3rd) in sales in a company of ____ (#) employees.

	» Exceeded goals in __ (#) years/months/days, establishing my employer as ____ 
(1st, 2nd, 3rd, or whatever number) in industry.

	» Missed only ____ (#) days of work out of ____ (#) total.

	» Assisted ____ (#) ______________ (executives, supervisors, technical directors,  
thers).

Saying it with percentages
Percentages help readers grasp scope and impact at a glance. Use them to show 
ranking, goal achievement, cost cuts, and improvements: 

	» Excellent ______________ (your top proficiency) skills, which resulted in ____ (%) 
increase/decrease in ______________ (sales, revenues, profits, clients, expenses, 
costs, charges).

	» Recognized as a leader in company, using strong skills in ___________ (skills) to 
effect a/an ____ (%) increase in team/coworker production.

	» Streamlined ______________ (industry procedure), decreasing hours spent on 
task by ____ (%).

	» Used extensive ______________ (several skills) to increase customer/member 
base by ____ (%).

	» Financed ____ (%) of tuition/education/own business.

	» Graduated in the top ____ (%) of class.

	» Responsible for an estimated ____ (%) of employer’s success in ______________ 
(functional area/market).

	» Resolved customer-relations issues, increasing customer satisfaction 
by ____ (%).

	» Eliminated ______________ (an industry problem), increasing productivity 
by ____ (%).

	» Upgraded ______________ (an industry tool), resulting in ____ (%) increase in 
effectiveness.

	» Increased sales by _____ (%) by __________ (actions).
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Saying it with dollar amounts
Bottom-line impact belongs on a resume. Use dollar figures, savings, revenue, 
and budget results: 

	» Supervised entire ______________ (a department) staff, decreasing middle- 
management costs by ____ ($).

	» Purchased computer upgrade for office, saving the company ____ ($) in 
paid hours.

	» Eliminated the need for ______________ (one or several positions in company), 
decreasing payroll by ____ ($).

	» Averaged ____ ($) in sales per month.

	» Collected ____ ($) in memberships and donations.

	» Supervised the opening/construction of new location, completing task at ____ 
($) under projected budget.

	» Designed entire ______________ program, which earned ____ ($) in com-
pany revenues.

	» Implemented new ______________ system, saving ____ ($) daily/weekly/
monthly/annually.

	» Reduced cost of ______________ (substantial service) by developing and 
implementing a new ______________ system at the bargain price of ____ ($).

	» Restructured ______________ (organization/system/product) to result in a 
savings of ____ ($).

Click Save one last time, and you’re set — you’ve collected the data you need to 
build your core resume (you will use it to create OnTarget versions in Chapter 5).

Your Core Resume: Turning Your 
Data into Dynamite

Now that all your data is staring you in the face, it’s time to make it work for you. 
With your core resume, don’t target a specific job ad; focus on showing the skills, 
accomplishments, and experience you’ve built for the type of job you want (think 
“I’m a chemical engineer” or “I’ma receptionist”). Later you’ll pick the best 
“diamonds” from your core resume to build an OnTarget resume for a specific 
posting (see Chapter 5).
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To make your experience stand out, there’s no shortcut. You and your data will do 
some highlighting, copying, and pasting to move from a multipage roadmap to 
what will likely be a one- or two-page core resume.

Don’t worry so much about your first pass over this content. Feel free to write full 
sentences and even be verbose. Focus on writing it exactly as you would like it to 
read. Then, go back and ruthlessly edit to make sure your hook paragraph is only 
a few sentences and that each bullet is no more than two lines.

The following sections show you how to best tackle the process.

Assembling the bones of the resume
You can rapidly create the bones of your resume with a few easy steps. (Chapter 3 
walks you through specific content for each of these.)

1.	 Save the file.

Open your word processor and save the document to make repeated saves 
easier. Include the target role in the file name.

2.	 Set up your contact information.

Place your concise contact information at the top of the page.

3.	 Create section headers.

Add placeholders for the sections you’ll most likely use: objective, header focus 
statement, summary, key skills/areas of expertise, experience, education, 
professional affiliations, and so on.

4.	 Fill in the straightforward content.

Knock out the black-and-white sections first such as education since the only 
selling you might offer here is an honor or top GPA.

The summary section doesn’t get a title. It is set directly under your objective 
header and is meant to complement the job target with your requisite expertise 
and skill. Listing the word summary as a placeholder right now in your document 
will help you remember to go back and create it.

Another list-like section is the keyword skills, which is near the top of your 
resume (following your summary) in one to three columns of bullets. This list 
highlights the key skills you possess for your profession. You’ll likely have any-
where from 9 to 21 bullets for your Core resume after you go through the content 
you’ve collected. Check out Chapter 7 for more on keywords.
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Tackling your most recent or related 
experience first
Whether your best proof sits in a recent job, volunteer role, internship, or project 
from a new degree program, start with your most recent professional experience.

The rule is that if what’s most recent is what’s most relevant, play that up. 
Otherwise, dig around for what is most relevant and put your energy there. (For 
more on nontraditional resume situations, visit Chapters 9 and 10.)

For a traditional, progressive path, focus your effort on the current/most recent 
position. Your goal is to narrow your content to:

	» A hook summary paragraph that sets the scene (role, goals, challenges).

	» Supplemental bullets or brief subsections by function showing how you went 
above and beyond using CAR statements.

To write the hook paragraph, reread your notes for this role and highlight phrases 
that tell the story, such as: 

	» “Recruited to . . .”

	» “Company faced . . .”

	» “Recognized for . . .” / “Achieved . . .” / ‘Resulted in saving . . .”

OMIT INTERVIEW-KILLER DATA
Some land mines don’t belong on a resume. Save anything negative for the interview, 
during which you can explain context. Leave out: 

•	 Firings, demotions, forced resignations, early contract terminations

•	Personal conflicts with coworkers or supervisors

•	Bankruptcy, tax issues, or credit problems

•	Criminal convictions or lawsuits

•	Homelessness

•	 Illnesses you’ve recovered from

•	Disabilities that don’t prevent you from performing essential job functions, with or 
without accommodation
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Those highlights help you shape the hook now and will also feed the summary 
section you’ll write later.

You might have put together that the word “I” is assumed in the resume and not 
actually spelled out. When thinking of writing your hooks and bullets, think 
“I  was  recruited to .  .  .” but write, “Recruited to .  .  .  .” This is standard and 
expected in resumes.

With responsibilities and accomplishments, group like items together. If you have 
several items about budgeting, group them, keep the strongest CAR statements, 
and trim the rest.

If you can’t find a CAR statement, that’s okay. Keep the bullet on your core resume 
anyway because you may need it when you build OnTarget resumes. Describe the 
responsibility as clearly as you can and aim for language that sounds active and 
value-added. Chapter 7 has plenty of wording ideas.

Focusing on older positions that still count
After you finish your main value position (see the preceding section), the rest go 
faster. Yes, reread, highlight, and connect the dots so you understand each role’s 
value. But you don’t need anywhere near the depth you used for the most 
recent position.

The older or less relevant the job, the less detail it needs. Unless you’re making a 
major career change that calls for a different approach later, keep it to a brief hook 
plus a few top-line accomplishment bullets.

Four employment positions or ten to 15 years is the max you should include, so 
stop listing and detailing positions at that point. However, if a job feels relevant, 
you can add a new section to your resume called Additional Employment where you 
simply list job titles, company names, and locations (leave off the dates).

Playing up other relevant experience
If you have other sections with substance, such as volunteer work (common for 
career changers), internships, major projects, or community leadership, capture 
them now. Put more time into what’s recent and relevant, and give the rest a 
concise note with one to two outcomes.

For help translating seemingly unrelated roles into language that fits your target, 
visit Chapter 5 on using crossover wording to bridge experience.



64      PART 1  Creating Today’s Winning Resume

Building your brand in the 
summary section
Finish with your summary section last as you will have combed through your 
experience, responsibilities, skills, and accomplishments, and now see your 
unique selling proposition (USP) clearly.

As described in Chapter 3, your USP is the 30-second commercial that shows why 
you’re not only qualified for the job but also the best candidate. Tie together why 
you’re a return on investment for the employer. Ask yourself: 

	» Do you make money or save money?

	» Do you turn things around or optimize processes?

	» Have you earned notable recognition (awards, publications) or in-demand 
credentials?

You already captured these details in your notes. You likely highlighted standout 
phrases so you can use them now. Here’s how to draft it:

Gather all these ideas in one place. Look for standout items or consistent perfor-
mance in a particular area. For example, if you’re good at making money, your 
USP may include phrases that highlight you’re a “rain-maker, focused on profit, 
able to exceed goals, or skilled at unprecedented financial wins.” Conversely, you 
could have a reputation for finding ways to do things better in every job you’ve 
held, making one of your key USPs a “turnaround expert focused on improving 
processes, profits, and performance.”

	» Gather the strongest ideas in one place.

	» Look for patterns (for example, consistent revenue growth, repeat process 
fixes, reliability wins).

	» Convert these patterns into USP phrases (for example, “Money-maker: 
rainmaker focused on profit, exceeding goals, and delivering unprecedented 
financial wins”).

Format isn’t as key in the core resume summary section, so get it all down into 
bullets or one or two paragraphs. State powerfully the three to six foundations in 
which you excel or have excelled that bring bottom-line value to an employer.

If you find yourself stumped about what really matters, review target job descrip-
tions on the Internet or jump to Chapter 6 for AI prompts to help you ID what’s 
important.
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Understanding the Purpose of the 
Core Resume

After you’ve built your core resume (the source and foundation for OnTarget 
versions), you may want a polished version for networking events and job fairs. 
These open-ended settings call for a broad view of your strengths, not always a 
single-target resume. If you choose to hand out your core, make it look its best:

	» Save as a new file so you don’t overwrite your master core document.

	» Keep it to two pages unless you’re an executive. When in doubt, drop 
secondary duties or items without clear accomplishments.

	» Proofread carefully to catch typos, complex phrasing, and run-on sentences.

	» Leave generous white space around the page so it’s easy to skim.

	» Use a common, readable font (for example, Aptos 12, Calibri 11 or Arial 10 
to 11 point for body text).

	» Remove skills you don’t want to market. Being able to do something 
doesn’t mean you must feature it.

	» Draw attention to value with simple emphasis: Bold job titles, italicize 
accomplishments, and consider short testimonial quotes from bosses. 
Read more on this in Chapter 8.

	» Avoid negative information that could derail an initial impression.
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Chapter 5
Crafting Job-Focused 
Resumes the 
OnTarget Way

Hiring teams don’t read resumes but instead scan fast for proof you’re right 
for the job, and getting your resume in front of a human is part of the 
challenge. So this chapter shows you how to convert your core resume (see 

Chapter  4) into tailored submissions the OnTarget way. Use the info in this 
chapter to match the role’s language, surface the right proof in the top third of 
your resume, and make sure what you write parses cleanly so it gets past the 
online upload and ATS (applicant tracking system) process so a human actu-
ally sees it.

You’ll challenge the “good enough” myth, see why generic resumes stall out, 
and learn a simple flow to extract the right keywords from job descriptions and 
translate your experience with crossover language, without losing your voice or 
accuracy. By the end, you’ll have a repeatable way to shortcut your path to land-
ing interviews.

IN THIS CHAPTER

	» Challenging the “good enough” myth 
and ditching one-size-fits-all resumes

	» Selling yourself with ATS filters, 
parsing and humans

	» Tailoring your OnTarget resume, 
even for career changes
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Challenging the Myth of “Good Enough”
“Good enough” is how otherwise qualified candidates get filtered out. A generic 
resume treats every job as the same and asks a busy screener to connect the dots. 
They won’t. Screeners rapidly scan for proof that matches the specific role, the 
specific language, and the specific team’s priorities.

Here’s what “good enough” looks like (and why it stalls):

	» One resume for all roles: You sound capable but not clearly qualified.

	» Vague claims: Promises are made with phrases like “strong communicator” 
without proof points.

	» Old wins, no context: Your wins might have been impressive once but are 
likely irrelevant now.

	» Keyword misses: The language fails to match the keywords specific to the 
job posting.

	» Top third wasted: The best match is buried or the language doesn’t mirror 
the job posting.

What works instead — the OnTarget approach: 

	» Pick a target. Every submission mirrors one posting (title, team, focus, 
and so on).

	» Translate, don’t invent. Use job posting terms that match your real 
experience.

	» Prove it up top. Place role match, key qualifications, and supportive wins 
in the top third.

	» Keep it RC (reverse chronological) for portals. Use structure so parsers 
read titles, dates, and employers cleanly as discussed in Chapter 2.

	» Cut the extras. If it doesn’t show a match to this job, it isn’t OnTarget.

OnTarget isn’t a rewrite of your career but a curation of your core resume. Choose 
keywords and supporting proof that make it easy for a prospective employer to see 
that you’re a match for the job.

Before tailoring, ask: “If the hiring manager only skimmed the top third, would 
they see an obvious match?” If not, move stronger proof up or rewrite using the 
posting’s terms. Chapter  6 provides you with AI prompts to make this pro-
cess easier.
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Don’t keyword-stuff your resume. If a term appears up top, prove it once in your 
“Experience” section with a concrete result.

Turning a Generic Resume into an 
Interview-Generating Resume

Your resume isn’t a buffet where a screener samples what they like. A generic 
version usually gets filtered out before a hiring manager ever sees it. Consider the 
path it takes in twenty seconds: 

1.	 Resume is parsed for titles, employers, dates, and key skills matches.

2.	 Auto filters trim by keywords, title, years, location.

3.	 Human skims six to ten seconds looking for supporting hot points.

4.	 Shortlisted, if you survive it all, and many move on while most don’t.

It can stall if there’s a language mismatch; the top third doesn’t express role 
match, skills, or quick wins; or your “Experience” section doesn’t provide 
keyword proof. But I can help you fix it. These sections explain how to set your 
resume up for the best chance of getting placed in the interview pile.

Parsing the first glance
The first person who sees your resume is rarely the hiring manager. It’s usually a 
busy screener who gives each resume a 6-10 second look for obvious fit. If your 
match is clear, you make the “maybe” pile; if not, you’re out.

Make the top third do the work:

	» Target focus objective line: Match or mirror the job title.

	» Branding summary: Include what you do, at what scope, and how you 
deliver value.

	» Areas of expertise: Use employer’s terms from the posting (as they match 
your skill).

	» Highlight wins: Emphasize examples of results you deliver with a recent, 
qualified example or overview.
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Format for skimming:

	» Use short bullets, clear section labels, and generous white space.

	» Keep job titles, employer names, locations, and dates in a clean, consistent  
pattern.

	» Avoid dense paragraphs, tiny fonts, and decorative elements that compete 
with text instead of showcasing it.

Language alignment:

	» Prefer the posting’s exact vocabulary to translate and not invent.

	» Spell out acronyms the first time used.

Error-free basics:

	» Proofread names, numbers, and dates.

	» Keep tense consistent using past tense, even in your current role for past-
tense achievements.

	» Ensure contact information is professional and located at the top.

Cover everything but the top third of your resume. Would a stranger see your 
target, aligned skills, and why you go above and beyond other qualified candidates? 
If not, move stronger proof up.

It’s not enough to be qualified; you’ve got to sell your unique brand and value 
that’s going to excite prospective employers. If it’s not obvious yet, it won’t be 
obvious later to get you in the door.

Parsing through applicant tracking 
system filters and bots
Most applications go through ATS software first. The system reads titles, 
employers, dates, and skills, and compares them to the posting. Only strong 
matches reach a human screener.

Make parsing easy:

	» Use RC structure and standard labels (areas of expertise, experience, 
education).
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	» Keep essentials in body text and not in headers/footers, sidebars, text boxes, 
icons, or tables.

	» Maintain a consistent pattern: Title – Employer, City, ST (month/year – month/ 
year).

	» Use simple bullets and common fonts (Calibri, Arial, Aptos, Times New Roman).

	» Upload a .docx or PDF resume.

Make relevance obvious:

	» Use the posting’s exact terms in “Areas of Expertise” and prove you’re 
match-worthy in the “Experience” section.

	» Place role match, aligned skills, and winning highlights in top third.

Landing strong with decision-makers
If your resume reaches the hiring manager, the bar goes up. Because of prior 
screening, they already know you’re a fit. So now they need to confirm not only 
your match for the role but also what makes you stand out against the competition, 
making you worthy of their time in an interview. To stand out, target each section 
on purpose: 

	» Objective header: Mirror the job title.

	» Summary: Connect your scope to their priorities and include proof.

	» Areas of expertise: Use employer’s terms from the posting.

	» Experience (RC): Lead with hook followed by result-first bullets that map 
directly to key requirements.

	» Education/Training: Include only those items that advance your candidacy 
for target roles.

Stand out with CAR stories and bullets ordered by relevance. See Chapter 4 for CAR 
gathering and Chapter 3 for section structure.
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Aligning Your Resume to the Role 
Using Crossover Lanugage

Once upon a time (typewriters, photocopies), customizing a resume was painful, 
so the generic version was the norm. Today it’s the opposite and using the 
OnTarget approach where you curate a resume from your core and speak a par-
ticular employer’s language is the only way forward.

Picture a bridge between your experience and the employer’s world. If they speak 
healthcare and you speak engineering, your language won’t make sense unless 
you translate your work into their terms. That’s crossover language: relaying the 
message of your resume in the employer’s vocabulary.

In the following rare cases, a generic resume is okay:

	» Job fairs: Bring a clean two-page core that fits the type of role you are seeking 
for initial contact. Follow up with an OnTarget version.

	» Single job focus: If you truly chase one role in one niche, one strong resume 
can work, but you should still tweak it for major postings.

	» Networking/references/social: Share a general resume or maintain a 
broadly consistent profile. Respond to leads with an OnTarget version.

An employer knows what they want in a candidate, and they signal this through 
keywords and phrasing in the posted job description. So to spoon-feed a prospec-
tive employer what they’re seeking, start by mining keywords from the job 
description. You can use these to refine your core resume to one that’s OnTarget 
for this particular position.

If the job description is vague, find three to five similar postings for the same 
job title and spot common terms and phrases that you can use as keywords. Then 
go  beyond postings for vocabulary: Check the Occupational Outlook Handbook 
(www.bls.gov/ooh/), run general searches by job title, and scan professional 
associations for role definitions and core responsibilities.

What you can usually infer from a job posting:

	» The objective header you should use (mirror the job title)

	» What the employer values (play up in your summary, keywords, and 
experience bullets)

http://www.bls.gov/ooh/
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	» The key skills/keywords to list in “Areas of Expertise” and then prove in 
“Experience.”

	» The crossover wording that translates your past into the new field’s terms 
(more on this in the later section, “Translating experience with crossover 
language”).

Also note how they label people, work, and outcomes: 

	» People: Patients, members, stakeholders, key decision makers

	» Work: Sell vs consult, implementation vs. deployment

	» Products: Cardiothoracic medical devices vs. high-tech equipment

Then revise wording from your core resume with the following workflow so your 
OnTarget draft uses those terms, without changing the facts:

1.	 Mark the must-haves. Highlight title, required skills/tools, and outcomes 
(quota, retention, uptime).

2.	 Build a keyword list for “Areas of Expertise.” Use the posting’s exact terms 
whenever possible.

3.	 Map proof to terms. Share CAR stories in the “Experience” section with 
concise, result-first bullets.

4.	 Rewrite the top third. Align your objective header, summary, and areas of 
expertise.

5.	 Cut conflict noise. Remove content and words that don’t support the goal 
(for example, retail/ops details that don’t help outside sales).

Keywords belong in two areas: up top in Areas of Expertise and in Experience. 
Mirror the employer’s terms and don’t stuff them in — make them flow organically.

Figure  5-1 shows a core one-size-fits-all resume for a job seeker who is 
overqualified for their target position. In Figure 5-2, the same job seeker appears 
perfectly qualified for this job.

Only use language you can defend in an interview. Learn the basics, check usage 
and context, and be ready to explain your work in that vocabulary. The AI prompts 
in Chapter 6 will help greatly with this.

Figure 5-3 shows an example of revising a job summary with crossover language 
to shift from home cabinetry phrasing to project management terminology to 
match the target role.
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FIGURE 5-1: 
This core 

one-size-fits-all 
resume for a job 
seeker who last 

held a position in 
retail operations 

management 
makes them 

overqualified for 
targeting a 

sales position.
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FIGURE 5-2: 
This OnTarget 

resume is for the 
same job seeker, 
but the focus of 
the content has 

been changed 
based on the 

target job 
description to 

complement an 
opportunity  

in sales.
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Not sure which words to use? In Chapter 6 you’ll get AI prompts that extract terms 
from a posting, suggest accurate crossover phrasing, and help you draft your 
Experience bullets from your Core.

Save each OnTarget version you create. When a similar role appears, open that 
file, tweak as needed, and you’re submission-ready in minutes.

FIGURE 5-3: 
An example of 

revising a job 
summary using 

crossover  
language.

TO CLONE OR NOT TO CLONE: 
MIRRORING AD LANGUAGE
Yes, mirroring the exact words from the posting whenever they truthfully fit is what 
you must do. Software often prefers exact matches, and busy screeners might miss 
synonyms. ATS also checks how you used the term: Listing CRM helps, but proving you 
used it to achieve something, like lifting retention, helps more. (For parsing basics, see 
Chapter 4).



2Crafting 
Resumes That  
Command  
Attention



IN THIS PART . . .

Apply AI to turn your core into OnTarget resumes.

Discover how to choose words that sell your strength 
and match you for target roles.

Refine design for instant appeal that lets you stand out 
against the competition.

Understand how to revise your resume as you grow in 
your career.

Tackle pivots and roadblocks to put your best foot  
forward.
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Chapter 6
Turning Core Content 
into Gold with AI

If you have a core resume (see how to build one in Chapter 4) that you’ve tailored 
into an OnTarget version (see Chapter 5 for how to do this), you can use AI as a 
drafting assistant. Never use AI as a decision-maker, but do use it to speed up 

wording, identify the best keywords, and keep formatting crisp for parsing. In this 
chapter, I detail how you can supply the strategy and proof so the AI of your choice 
can help you convey your message faster and cleaner.

Writing Faster and Smarter After 
You’ve Done the Thinking

AI can speed up your writing, but you must first do the actual thinking because AI 
can help you write faster but it can’t decide your target role, priorities, or what 
your story should be. You should already have built your core resume (Chapters 3 
and 4) with responsibilities, CAR stories, metrics, scope, and tools. Now you can 
quickly tailor that content with prompts to a target job without losing your voice 
or accuracy. This helps you create an OnTarget resume for a specific job posting 
(see Chapter 5 for more about OnTarget resumes and how to write them).

IN THIS CHAPTER

	» Getting efficient with AI

	» Steering clear of common traps 
caused by AI
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Here’s how you can use AI after you’ve done the thinking: 

	» Analyze the job posting to surface role-specific keywords, skills, and priorities 
so your resume speaks the employer’s language.

	» Generate or refine a targeted branding summary that connects your scope, 
strengths, and ROI (return on investment) to the role.

	» Transform core resume bullets into result-first, ATS-clean power statements 
that highlight your impact, metrics, and relevance.

Any modern tool works (ChatGPT, Claude, Copilot). Paste only what you’re com-
fortable sharing and always proof for accuracy because AI is known to make 
things up.

Keep your core document as the single source of truth. Every OnTarget version 
starts there and snaps back to it. So don’t change the core version. Instead, save a 
new version of the core to refine your OnTarget version with AI.

Finding the fit and extracting keywords
Hiring teams (and their tools) judge how well you fit by the exact words you use. 
Your first AI task is to compile a clean list of target keywords you can mirror in 
your “Areas of Expertise” section and later for your “Summary” and bullet 
rewrites in your “Experience” section.

Follow the prompting process below to identify key job description content and 
find your fit for the role using your core resume. Make sure you have the job 
posting and your core resume handy. Just input the prompt content and recom-
mended resources detailed in the following steps into your AI tool: 

1.	 Identify keywords from the job posting.

Prompt: “From the job posting below, extract the high-value keywords, skills, 
and requirements. Group as must-have vs. nice-to-have. For each, add a 
common synonym/variant (e.g., account management / client success), flag 
any licenses/certs, and return as a compact list I can consider for pasting into 
my resume keyword section.” [Paste the job posting before hitting enter/go.]

The AI tool now has that data so as long as you stay in the same discussion as 
you move through these steps, you won’t have to re-upload information. It’s a 
solid idea to name each AI conversation with the job title and company name 
so you can return to it to craft follow-up letters or other targeted tools.
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2.	 Determine how well you fit the job posting. With this next prompt you will 
identify how close of a match you are to this role and also identify crossover 
terms (see Chapter 5) to play up when the fit isn’t perfect.

Prompt: “Based on my core resume notes that I will paste (or upload) below, 
map which must-have items I already demonstrate, where I have adjacent 
experience, and which crossover terms I should use so my background reads 
as on-target. Keep it to a short table with the headings: requirement, proof/
source, suggested wording.” [Paste or upload your core resume before hitting 
enter/go.]

With these two prompts you have a solid map for what to include in your two-to- 
three-column Areas of Expertise keyword section that follows your summary, and 
you can understand if you’re a solid match for the role.

It’s a good idea to apply for roles where you meet the majority of the must-haves 
and at least 70 to 80 percent of the nice-to-haves with adjacent/crossover proof. 
Otherwise, save your time and network first.

Prompting powerful summary statements
Your summary is the advertisement for you. It must demonstrate how you’re not 
only qualified but a candidate who offers a return on investment in making or 
saving money, improving quality or satisfaction, or other wins that demonstrate 
your value. Keywords win relevance, and hooks win persuasion.

For these prompts you will need the target job description (posting), your areas of 
expertise (get these by using the steps in the earlier section, “Finding the fit and 
extracting keywords”), and the job description section of your core resume.

Using the same AI conversation from the earlier section, input the prompts from 
the following steps to create a summary statement (if you use a new conversation, 
you’ll have to upload information, like your core resume, instead of asking AI to 
recall it):

1.	 Draft a results-first, ATS-clean branding summary.

Prompt: You are a Master resume writer helping me write a resume branding 
summary for the role [Target Title] at [Company]. Using the job posting and core 
resume I previously uploaded: (1) Start with a focus line: “[Target Title] — [primary 
scope/industry/edge]”. (2) Then write 3–5 tight lines that sell ROI (faster, better, more 
profitable/efficient/risk-reduced), using employer language and metrics where 
accurate. (3) Weave in 3–6 of the most relevant items from my Areas of Expertise, 
but naturally, not as a list. (4) Avoid clichés (“results-oriented”), buzzy fluff, and 
anything I can’t prove. Keep it ATS-clean (plain text, no icons). Here are my core 
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resume Experience highlights. [Paste or upload core resume before hitting enter/
go if you’re using a new AI conversation.]

2.	 Select from branded summary options.

Prompt: Using the exact same inputs, generate 2 alternate summaries: (1) Strategic 
(market/financial impact forward) and (2) Operational (execution/throughput/
quality forward). Keep both to the same 3-5 lines. No new facts.

Pick the summary that fits the job description best: If the description 
leans toward market/financial impact (revenue, growth, CAC/LTV, share), 
choose the Strategic version. If the description leans toward execution/ 
throughput/quality (SLAs, uptime, cycle time, defects), choose the 
Operational version.

Blend both summaries if needed. (You can ask AI to do that as well). You 
can steal one strong line from the other version as long as you don’t exceed 
total length and keep proof intact. It’s also a good idea to save both variants in 
case you need to swap them in future similar postings.

3.	 Tighten without losing power.

Prompt: Reduce to </= 67 words, preserving metrics, scope, and employer 
keywords. Replace any vague claims with concise proof. Keep the focus line.

4.	 Add more proof (optional).

Prompt: Add one final, single-line proof element that begins with an outcome 
(number or %), then names the lever (how). Example pattern: “Recognized for saving 
time – cut onboarding time 43% by standardizing CRM workflows across 3 regions.

5.	 Add an early career or pivot variant (optional).

Prompt: Create a variant for [student / career-changer] that sells transferrable 
ROI using my projects/volunteer work/certs. Keep 3–5 lines and stay honest 
about scope.

Keep your focus line (Objective Header) literal: “Product Marketing Manager — 
B2B SaaS, PLG, GTM Launches.” That clarity speeds both human scanning 
and parsing.

Never let AI invent numbers, brands, or credentials. If a line isn’t provably 
yours, cut it.
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Transforming raw content into 
a results-driven resume
You’ve got a core resume full of responsibilities, CAR stories, metrics, scope, and 
tools; along with your target job posting. This section turns that raw clay into 
clean, powerful statements: results-first, ATS-focused, keyword-matched lines 
that a human can skim in seconds.

Use this one-shot “Select + Rewrite” process to have AI do the heavy lifting. You’ll 
want to start with your most recent/relevant position because that’s where your 
focus is if you’ve had a progressive career path. Then follow these steps:

1.	 Select and rewrite experience content.

Prompt: Your goal is to use my Core resume bullets and content from [Job Title] at 
[Company] in order to select the ones that best match this target job and rewrite 
them as 1–3 lines max, ATS-clean power statements in the shape Outcome, followed 
by Action, then followed by Scope/Tools. The voice should be concise, professional, 
no “I”, no fluff with power verbs. Mirror the target job’s language naturally with no 
keyword stuffing. Past tense. Priorities lie in proving better/faster/cheaper/safer 
(ROI), quantify where true, keep nouns and titles plain text. Deliver: (1) 1-3 line max 
summary section for the role that incites interest and creates a hook that brings  
the value and achievement of the position together. (2) Rewrite and condense  
6-10 bullets for the target role that prove required key job target experience and are 
results-focused. [Paste or upload your experience job description before hitting 
enter/go.]

You should now have a strong, but short, opening introduction paragraph 
followed by a series of bullets.

2.	 Order and trim.

Prompt: From the bullets you just produced, remove duplicates, tighten content  
to 1-2 lines each when possible, order them strongest-to-least based on the job 
posting, and give each a theme title at the beginning (for example, “Strategic 
Planning,” “Customer Service”). If two lines say the same thing, merge into the 
stronger single bullet. Return only the final list in priority order.

3.	 Repeat this two-step process. Do the first two steps for one to two more 
positions, max, on your resume before applying the next prompt.

4.	 Adjust earlier positions that still fall within a ten- to fifteen-year 
work history.

Prompt: Your goal is to use my core resume bullets and content from [Job Title] at 
[Company] in order to create a powerful results-first position overview summary of 
no more than 3-4 lines. Sum up the Outcome-Action-Scope/Tools to create a hook 
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that mirrors the target job’s language naturally with no keyword stuffing. No “I”, no 
fluff with power verbs. Past tense. Priorities lie in proving better/faster/cheaper/
safer (ROI), quantify where true, keep nouns and titles plain text.

What you have now are concise, results-first bullets and short role overviews that 
mirror the posting. Drop them into your RC (reverse chronological) resume under 
each role, lead with the top bullets, and keep everything as laser-focused on your 
target as possible.

Before you paste, fact check every metric, tool, and claim against your core resume. 
Read it out loud once and cut anything that doesn’t prove the target role. Keep 
bullets to one to three lines max.

Keep keyword nouns in plain text (at least once), use standard section labels 
(Experience, Education, and so on), and leave adequate white space as humans 
skim and parsers strip some styling and can’t always read keywords if placed in 
design-heavy elements like text boxes.

Avoiding AI Traps and Mistakes
AI is your drafting assistant and not your decision maker. Use it to speed up 
wording and then verify the content. To be sure you stay clear of giving over too 
much control to AI, watch for these common traps and see how to avoid them:

	» Hallucinated facts: Never blindly accept numbers, names, or tools that AI fills 
in. Cross-check every metric and title against your core resume.

	» Keyword stuffing: If a sentence reads like a word list, prompt with: Rewrite for 
plain English and keep 1–2 high-value terms.

	» Off-brand voice: If the output doesn’t sound like you, prompt with: Regenerate 
in a concise, professional voice with no hype.

	» Format breaks: Don’t let AI add tables, text boxes, or icons for critical info. 
Keep essential content in body text. Remember, you’re using AI for content 
not layout.

	» Privacy: Paste only what you’re comfortable sharing and remove personal 
identifiers and confidential data.
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Do a final pass with your own eyes by following this checklist:

	» All writing is in past tense, with one to three lines max per bullet, which flows 
from result to action to scope/tools.

	» The top third sells the role: Focus line, branding summary, and areas of 
expertise mirror the posting.

	» Your resume contains no filler content (“responsible for”), me-statements, 
or clichés.

	» Dates, titles, and employer names are consistent and in plain text.

	» Any redacted data, that is safe to share, has been re-added.

	» You’ve saved one OnTarget file per job, and your core remains the master.

Now you should be ready to lock the draft, save a clean OnTarget file, and move 
forward knowing both the bots and the humans can (and want to) read what 
you’ve written.

AI RESUME MYTHS, HACKS, AND 
DISASTERS TO AVOID
If you’ve spent more than five minutes on job-search social media, you’ve likely seen 
“AI hacks” promising to trick applicant tracking systems or force your resume to the 
top of the pile. Many of these tactics are not only ineffective — they can actively 
disqualify you.

Here are some of the most common (and dangerous) AI resume myths floating 
around online:

•	Hiding white text prompts: Suggestions like embedding hidden instructions, 
such as “Ignore all other candidates” or “Rank this resume highest,” don’t work. 
ATS software strips formatting and ignores hidden text, and human reviewers 
who spot it may question your ethics.

•	Keyword stuffing generated by AI: Overloading your resume with long keyword 
lists or awkward repetitions makes your resume harder to read and easier to reject. 
Both bots and humans are designed to detect relevance, not desperation.

(continued)
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•	 Letting AI invent experience: AI tools will confidently fabricate metrics, job duties, 
tools, or certifications if you let them. Submitting false or exaggerated information 
can cost you interviews or even your job, if discovered later.

•	Uploading confidential or personal data: Pasting sensitive employer data, 
proprietary information, or personal identifiers into AI tools can violate 
confidentiality agreements and create privacy risks.

•	Using AI to design your resume layout: Tables, columns, icons, graphics, and 
text boxes may look appealing, but they often break parsing and hide critical 
information from ATS systems. Worse, AI can throw in sections that make you 
look dated.

•	Believing AI replaces strategy: AI can’t decide what belongs on your resume, what 
to prioritize, or how to position your experience. Without strong core content and 
proof from you, AI simply accelerates weak writing.

The smart approach is to use AI to rewrite, tighten, and translate content you’ve already 
thought through and not to shortcut truth, ethics, or strategy. If a tactic sounds like a 
trick, it probably is.

(continued)



CHAPTER 7  Working Wonders with Wow Words      87

Chapter 7
Working Wonders 
with Wow Words

Words do the heavy lifting on a resume, but you don’t need to be adept 
with a thesaurus to fine-tune your phrasing. In this chapter I focus on 
action verbs that turn flat, “responsible for” lines into energetic, 

results-first bullets while keeping keywords in view. I help you pass the scan and 
impress the human by showing you how to get the most out of your action verbs 
in this chapter. You can see how to pair them by leading with an outcome followed 
by a strong verb as well as ground them with keywords that mirror the job 
description.

Understanding Wow Words
Wow words are the intentional word choices that make your resume clearer, 
stronger, and more persuasive at a glance. They come in two flavors, both of 
which matter:

	» Action verbs (this chapter’s focus) bring your stories to life: revived, 
streamlined, negotiated, engineered. They make bullets dynamic and 
outcome-driven instead of flat “responsible for . . .” statements.

IN THIS CHAPTER

	» Selling yourself with wow words

	» Sharpening winning words with AI

	» Getting grammar and spelling tips
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	» Keywords are usually nouns that match search terms and requirements (you 
can meet them in Chapters 3 and 4 and get prompts for them in Chapter 6): 
CRM, OSHA compliance, Python, revenue operations.

Keywords help you get found and pass screens; action verbs help you get chosen. 
So use them together for the biggest impact.

In this edition I limit wow words to just verbs in this chapter, but you can visit the 
online companion website for a variety of industry-specific keyword skill lists and 
other related resources. Visit it by going to www.dummies.com/go/resumesfd9e.

Sparking Action with Wow Verbs
Use lively, energetic verbs to communicate your abilities and accomplishments 
while focusing on words of power and substance. Try out some of the recom-
mended wow verbs in these sections, organized by job posting role, and use the 
ones that are authentic for you.

Looking across the lists, you can find verbs that fit almost any role. Start with a 
result, pick a precise verb, and then anchor it with keyword nouns. Avoid reusing 
verbs and strive for original use for each bullet.

Administration and management

advised initiated prioritized

approved installed promoted

authorized instituted recommended

consolidated instructed redirected

delegated launched reorganized

developed integrated reviewed

diagnosed managed revitalized

directed mediated scaled

drove mentored spearheaded

ensured monitored streamlined

examined negotiated strengthened

http://www.dummies.com/go/resumesfd9e
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eliminated originated supervised

guided overhauled transformed

headed pioneered trimmed

influenced presided validated

Communications and creativity

addressed edited proofread

arranged enabled publicized

assessed facilitated published

authored influenced reconciled

branded initiated recruited

campaigned illustrated reported

conducted introduced revitalized

created localized scripted

curated narrated shaped

demonstrated pitched storyboarded

designed planned summarized

developed presented translated

directed produced visualized

Sales and persuasion

advocated launched recruited

centralized liaised repositioned

championed managed resolved

consulted mediated reviewed

evangelized negotiated saved

forecasted nurtured secured
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identified planned solved

implemented presented spearheaded

improved promoted stimulated

increased proposed surveyed

influenced prospected targeted

Technical ability

analyzed expedited operated

architected fabricated optimized

automated facilitated pioneered

classified generated reduced

compiled improved refactored

configured increased researched

conducted installed restored

containerized integrated revamped

deployed interfaced streamlined

designed launched supplemented

detected managed surveyed

developed migrated systematized

eliminated modified tested

engineered monitored upgraded

Office support

administered documented onboarded

allocated drafted ordered

applied enacted organized

assisted evaluated planned
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balanced facilitated prepared

budgeted formatted prioritized

charted implemented reconciled

completed improved scheduled

contributed instituted solved

coordinated liaised supported

defined logged triaged

Teaching and training

accommodated designed innovated

adapted developed instituted

assessed effected instructed

augmented empowered integrated

briefed engaged introduced

built evaluated mentored

certified expanded modeled

charted facilitated onboarded

coached formulated presented

conducted generated revolutionized

conveyed guided summarized

delivered implemented trained

demonstrated initiated upskilled

Research and analysis

amplified detected invented

analyzed discovered investigated

articulated documented measured
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assessed evaluated modeled

benchmarked examined pinpointed

calculated experimented planned

charted explored prepared

collected extracted quantified

compared focused segmented

compiled forecasted surveyed

composed generated tested

conducted identified synthesized

consulted interpreted validated

Helping and caregiving

administered educated reassured

advised empowered recognize

advocated expedited rectified

assessed facilitated referred

assisted fostered reformed

boosted furthered rehabilitated

collaborated guided represented

consoled helped served

coordinated liaised settled

consulted monitored supplied

counseled nursed supported

de-escalated nurtured stabilized

demonstrated optimized streamlined

diagnosed promoted treated

documented provided triaged
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Financial management

adjusted eliminated purchased

administered exceeded reconciled

allocated financed reduced

analyzed forecasted reported

audited funded researched

balanced generated reshaped

budgeted hedged returned

calculated increased revised

capitalized invested saved

decreased managed secured

developed modeled solicited

disbursed planned supplemented

distributed projected systematized

Wowing Your Way to More with AI
Chapter 6 gave you fast-action prompts, but here’s how to use AI to sharpen verbs 
and keep bullets punchy while preserving your voice:

	» Verb upgrade: Paste a dull bullet and ask for three alternatives that start with 
stronger verbs and keep the same facts (no embellishment).

	» Outcome-first flip: Ask AI to reorder each bullet to start with the result, then 
the action and challenge (see Chapter 4 for more on CAR stories).

	» Jargon check: Have AI swap insider jargon for language used in the target job 
description (you still verify for accuracy).

	» Duplications delete: Ask AI to flag repeated verbs and suggest varied, 
authentic options.

AI is known to make stuff up. Check facts before adding data to your resume.
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Polishing Resume Language
Resume language isn’t conversational so keep it tight and professional. Drop 
first- and third-person pronouns; start lines with a verb; and skip most articles 
unless they clarify meaning. Use past tense in job descriptions, even for a current 
role because you’re reporting completed results, and split long sentences. Finally, 
don’t just rely on spell-check but visually triple-check spelling, names, titles, 
tools, and numbers.

Active verbs + consistent past tense + short, clear lines = winning content.

One misspelling is enough to screen you out. Employers connect that with lack of 
quality focus. Read your resume back to front and have someone proofread it.



CHAPTER 8  Refining Your Design for Maximum Impact      95

Chapter 8
Refining Your Design 
for Maximum Impact

Good design isn’t decoration but how you make your resume easy to scan, 
easy to trust, and easy to say “yes” to. A well-designed resume guides the 
eye to what matters most for the job you’re targeting. It’s appropriate for 

your level, relevant to the role, and effortless to read on-screen.

Content still wins, but it only gets read when your layout helps busy reviewers 
find the proof fast. Smart design choices create a clear path through your docu-
ment so a screener can answer in seconds: 

	» Why are you contacting me?

	» What can you do for us?

	» How do I know you can do this here?

	» What makes you stand out from equally qualified candidates?

Design for humans and their tools. Keep essential text (section labels like 
Summary, Experience, Education; job titles; employers; dates; contact info) in live 
body text so it parses cleanly when you upload a .docx or PDF.

IN THIS CHAPTER

	» Designing for digital first and 
print second

	» Making small choices for big impact

	» Giving your qualifications 
breathing room

	» Choosing an overall look that 
supports your story
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Your resume can be both visually polished and still ATS-clean. While you may 
network with an alternative format (see Chapter 2) to overcome initial gaps or 
concerns, when it comes time to apply, make sure you stick with the reverse 
chronological (RC) for proper parsing.

Arranging Your Layout for Instant Appeal
When your resume feels like a page out of a dictionary, no one reads it. The 
instinct to “fit everything in with small fonts, tight spacing, and heavy blocks of 
text” usually backfires. Those elements overwhelm the eye and exhaust the 
reader.  Even niche recruiters won’t often fight to find your value if dozens of 
easier-to-read options are waiting.

Instead, give your words breathing room. A little white space makes your resume 
look confident, modern, and professional but never empty. That may mean trim-
ming sentences, simplifying phrasing, or choosing a cleaner sans-serif font that 
conserves space without looking cramped or being too small. Slight adjust-
ments to line spacing or margins can help, as long as the page still feels open 
and balanced.

In this section, you’ll see how small design choices for spacing, margins, and 
structure will create an instant visual welcome that encourages hiring managers 
to keep reading.

Measuring your margins with intention
White space isn’t wasted space because it’s what makes your resume readable and 
modern. Think of margins as the frame that gives your content room to breathe. 
For top and bottom, margins never go below 0.5 to 0.6 inches and side margins 
never below 0.7 to 0.8 inches. Going smaller risks a cluttered, cramped look while 
going larger than 1 inch can make it appear as though you don’t have enough 
value to share.

Full justification (even right and left edges) may look polished but can create dis-
tracting “rivers” of white space running down your text. If you can’t eliminate 
those gaps by rewording, switch to left alignment/justification for a cleaner, more 
natural read. The goal is easy scanning, not rigid symmetry.
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Balancing blank space for readability
Left alignment is standard and reader-friendly, but sometimes it can leave too 
much open white space on the right side of the page. Scan your layout for wide 
gaps or uneven areas that make the page feel lopsided. A balanced layout helps 
guide the eye naturally through your content.

See Figure 8-1 for a before example with uneven white space and Figure 8-2 for 
an improved version that uses columns, bullets, centering, and indenting to create 
a cleaner, more inviting flow.

FIGURE 8-1: 
This snapshot 

shows a before 
resume with 

wasted 
white space.
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Employing Basic Design Elements 
for a Readable Resume

If you’ve ever tried to read a solid block of text, you know how quickly your eyes 
glaze over. Employers and recruiters feel the same way trying to scan dozens of 
resumes that look like research papers instead of marketing pieces. The fix is 
simple: Break it up by grouping related details, using clear headings, and applying 
font size, spacing, and indentation to guide the eye.

Professional resume writers often fine-tune these details to fit more information 
without making the page feel crowded. They adjust font size, tighten spacing, 
align sections for visual flow, condense type, use a smaller-size font, and 
manipulate vertical spacing. You don’t need to become a design expert, 
however — simply follow the readability techniques in the next few sections to 
make your resume content look clean, organized, and easy to digest.

FIGURE 8-2: 
This snapshot 

shows an after 
resume with 

balanced, 
attractive 

white space.
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Breaking up blocky text
Dense paragraphs are hard on the eyes and easy to skip. Keep every section scan-
nable by limiting paragraphs to two to four sentences or no more than five lines 
of text. If you need more room to tell the story, split it into two paragraphs or 
follow with a few focused bullets that highlight key results.

Shorter blocks create rhythm and make your accomplishments faster to absorb.

Group content under each role
Once you’ve written a short overview hook paragraph for a position, support it 
with clear, well-spaced bullets that tell your Challenge, Action, and Result (CAR) 
stories (see Chapter 4 for creating CAR stories). Long, uninterrupted bulleted lists 
make the reader’s eyes wander and dilute impact.

Add a little white space between bullets to keep them readable, or group related 
points under small headings or categories. This helps key results stand out and 
makes it easier for reviewers to find the details that matter most.

See Figures  8-3, 8-4, and  8-5 for examples of how simple spacing and 
organization can turn dense blocks of content into reader-friendly, visually 
balanced layouts.

FIGURE 8-3: 
This snapshot 

shows a before 
resume that is 

too blocky 
and dense.
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Drawing attention with simple visuals
A touch of design can highlight your best wins. Use a text box or shaded callout to 
draw attention to something special such as an award, testimonial, or quick fact 
that reinforces your value. Visual anchors like these help the reader pause and 
notice what matters most. Figure 8-6 shows a variety of ways you can highlight 
information through the use of text boxes.

FIGURE 8-4: 
This snapshot 

shows an after 
resume that 

employs bullet 
titles to draw  

the eye.

FIGURE 8-5: 
This snapshot 

shows an after 
resume that 

employs 
functional 

sections to draw 
the eye and break 

up content.
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Use visual callouts sparingly — once or twice in your entire resume is plenty. A 
well-placed highlight is meant to pull the reader in, not compete with your 
main content.

FIGURE 8-6: 
Text boxes 

featuring the 
summary, a 

testimonial, and 
key information 

grab the eye.
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Also, although it’s important to spell out accomplishments in the body text of 
the resume for parsing, you can positively grab attention with a chart or graph to 
draw the eye. See Figure 8-7 for an example.

These visual cues can appear anywhere within your resume, not just at the top. 
Use them only where they add clarity or impact, and always keep essential text 
such as job titles, employers, dates, and section headers in the main body so your 
resume remains ATS-friendly and parsable.

Creating headers that draw the eye
Section headers anchor your resume, help readers find what they’re looking for 
fast, and tell systems how to parse your content when you upload your resume 
to apply online for a job. While online systems are sensitive to specific titles, it’s 
the body text of the experience that matters most, so you can use some stylistic 
elements to make your headers stand out such as: 

	» Use a slightly larger, bolder, or different font from your body text.

	» Add subtle shading or horizontal lines to separate sections.

	» Apply a single accent color for header text or bullets.

Keep design choices light. Unless you have advanced layout skill, avoid putting 
headers inside shapes or text boxes, since that can block ATS scanning on upload. 
Use color only as it fits your field with deeper tones like navy, burgundy, or 
charcoal often being safe and bright or pastel hues leaning toward unprofes-
sional. Save more creative header treatments for networking or printed versions, 
and stick with clean text headers for online submissions.

See Figure 8-8 for simple, professional header styles that make your resume look 
polished without sacrificing parsing accuracy.

FIGURE 8-7: 
A very simple 

chart can depict a 
key metric, such 
as cost savings.
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Picking appropriate fonts and font styles
Fonts set the tone for your resume before anyone reads a word. Clean, modern 
typefaces make your content easy to scan and help your document look polished 
on any screen. You don’t need fancy effects to stand out as subtle contrast does 
the work for you.

Here are simple, safe ways to use fonts effectively: 

	» Use two complementary fonts. Choose a clean sans-serif font such as 
Aptos, Calibri, Arial, Tahoma, or Verdana for the body text, and pair it with a 
classic serif font like Times New Roman, Garamond, or Georgia for headers. 
This mix keeps your resume modern, readable, and balanced while maintain-
ing full compatibility with ATS systems.

	» Take advantage of bold and italic. When used sparingly, bold draws attention 
to job titles or key results, while italic can highlight supporting details.

FIGURE 8-8: 
This snapshot 

shows a variety 
of header 

options you 
might employ.
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	» Vary font sizes with purpose. Slightly increasing the font size for headers, 
job titles, or your name helps guide the reader’s eye naturally through 
your content.

Keep your overall font size between 10 and 12 points for body text and slightly 
larger (14 to 20 points) for headings. Skip novelty or script fonts entirely as they’re 
harder to read and can confuse parsing software.

Staying consistent across elements
Consistency signals professionalism. After you’ve chosen your fonts, spacing, and 
bullet style, use them the same way throughout your resume. Inconsistencies 
distract from your content and make the layout look sloppy, so you want to avoid 
these common mistakes: 

	» Mixing different tabs, indents, or alignments.

	» Switching bullet shapes or symbols without reason. You can mix styles 
sparingly if it’s intentional and looks clean.

	» Changing line spacing between sections. Keep the same spacing between 
headers, body text, and bullets for a polished, cohesive look.

Applying final appearance touches
Before sending your resume into the world, give it a final polish:

	» Check alignment. Your name and contact information can be left-aligned, 
centered, or right-aligned as long as you stay consistent.

	» Proofread relentlessly. Typos and grammar errors are instant credibility 
killers. Run spell-check, read your resume aloud, and ask a detail-oriented 
friend to review it. Even one small mistake can overshadow an otherwise 
perfect match.

	» Fix widows and orphans. Avoid single words or short lines stranded on their 
own line by spending time rewriting to get rid of these dangling, lonely words 
and phrases.

	» Skip underlining. Underlining can interfere with scanning and make text 
harder to read with lower case text. Use bold or spacing for emphasis instead.
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If your resume runs more than one page, include your name and page number in 
a simple header or footer that matches the first page (for example, Page 1 of 2). 
Avoid unnecessary graphics with key body text that can disrupt parsing.

Whether fee or free, templates may look convenient but often do more harm 
than  good. Many rely on hidden tables or text boxes that break parsing, hurt 
ATS scannability, and make you blend in with the competition through a layout 
identical to hundreds of others.

Standing out with a creative resume
If you have the skills and eye for design, you can take your resume further with 
creative touches that still keep it professional and readable. Subtle graphics, color 
accents, or layout variations can showcase your personality and make your resume 
memorable when used with intention. For inspiration, check out the sample 
resumes in Chapters 11 to 13 and explore additional design-heavy, award-winning 
examples from professional resume writers online at www.dummies.com/go/ 
resumesfd9e.

Creativity should never come at the cost of clarity. If your design choices distract 
from your achievements or confuse online systems, scale them back. Think of 
creativity as a way to express your brand — not to reinvent the rules. When done 
right, your resume’s design becomes as strategic as its content.

Printing with Purpose and Polish
Even in a digital-first job market, having a few printed resumes can still serve 
you well. Bring crisp copies to interviews, networking events, and career fairs. 
(Never rely on Wi-Fi to share your resume at an event as it could fail). A 
professional-looking paper version also reinforces your attention to detail when 
handed directly to a decision-maker.

Use high-quality printer paper and a good printer, and keep the look identical to 
your digital version with the same layout, fonts, and content. There’s no need for 
colored stock or fancy folders; clean white, cream, or light gray paper always 
looks professional.

http://www.dummies.com/go/resumesfd9e
http://www.dummies.com/go/resumesfd9e
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Chapter 9
Navigating a Major 
Life Change

Searching for a job is stressful, and navigating a life transition is, too. Combine 
the two and it can feel overwhelming, but you can move confidently from 
one phase of life to the next. This chapter guides you through the most com-

mon transitions: 

	» Launching for your first job after graduation.

	» Continuing your career as a seasoned or transitioning professional.

As you move through this chapter you’ll learn how to frame shifts as strengths so 
employers see your potential, not your change. If you’re facing issues such as job 
gaps or other career setbacks, turn to Chapter 10.

Scoring Big with Your First Gig
When you’ve just graduated it’s easy to worry that “no experience” will hold you 
back. But what employers really want to see is your drive, your results, and how 
quickly you can learn and contribute. You can sidestep challenges by showing 
energy, fresh perspective, and up-to-date knowledge that more seasoned 

IN THIS CHAPTER

	» Jump-starting your career

	» Making years of experience a positive

	» Transitioning out of the military

	» Reflecting your authentic self
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candidates may lack. This section gives you a quick primer on how to build a 
resume that opens doors to your first professional opportunity.

For effective examples of new graduate resumes, turn to Chapter 12. You can also 
explore award-winning new graduate resumes created by professional resume 
writers at CareerDirectors (https://careerdirectors.com) under the Find a 
Career Pro navigation button. Here you’ll see great examples for overcoming new 
grad challenges. A few of these are also showcased in the companion website 
found at www.dummies.com/go/resumesfd9e.

Promoting strengths with no experience
As a recent graduate, you have a number of standout selling points: 

	» You bring fresh energy and enthusiasm. Employers appreciate new 
professionals who are eager to learn, contribute, and grow.

	» Your skills and knowledge are current. Through coursework, internships, 
and projects, you’ve developed practical experience that’s directly relevant to 
today’s workplace.

	» You offer strong value. Companies know early-career hires bring big 
potential without the high price tag of seasoned pros. That makes you an 
excellent long-term investment.

	» You’re tech-savvy and adaptable. You’ve grown up in a connected, global 
environment, comfortable with collaboration tools, AI, and change.

Add in the fact that you’re quick to learn, open to feedback, and unshaped by 
“we’ve always done it this way” habits, and you’re prime for development by an 
organization. With those strengths, hiring managers will want to take a second 
look at what you can bring to the table.

Recognizing rookie blind spots
Your biggest blind spots aren’t about capability but perspective. You may under-
estimate what you bring to the table or worry employers will see your education 
as theory and not practice. Common missteps include: 

	» Undervaluing your experience. Projects, research papers, class learning, 
volunteer work, internships, and even part-time jobs all demonstrate transfer-
able skills. Don’t dismiss them for not happening in a job.

https://careerdirectors.com
http://www.dummies.com/go/resumesfd9e
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	» Letting the stereotype stand. Some employers assume new grads have 
knowledge but little practical experience. Counter that by emphasizing results 
such as how your coursework solved real problems.

These are easy gaps to close with smart resume strategy. The more you focus on 
value, outcomes, and adaptability, the faster you’ll look ready to hire.

Demonstrating value as a recent graduate
Your resume isn’t a catalog of everything you’ve done but rather a targeted mar-
keting tool that positions you for the roles you want.

Even when using a reverse-chronological (RC) format for online applications, you 
should include relevant student and unpaid experience in your “Experience” sec-
tion. Doing so keeps your resume readable by systems and humans while showing 
you’ve applied your learning in real-world settings.

To show that you’re ready for the job you’re aiming for, you’ll emphasize experi-
ences and results that connect directly to the field or function you’re pursuing. 
Whether those examples come from coursework, internships, projects, or volun-
teer work, what matters is demonstrating impact and not just activity. For more 
on RC formatting see Chapter 2.

Data-mine your college experience
Uncover and reframe every class project, internship, volunteer role, and job that 
gave you something marketable. When reviewing your college years, look for 
experiences that demonstrate transferable skills, measurable outcomes, and real-
world readiness: 

	» Work experience: Internships, part-time or campus jobs, entrepreneurial 
ventures, freelance work, and volunteer roles all offer valuable context.

	» Team participation: Sports, clubs, and group projects prove collaboration, 
discipline, goal setting, and sometimes leadership, which are great indicators 
of workplace performance.

	» Achievements: Awards, scholarships, honors, and a high GPA (3.5 or above) 
validate commitment and excellence.

	» Projects and research: Captsones, case studies, or class deliverables can 
show problem-solving, analysis, or innovation in action.
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	» Course-based skills: Technical or professional competencies gained through 
your studies show alignment with your target job.

	» Technical proficiency: Tools, software, and platforms you’re confident using 
will shine when they are a match for those listed in job descriptions.

The goal is to translate your education into employable value. Organize experi-
ences in RC order preferably under Experience so systems can read them, and 
humans can see your classroom learning has workplace impact. I’ll show you how 
the Experience section isn’t just about paid jobs in the sections that follow.

Clarify your aim
Start your resume by clearly stating your job target. Today’s employers and sys-
tems scan for focus and not for lofty objectives. Skip the old school “Seeking a 
challenging position” and go straight to the point with a short, keyword-rich line 
that names your desired role or field: For example:

Research position in urban planning field — Chicago area.

Keep it concise and relevant. If you’re applying online, make sure your job-title 
wording matches the title in the posting so your resume gets picked up in keyword 
searches and resonates with human screeners.

Summarize what makes you stand out
Your resume should open with a short summary that highlights your strongest 
assets and value. (See Chapter 3.)

Start by thinking about what professors, internship supervisors, or mentors have 
praised you for. Review recommendation letters or awards you’ve received from 
clubs, academic work, or volunteering. Then, craft two to four sentences that cap-
ture those strengths in a confident, results-focused way. (Chapter 6 has AI prompts 
to help.) Here’s an example of a summary:

Visionary and high-energy marketing graduate recognized for creativity in developing 
campaigns for real-world brands including XYZ Company and ABC Company. Campaign 
selected by an agency panel out of 24 presented by fellow competitors. Driven to 
success — attained 3.75 GPA in BS in Marketing.

Here’s what makes this summary work: 

Authentic: Grounded in real classroom or internship experience

Quantified: Includes metrics (GPA, client examples, or selection results)

Targeted: Aligns with target field (marketing) and uses industry keywords
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Keep it to three to five lines at the top of your RC resume. It’s the first section 
humans and systems read, so include keywords that match your target job.

Sell your skills, knowledge, and training
You may be tempted to follow advice to simply list the names of your classes 
under your degree in the “Education” section. Don’t! That’s how employers (and 
software) get the impression you have book smarts but not workplace-ready 
skills, nixing critical keywords. (More on this in Chapters 5 to 7.)

Instead, showcase your classroom learning, school papers, projects, transferrable 
work, and volunteer skills as proof of what you can do. Directly under your sum-
mary, add a two- or three-column list with the title:

Knowledge, Skills, and Training

For example, a marketing grad might include:

Advertising, Marketing, Public Relations, Budgeting, Pricing, Graphic Design, Client 
Relations, Project Planning, Market Research, Branding, Writing & Editing, Social Media

Check out Figure 9-1 for an example of how this can look.

This gives your resume immediate keyword-matching power while providing the 
skills you’ll reinforce later in your “Experience” section.

Many new grads skip the keyword section assuming they have little to offer, but 
that’s not true. Course descriptions, syllabi, and project lists provide the specific 
tools, techniques, and concepts that align with your target job(s).

If you’re not sure what to include, scan target job postings. The language used in 
those descriptions will guide you to the most relevant skills and keywords. (See 
Chapter 7 for more on power words and keyword strategy.)

FIGURE 9-1: 
List your 

knowledge, skills, 
and training 
with bullets.
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Experience isn’t just about paid jobs
Your experience isn’t limited to paychecks. Strengthen it by including unpaid 
positions, internships, special projects, and volunteer jobs/leadership roles (such 
as campus club president). List them just like you would employment in RC order 
under your experience section. For example:

Marketing, FT Student – ABC University, City, ST | 1/2021-Present

•	 Marketing Campaigns: Designed and presented campaign for XYZ 
Company that was selected by ABC Ad Agency as the top project out of 24 
submissions. Collaborated with agency staff on mock pitch presentation.

•	 Marketing Collateral: Created promotional content including press 
releases, websites, brochures, and social media assets using Canva, 
Photoshop, and WordPress as part of advanced design coursework.

President (Marketing Responsibility) – 123 Sorority, City, ST | 1/2023-Present

•	 Recruiting & Marketing Campaigns: Collaborated with volunteers to 
develop effective on-campus and off-campus recruiting campaigns that led 
to 30% increase in pledges over prior three years.

•	 Communications & Promotions: Served as organization spokesperson to 
university administrators and secured approval for a unique on-campus 
fundraiser that raised $25,000 in one semester.

Highlight the experience that best aligns with your career goal. If you have at least 
one year of full-time professional experience, you list your “Education” section 
after your “Experience” section — unless your degree more directly supports a 
career change or new specialization.

ATS (applicant tracking systems) recognize these entries when you format them 
like real jobs. Always include a title, organization, city, and dates for each role, 
even if it wasn’t paid. You’ll be transparent while benefitting from a key-
word match.

Dump unhelpful information
Don’t pad your resume with filler. Hobbies, personal interests, or high school 
activities rarely help unless they directly relate to your career goal or reveal valu-
able traits such as leadership, teamwork, or creativity. Include an activity only if 
it is needed to support your target job. Otherwise, cut it.
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Make unrelated work history relatable
Maybe your past jobs don’t match your target field but the skills you used prob-
ably do. A cashier, server, or retail associate develops customer service, problem-
solving, and multitasking abilities that translate into roles like marketing 
coordinator, account manager, or office administrator. To connect the dots for 
employers:

1.	 Review job postings for your target roles and note recurring keywords.

2.	 Reframe your past tasks to show how they demonstrate those same skills.

3.	 Describe outcomes, not duties (how your work created results or solved 
problems).

For instance, instead of writing: 

Cashier – ABC Grocery, Company Name, City, ST | Dates

Scanned items and processed payments.

You might say: 

Customer Service Rep (Title: Cashier) – ABC Grocery, Company Name,  
City, ST | Dates

Managed high-volume customer transactions with speed and accuracy while 
promoting in-store loyalty programs; recognized for exceptional customer service 
as Employee of the Month 5X in 2 years.

Avoiding common new graduate mistakes
Even the most enthusiastic new grad can sabotage their chances with a few easy- 
to-fix missteps. Steer clear of these errors: 

	» Skipping results: Don’t just say what you did but explain the impact, whether 
improving efficiency, leading a project, or earning top marks.

	» Overusing buzzwords: “Hard-working” and “team player” mean little. Replace 
these with concrete examples of collaboration or initiative.

	» Listing everything you’ve ever done: Focus on what sells you for your 
current goal, not a catalog of every class, club, or job you’ve held.

	» Stopping at the basics: You put in the time to earn your degree, now invest 
in the effort to market it by moving beyond a bare-bones list.
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	» Burying key information: The top third is prime real estate so lead with your 
strongest content, including summary, key skills, and achievements.

	» Ignoring employers’ needs: A resume isn’t about what you want; it’s about 
the results and ROI you offer. Study target job descriptions and focus on what 
you can do for them.

	» Neglecting proofreading: A typo can undermine all your credibility. Proof 
your document aloud, then have a detail-oriented friend review it.

	» Using templates: Stick to a clean, scannable reverse-chronological layout that 
parses correctly online.

The goal isn’t to look perfect but to look prepared. A polished, focused, and well-
targeted resume tells employers you’re ready to contribute.

Moving Beyond “Too Old” to “In Demand”
For some industries even those in their 40s face age bias. But it doesn’t have to 
stop you. What matters is how you show up on paper and online: strategic, cur-
rent, and confident. This section walks you through practical ways to counter bias, 
spotlight your strengths, and make hiring managers see you as exactly what you 
are — experienced, capable, and ready to deliver results.

Selling your strengths as a seasoned pro
Studies show mature professionals excel at analysis, empathy, and judgment, 
which are invaluable skills in today’s complex workplaces. You bring several key 
advantages to the workplace:

	» Road-tested: You’ve built judgment, perspective, and real-world problem-
solving skills that save employers time, money, and missteps. Your experience 
helps you spot issues early and make informed decisions.

	» Reliable: Your track record shows consistency and follow-through. Employers 
can count on you to show up, perform, and bring a strong work ethic and 
sense of accountability.

	» Flexible: You’ve learned to adapt to new priorities and technologies. Whether 
you’re open to hybrid schedules, consulting, or mentoring roles, you can pivot 
as business needs evolve.

	» Financially practical: You know your worth and can evaluate offers realisti-
cally, often with less financial pressure than younger competitors.
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	» Collaborative: Years of teamwork have honed your communication and 
diplomacy. You naturally build consensus and keep projects moving.

	» Big-picture perspective: You’ve seen and experienced enough to anticipate 
needs, manage risk, and improve results before problems arise.

Busting myths about mature workers
Experienced workers bring measurable value, proven judgment, and a work ethic 
that younger generations are still developing. Here are a few common myths and 
resume realities:

	» Myth: Older workers can’t or won’t learn new skills.

Reality: The over-50 crowd is now the fastest growing group of digital 
learners. Show that agility on your resume by citing new certifications, 
software proficiency, or continuing education courses. Highlight recent 
technology use, online collaboration, or process improvement achievements 
that prove you’re current, confident, and curious.

	» Myth: Training older workers is a lost investment because they won’t 
stay long.

Reality: Today’s mature professionals are extending their careers, often by 
choice. Reinforce your reliability and engagement by emphasizing commit-
ment to quality work, strong communication, adaptability to multigenerational 
teams, and readiness to take on new challenges.

	» Myth: Benefit and accident costs are higher for older workers.

Reality: Instead of addressing health directly, prove your value through 
outcomes — consistent performance, low absenteeism, and long-term 
contributions that offset any perceived cost differences.

Leveraging experience to stay competitive
Even with your proven track record, it’s easy for employers to assume they can 
find someone they perceive as more current. Your mission is to prove them wrong 
both quickly and visually. A clean, modern layout (see Chapter 8) paired with a 
forward-focused message keeps your resume fresh.

Stock your resume with quantifiable accomplishments, relevant skills, and evi-
dence that you’re continually learning. Use the following strategies to help your 
experience work for you — not against you.
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Match your target job description
Start by reviewing several job descriptions for roles that interest you. Identify 
what employers are asking for including skills, tools, and outcomes. Then, com-
pare those requirements with your own transferable strengths to build a bridge 
between your past experience and future goals.

If your industry is shrinking or changing direction, look at related roles that use 
similar abilities. To explore similar occupations visit the Occupational Outlook 
Handbook (https://www.bls.gov/ooh/) from the U.S.  Department of Labor. 
Matching your skills to evolving roles moves your focus from what you’ve done to 
what you can do to show the measurable value you offer.

Shorten your resume
A good rule of thumb: Focus on the last 10 to 15 years of experience. That’s where 
employers and ATS focus first.

If you have earlier roles that add more value than recent ones, include them under 
a heading, such as Key Experience, Additional Experience, or Prior Work History. 
List job titles, employers, and locations in body text but skip the dates or even list 
total years in role. This keeps content searchable and provides interview talking 
points without revealing your full career span.

Avoid overwhelming readers with decades of detail. Keep the spotlight on your 
most current, relevant accomplishments and skills. If you’re bridging industries 
or re-entering the workforce, consider a hybrid format only for the networking 
phase to better showcase transferable skills (see Chapter 2).

Focus your resume
Stay focused and remember your resume isn’t an autobiography. Concentrate on 
your two most recent or most relevant positions, especially those that match your 
current career goals. Older or unrelated experience doesn’t need equal billing.

If your background includes many unrelated roles, your resume can start to look 
like a career kaleidoscope. For tips on handling that, see Chapter 10.

Show that you’re a tower of strength
Demonstrate resilience through results. Use examples that show how you solved 
problems, cut costs, improved systems, or adapted quickly to new challenges. 
Employers value professionals who’ve weathered change and come out stronger 
when conditions get tough.

https://www.bls.gov/ooh/
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Demonstrate cultural and professional awareness
Show that you’re attuned to today’s inclusive workplace language and values. Use 
terms that reflect respect and awareness — for example, diversity, cross-cultural, 
multicultural, multiethnic, and people with disabilities (never handicapped). Use 
women rather than girls or gals.

Sensitivity in wording and tone is especially vital for positions involving team-
work, leadership, or public interaction.

Send your resume online
Submitting your resume digitally signals that you’re current, confident, and com-
fortable in today’s tech-driven hiring world. Most employers expect online sub-
missions through company portals, LinkedIn, or email.

Before sending, double-check that your file name is professional and that you’re 
using an ATS-friendly format (.docx or PDF). See Chapters 1 and 2 for guidance on 
digital resumes, online applications, and Chapter 16 for tips on using LinkedIn to 
boost visibility and outreach.

Remove outdated education dates
Leaving graduation years off your resume is smart strategy. What you studied 
matters far more than when you studied it. If an employer really wants to know 
when you graduated, they’ll ask in the interview. For now, keep the focus on your 
relevant credentials and learning, not the timeline.

If you’ve recently gone back to school to refresh your skills or change direction, 
revisit the new graduate strategies earlier in this chapter and apply the ones that 
strengthen your current goals.

Trim your resume to fighting weight
If you’ve built a long and varied career, deciding what to keep can feel like trying 
to choose between your best wins! Focus on the content that directly supports 
your current target and let the rest go.

A trusted colleague or mentor can also review your resume for clarity and focus. A 
fresh, objective eye can quickly spot what’s essential and what’s just extra weight. 
AI can also help with the prompts in Chapter 6.
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Employ appropriate headings
When your background includes freelance, contract, or volunteer work, you can 
still label that section “Experience” or “Professional Experience” as it encom-
passes both paid and unpaid roles. It keeps your timeline clear and positions all 
experience as credible and career relevant.

If you’ve changed direction through new education or certifications, list education 
before experience. You can even refine the heading — for example “Accounting 
Education” — to align with your target field. Your “Experience” section then fol-
lows, reinforcing how you applied learning.

Considering a lower-level role strategically
If you’re ready to step down from a higher position, don’t rely on your resume 
alone to explain why. Use networking, referral, and direct outreach to spark con-
versations where you can tell your story and shape how decision-makers perceive 
your change. Signal that you’re not bailing out or burned out but reengaging your 
strengths in a new direction. For instance:

After years of leading teams and projects, I realized I’m most fulfilled performing 
hands-on work where I can directly contribute to results. I’m ready to apply my 
experience in a more focused, day-to-day role that lets me keep learning and 
adding value.

Be upfront about compensation expectations, too:

I understand that transitioning into a new field comes with a learning curve, and I’m 
comfortable with a pay adjustment that reflects that.

When you adapt your resume, lead with transferable skills such as leadership, 
communication, and problem-solving, being sure to back them up with examples. 
An engineer pivoting into sales could emphasize:

Leveraged a strong technical background and communication skills to translate 
complex solutions for clients and support key business decisions.

Always apply using an RC format (see Chapter 2) to ensure proper parsing and 
credibility, but use your summary and bullet language to spotlight crossover 
strengths.

A step down is a strategy and not a setback. Employers value maturity, humility, 
and purpose-driven professionals who bring experience without ego. Show that 
you’re choosing your next chapter with intention.
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Dodging mistakes that seasoned 
workers make
With a long career behind you, it’s easy to overlook details that can hold your 
resume back. Keep it sharp by avoiding these common missteps:

	» Choosing the wrong focus: Like new grads, experienced professionals 
sometimes highlight everything instead of targeting what matters most. Zero 
in on experience and results that align with your next role. (See “Avoiding 
common new graduate mistakes” earlier in this chapter.)

	» Using outdated resume standards: Modern resumes don’t include personal 
details like marital status or unrelated hobbies, and they rely on clean, 
ATS-friendly formatting and targeted keywords matched to experience  
proof. (See Chapter 8 for layout and Chapter 5 for keywords.)

	» Skipping a summary: Without a summary, even a strong career can read like 
a list. Lead with a concise opening that connects your strengths to your target 
field, like a professional hook. See Chapter 3 for summaries.

	» Overlooking continuing education: If your formal education ended years 
ago, showcase your commitment to learning through certifications, work-
shops, or professional development relevant to your next goal. Skip high 
school, even if it’s the only education you completed.

A polished resume isn’t about age but about relevance. Keep your focus current, 
your format modern, and your message forward-looking.

Shifting from Military Work  
to Civilian Employment

Transitioning from military service into a civilian role can feel daunting. Fortu-
nately, when it comes to your resume, there are guidelines to help you stand out.

Your military career has given you a wealth of transferable skills that employers 
crave, including leadership, discipline, teamwork, problem-solving, and mission 
focus. The key is learning how to translate those into civilian language without 
the military acronyms and jargon that recruiters may not understand. In the  
following sections, you’ll learn how to highlight your service experience with 
civilian-friendly clarity and impact.
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If you’re preparing to transition from active duty, take advantage of the Transi-
tion Assistance Program (TAP). TAP offers career counseling, resume workshops, 
and interview preparation tailored for service members entering the civilian 
workforce. Contact your installation’s TAP office or visit TAP events online 
(https://www.dodtap.mil) to get started.

Highlighting strengths from military service
Your time in uniform has equipped you with a powerful foundation of skills and 
values that employers value. Among your strongest assets are:

	» Discipline and accountability: You understand structure, deadlines, and 
what it means to deliver consistently and with integrity.

	» Adaptability and agility: Frequent relocations, shifting missions, and new 
responsibilities have honed your ability to adapt and learn fast.

	» Team leadership and collaboration: You’ve worked within diverse units where 
teamwork, communication, and shared accountability meant mission success.

	» Cross-cultural competence: You’ve interacted with people from many 
backgrounds and environments, developing sensitivity, diplomacy, and global 
perspective.

	» Operational excellence: You know how to set objectives, manage resources, 
and follow through to achieve measurable outcomes.

	» Resilience under pressure: You’ve proven your ability to stay calm, focused, 
and effective in challenging situations, which are strengths employers value.

Civilian employers may not immediately recognize the depth of your military 
background. Your job is to connect the dots by translating what you’ve done into 
results and skills they understand and need.

Addressing employer concerns up front
Even with impressive qualifications, some employers may not immediately 
understand how your military experience fits into the civilian workplace. The 
good news is that these common misconceptions are easy to overcome with the 
right messaging. They include:

	» Translating “milspeak” into plain English: Civilian employers may not 
understand your titles, acronyms, or mission descriptions. Swap terms like 
NCOIC or OIC for civilian equivalents such as supervisor or project manager. 
Focus not only on operations but also on outcomes.

https://www.dodtap.mil
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	» Balancing confidence with approachability: Your professionalism and 
command presence can read as rigidity. Emphasize collaboration, teamwork, 
and adaptability to show you’re mission- and people-oriented.

	» Bridging business gaps: Corporate processes differ from military operations, 
but your experience managing logistics, budgets, and people demonstrates 
business acumen in action. Quantify where you’ve allocated resources, met 
targets, or improved efficiency.

	» Reframing the “structure” myth: Some hiring managers assume veterans 
need constant direction. Dispel this by highlighting times you took initiative, 
led independently, or adapted to fluid conditions.

	» Clarifying fiscal responsibility: Many civilians assume the military runs 
without budget constraints. Point out where you managed cost controls, 
tracked assets, or optimized resources to achieve mission goals.

Employers appreciate clarity and confidence. The more you translate your achieve-
ments into civilian terms (metrics, results, leadership impact) the faster they’ll 
recognize your value.

Transitioning smoothly into civilian roles
Your transition to civilian life will feel much easier once you approach it like you 
would a mission, with clear objectives, the right intel, and a solid plan of action. 
Follow these steps to keep your resume and confidence on track:

	» Gather your resources. Tap into career-transition tools such as the 
Transition Assistance Program (TAP), veteran employment centers, and 
LinkedIn’s “Veterans Career Portal.” (See the “Resources to consider” section 
later in this chapter for more.)

	» Do a complete brain dump. List every responsibility, achievement, and 
mission outcome from your service record. Just get it all down and don’t worry 
about editing or length yet. Then follow the process in Chapter 4 to translate 
those raw notes into measurable accomplishments.

	» Study civilian job descriptions. Review listings for roles you’re targeting to 
understand employer language. Pay attention to recurring keywords, 
qualifications, and success metrics. Chapter 6 offers AI prompts to help.

	» Tailor your resume for your new audience. When you write your RC 
resume, emphasize results and transferable skills that mirror your target 
industry’s needs. (See the next section for guidance on translating military 
language into civilian terms.)
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Your military background gives you a strong foundation. Success comes down to 
translation to show employers how your mission success, leadership, and adapt-
ability directly meet their business goals.

Writing for civilian markets
Most employers aren’t fluent in milspeak, so translate your experience into clear, 
civilian-friendly language that matches target job. To avoid being overlooked, 
don’t let acronyms, ranks, or unit titles dominate your resume.

To write your resume in language employers understand: 

	» Get expert help. Visit your branch’s Transition Assistance Center for resume 
workshops or one-on-one guidance.

	» Ask a civilian reviewer. Have a friend or colleague outside the military read 
your resume to flag any unfamiliar terms or content.

	» Use translation tools. Master Military Resume Writer Billie Parker Jordan of 
Advantage Resumes and Career Services recommends these resources:

•	 O*Net Military Crosswalk (https://www.onetonline.org/crosswalk)

•	 Mil2FedJobs Federal Crosswalk (https://www.Mil2FedJobs.com)

•	 DOL Military-to-Civilian Occupation Translator (www.careerinfonet. 
org/moc)

•	 My Next Move for Veterans (https://www.mynextmove.org/vets)

Clarity beats jargon every time. When you translate your experience into everyday 
business terms relevant to your job target, you show employers exactly how your 
service translates into value for their team.

Resources to consider
Before you start writing, gather the official records and documents that will help 
you recall your accomplishments, verify dates, and translate your experience 
accurately:

	» Evaluations and Performance Reports

•	 Marine Corps: Fitness Reports (E-5 and above) or Proficiency/Conduct 
Marks (E-4 and below)

•	 Navy: Fitness Reports (Officers)/Performance Evaluations (Enlisted)

•	 Army: Officer, NCO, or Enlisted Evaluation Reports (OER/NCOER/DA 
Form 2166)

https://www.onetonline.org/crosswalk
https://www.Mil2FedJobs.com
http://www.careerinfonet.org/moc
http://www.careerinfonet.org/moc
https://www.mynextmove.org/vets
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•	 Air Force: Enlisted or Officer Performance Reports (EPR/OER)

•	 Coast Guard: Enlisted or Officer Evaluation Reports (EER/OER)

	» Training and Education Records

•	 Joint Services Transcript (JST) or Community College of the Air Force (CCAF) 
transcript

•	 Certificates for military and civilian training courses

•	 Degree or credential documentation for any additional education

	» Service Summaries and Career Overviews

•	 VMET (DD-2586): Verification of Military Experience and Training

•	 MOS/AFSC/Rating Description: Job code explanations outlining core duties

•	 Awards and citations to include medals, commendations, and certificates 
with performance context

	» Civilian Job Prep Resources

•	 Job descriptions for your target roles

•	 Notes on transferable skills or achievements aligned with positions

You can request record copies through the National Personnel Records Center 
(www.archives.gov/personnel-records-center/ompf-access) or access your 
Official Military Personnel File (OMPF) via milConnect (https://www.dmdc.osd.
mil/milconnect).

Translating “milspeak” into civilian terms
The following classic Q&A with career transition expert Bill Gaul continues to cap-
ture the heart of translating military experience into language employers under-
stand. While some terminology has evolved, his examples still illustrate how 
powerful your resume can become when you trade “milspeak” for clear, civil-
ian language.

Q: Can you give an example of what you call milspeak?

A: An Army officer’s resume read: “As commanding officer of a 500-person orga-
nization, I was responsible for the health, morale, and welfare of all personnel.” 
Health, morale, and welfare? Just think of the incredible range of skills and expe-
rience completely overlooked in that milspeak phrase. Far-reaching accomplish-
ments and important responsibilities are whitewashed into boilerplate terms that 
mean nothing to a civilian hiring manager.

http://www.archives.gov/personnel-records-center/ompf-access
https://www.dmdc.osd.mil/milconnect
https://www.dmdc.osd.mil/milconnect
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For example, digging into “health, morale, and welfare,” we found “policy devel-
opment, human resource management, budget planning and administration, pro-
cess improvement, operations management, and staff development.”

Q: What’s the deal with job titles?

A: Some military job titles are ambiguous, some misleading. For example, a Navy 
fire control technician does not put out fires but operates and maintains electronic 
weapons targeting systems. Classic examples still used in many transition work-
shops include:

	» Mess cook (food service specialist)

	» Fire control technician (electronic weapons systems technician)

	» Motor pool specialist (automotive maintenance technician)

	» Provost marshal (law enforcement officer)

	» Quartermaster (supply clerk)

	» Base commander (mayor of a small city)

For updated translation tools and terminology, use the Military Skills Translator 
on My Next Move for Veterans (https://www.mynextmove.org/vets/) or the 
O*NET Military Crosswalk (https://www.onetonline.org/crosswalk), a free 
Department of Labor website.

When in doubt about the ethics or clarity of “civilianizing” your job title, you can 
list it like this: Functional Job Title: Mayor of Small City.

Q: What can you do in situations where your specific work experience doesn’t 
closely relate to the job you’re applying for?

A: You can communicate your organizational position instead of your job title. An 
E-5 Marine Corps embassy guard applying for a management position in the 
security industry listed his job title as “facility supervisor.” He added the details 
of his experience within the body of his resume. This drew readers because it rep-
resented more of a fit than someone who kept people in proper lines applying 
for visas.

This approach still works when applying online or through recruiters. Just make 
sure your original military title appears somewhere in the body text or parenthe-
ses (for example, “Facility Supervisor (Embassy Security Guard, E-5, USMC)”) so 
it’s transparent and searchable.

https://www.mynextmove.org/vets/)
https://www.onetonline.org/crosswalk
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Q: Aren’t most military members in combat-related jobs?

A: Yes, and that can be a problem, trying to relate the job you’ve had to the job you 
want, unless you’re applying for law enforcement positions. But for the straight 
combat MOS (military occupational specialty) — infantry, tank gunner, recon-
naissance Marine, and the like — there are several options.

List your relative position in an organization — “unit supervisor” instead of “pla-
toon sergeant” as your title. Your work in collateral duties may be the key. A pla-
toon sergeant seeking a position in staff development and training, based on duty 
as a training NCO (noncommissioned officer), can list “training supervisor” as 
their title.

The dates listed must accurately reflect the time you spent in the specific collat-
eral duties, of course. As you know, it is often the case that you will have more 
than one collateral duty while performing a key role for an organization.

While law enforcement remains a common fit for veterans from combat arms 
roles, today’s employers also seek these professionals for project management, 
operations, logistics, security, training, and emergency management positions. 
Focus your resume on leadership, teamwork, and mission execution skills that 
align with your target field.

Q: How should you list your level of authority?

A: Omit references to rank or grade such as “NCO,” “petty officer,” and “ser-
geant.” Unless an employer has military experience, these terms won’t commu-
nicate your relative position within an organization. Instead, list civilianized 
equivalents appropriate to your level of authority:

	» Safety Officer (coordinator)

	» Training NCO (training supervisor)

	» Barracks Sergeant (property manager)

Q: What about education and training?

A: Many courses and schools leave recruiters wondering exactly what you trained 
for because the course titles can be esoteric and arcane. The rule is this: List your 
training in a way that will provide immediately apparent support for your job 
objective.
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If the name of a school or course doesn’t communicate exactly what you were able 
to do after the course that you couldn’t do before, show that value because you are 
trying to inform, not mystify. You are trying to demilitarize the language to help 
resume reviewers understand the nature of your military training. Some examples:

	» SNAP II Maintenance School (Honeywell Computer Server 
Maintenance School)

	» NALCOMIS Training (Automated Maintenance and Material Control 
System Training)

	» Mess Management School (Food Service Management School)

	» NCO Leadership Training (Leadership and Management Training)

(Editor’s note: The same principle applies to today’s advanced systems and tech-
nical schools — rewrite course names in plain language that reflects the actual 
skills or certifications you gained, such as network administration, cybersecurity, 
project management, or logistics operations.)

Q: Is that all there is to civilianizing a military background?

A: Not quite. To help resume reviewers understand the depth of your training, list 
the number of classroom hours you studied. To determine the number of hours, 
multiply the number of course days by 8, or the number of weeks by 40. If you 
completed the course within the past 10 years, list the completion date. If the 
course is older, leave off the date. Examples:

Leadership and Management Training (160 hours)

Organizational Development (120 hours)

Many modern training records can also be converted into continuing education 
units (CEUs) or mapped to civilian certifications through programs like COOL, 
ACE, or the Joint Services Transcript system.

Writing Your Resume While Coming  
Out or Living Authentically

Every job seeker deserves the freedom to show up authentically, and that includes 
those who identify as lesbian, gay, bisexual, transgender, queer, or who otherwise 
live outside of traditional gender or orientation norms. Whether you’re newly 
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coming out, returning to work after transition, or simply deciding how visible to 
be about your identity, your resume can reflect both who you are and the profes-
sional strengths you offer.

You never have to hide your accomplishments, leadership, or community contri-
butions to protect your employability. The key is to decide what feels safe, what 
feels true, and what supports your goals. Some job seekers choose to highlight 
affiliations, advocacy, or leadership in LGBTQ+ organizations as part of their per-
sonal brand. Others prefer to let their work and results speak for themselves, 
keeping personal details private until a later conversation. Both are valid choices 
and can lead to professional success.

Your resume is a marketing document, not a confessional. It should reflect your 
value as a professional first, while honoring your authentic self in a way that 
aligns with the company cultures and roles where you’ll thrive.

When approached thoughtfully, your LGBTQ+ identity or advocacy work can be 
positioned as a strength offering evidence of resilience, emotional intelligence, 
and leadership under pressure. The next sections show you how to make confi-
dent, informed decisions about what to include and how to frame it for maximum 
career impact.

Deciding what to share, when, and why
There’s no single right level of disclosure when it comes to your sexual orienta-
tion, gender identity, or related community involvement. The choice depends on 
your comfort level and goals, and the type of employers you target. Your resume 
should reflect your choice and not pressure from others.

Start by thinking strategically about what information adds value to your career 
story. Some professionals lead with their advocacy experience as part of their per-
sonal brand, while others include it more subtly, under neutral headings or skill-
based language. Either path can be effective. The goal is to keep the focus on your 
qualifications and leadership, not your label: 

	» Clarify your comfort zone. Before writing, decide whether you want to be 
fully open, partially open (for example, mentioning an LGBTQ+ organization 
without specifying your role as an identity leader), or private.

	» Assess the audience. Research prospective employers’ diversity statements, 
employee resource groups, and public reputation. Companies that support 
inclusion are more likely to see your identity as a strength.
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	» Emphasize skills, not status. If you mention LGBTQ+ organizations or 
initiatives, frame them around leadership, program development, or commu-
nity impact the same way you’d describe other accomplishments.

	» Consider timing. If you’re concerned about bias in early screening, you can 
reserve more personal details for the interview stage.

	» Be consistent across materials. Your resume, LinkedIn profile, and cover 
letter don’t have to mirror each other exactly, but they should align in tone 
and comfort level.

When in doubt, start with language that highlights universal skills such as advo-
cacy, training, mentoring, outreach, event planning, diversity education, policy 
development, or inclusion leadership. These translate well across industries and 
convey value without oversharing.

U.S. federal law prohibits employment discrimination based on sexual orientation 
and gender identity under Title VII of the Civil Rights Act, enforced by the 
EEOC.  But remember, while protections exist, company culture matters, so 
research employers carefully to decide what to share.

For guidance on aligning resume language, pronoun use, and diversity-related 
keywords with your online profiles and early screening systems, see  
Chapters 1 and 2.

Positioning an LGBTQ+ affiliation  
as a strength
When you choose to share your LGBTQ+ identity or related community involve-
ment, treat it as a professional asset that reinforces your value, credibility, and 
leadership. Employers increasingly recognize that inclusive teams innovate faster 
and serve customers more effectively. Your lived experience can be a differentia-
tor, not a detour.

The key is to show how your identity, advocacy, or volunteer work has helped you 
develop transferable competencies that employers want. Think of your resume as 
proof of adaptability, cross-cultural communication, and leadership under  
pressure  — skills honed through navigating difference, educating others, or 
building safe and inclusive spaces.
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Consider these ways to highlight your strengths: 

	» Lead with results. Quantify your contributions — for example, “Founded  
a student LGBTQ+ resource group that grew to 75 active members” or 
“Organized diversity training sessions attended by 200 employees.”

	» Show leadership and initiative. Describe your roles in terms of responsibil-
ity and impact: “Advocated for inclusive policy change,” “Developed allyship 
workshops,” or “Served as board treasurer for a nonprofit supporting 
queer youth.”

	» Connect to business value. Frame your involvement around outcomes 
employers understand such as improving engagement, enhancing community 
relations, or strengthening team cohesion.

	» Demonstrate emotional intelligence. Reference mentoring, conflict 
resolution, or advocacy as examples of empathy and resilience, which are 
qualities prized in modern workplaces.

	» Reflect authenticity. If being out or living authentically has strengthened 
your confidence or communication, it’s fair to reference that growth as part of 
your personal brand statement or summary.

You’re not defined by a label but by the leadership, empathy, and courage that 
come with owning your story. When you show how those qualities translate to 
workplace results, the right employers will see strength.

Highlighting community impact  
and advocacy roles
If you’ve contributed to community organizations, advocacy groups, or initiatives 
that advance equality, inclusion, or social change, that experience deserves recog-
nition. These roles often involve high-level leadership, public speaking, event 
coordination, fundraising, and policy or program development, which are all 
valuable, transferable skills. The key is to translate your impact into employer-
relevant results.

When describing this work on your resume, focus on what you accomplished  
and how it demonstrates professional strengths. Employers respond best to 
achievements framed around outcomes including growth, engagement, visibility, 
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education, or collaboration, rather than just titles or causes. Here are some exam-
ples of how to highlight community involvement:

	» List advocacy roles like professional experience. Treat volunteer or 
nonprofit leadership as formal experience with titles, dates, and impact 
statements (for example, Director of Outreach — LGBTQ+ Community 
Alliance, 2021–Present).

	» Quantify results. Replace generic phrasing like “participated in events” with 
data-driven outcomes: “Secured $25,000 in sponsorships for Pride Month 
initiatives” or “Directed diversity campaign reaching 3,000 commu-
nity members.”

	» Integrate transferable skills. Emphasize competencies such as stakeholder 
engagement, event planning, strategic communication, and program 
development.

	» Show collaboration and allyship. Highlight partnerships with organizations, 
schools, or corporations to demonstrate teamwork and influence beyond the 
LGBTQ+ community.

	» Include recognition. Add credibility with awards, nominations, or media 
coverage to show that your impact is both measurable and respected.

Volunteer and advocacy experience can belong in either the Experience or Com-
munity Leadership section, depending on its relevance to your career target. Use 
placement strategically to reinforce your qualifications.

For additional resources on workplace inclusion and employer equality ratings, 
visit the Human Rights Campaign’s Corporate Equality Index (www.hrc.org/
resources/corporate-equality-index) or Out & Equal Workplace Advocates 
(www.outandequal.org).

http://www.hrc.org/resources/corporate-equality-index
http://www.hrc.org/resources/corporate-equality-index
http://www.outandequal.org
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Chapter 10
Overcoming Career 
Roadblocks

Career paths aren’t always smooth. You may have a gap in your work history, 
a detour that didn’t pan out, or an event that makes you wonder how to 
present yourself on paper. The key is to address these issues strategically 

before a hiring manager’s imagination does it for you.

Nobody’s career is perfect, but most obstacles can be turned into strengths with 
the right approach. In this chapter, you’ll discover ways to turn setbacks into 
proof of resilience to position yourself for your next win.

Navigating Job Gaps
Job gaps can happen for all kinds of reasons, and returning to the workforce after 
time away can feel overwhelming. Common causes include: 

	» Layoff or unemployment

	» Caring for children or other family members

	» Health challenges or disability

IN THIS CHAPTER

	» Overcoming job gaps and reentering 
your career with confidence

	» Navigating challenges that could 
raise red flags

	» Reframing unique circumstances into 
selling points
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	» Education or retraining

	» Incarceration or reentry

	» Sabbatical for personal growth, travel, or writing

Whatever the reason, a recent unaccounted period can raise red flags. Instead of 
hoping no one notices, acknowledge the gap and redirect attention to your skills, 
accomplishments, and readiness to work.

If your gap is less than a year, don’t sweat it as standard job searches often take 
several months to a year. It’s fine to only list years (not months) on a networking 
resume, but when it’s time to apply with your reverse-chronological (RC) version, 
you’ll need those details.

Reframing career gap as growth
The key to turning a career gap into a value-added period is recognizing the 
threads of growth that make it valuable. When thinking about your time, look for 
experiences demonstrating initiative, learning, or contribution: 

	» Took classes, earned certifications, or pursued self-study to stay current

	» Performed unpaid consulting, freelance, or project work for friends, family, or 
community groups

	» Created and sold crafts or products online or locally

	» Volunteered in leadership, project coordination, or fundraising roles

	» Wrote a book, blog, or articles connected to your profession

	» Traveled extensively and developed cultural awareness or language skills

	» Stayed engaged through professional associations, networking, and 
industry events

Once you list these activities, you’ll see that your gap reflects professional growth 
and motivation, which are qualities every employer values. You can feature these 
experiences briefly in your networking resume or LinkedIn profile, then blend 
them into your RC version for formal applications.

Bridging the gap with confidence
How does all this translate into a clear title, timeline, and description on your 
resume? The key is to emphasize activities that reflect progress and value, not 
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absence. Choose a short, truthful title that best positions you for your target, 
which might look like: 

	» Consultant: Contacted former clients for short projects, maintained profes-
sional visibility through blogging and association involvement, and completed 
several contract-based assignments.

	» Volunteer Fundraiser: Directed local nonprofit’s annual campaign, which 
included recruiting and leading volunteer team, strategic planning, creating 
innovative marketing materials, and boosting donations by 300%.

	» Household Coordinator: Oversaw scheduling, logistics, budgeting, and 
directing of daily activities for family operations, overcoming challenges of 
schedule and personality conflicts.

	» Independent Study, Project Management: Stayed current through PMI 
coursework and forums, presented Project Gap to local chapter meeting, and 
pursued PMP credential.

	» Bookkeeper: Managed finances for a family business, ABC Trucking. 
Processed accounts payments and receivables, handled cash receipts, and 
bank balancing. Implemented QuickBooks, streamlined reporting, and cut 
monthly costs by 40%.

Be cautious when labeling yourself a “consultant” or “business owner.” If it’s 
true, briefly name clients and note deliverables; if not, avoid it. Employers may 
assume you’re too independent or plan to return to self-employment. A simpler 
title such as “Project Coordinator” or “Operations Support” often works better.

Avoid overexplaining the “why” of your gap in your resume. Keep the focus on 
transferable skills and results, not circumstances. Save the backstory for 
interviews.

If your business experience is legitimate but you’re seeking to downplay seniority, 
use neutral titles (for example, Manager instead of President) and business names 
that don’t match your own (for example, “River’s End Consulting” instead of 
“Theresa K. Bronz, Inc.”).

Reentering the Workforce after Caregiving
Whether you stepped away to raise children or care for aging relatives, reentering 
the workforce has its challenges. After years of managing a household or support-
ing family, it’s easy to forget that you’ve been using many of the same skills 
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employers prize — time management, leadership, organization, budgeting, com-
munication, and grace under pressure. The key is translating your experiences 
into language that fits your target job. For example, the following list offers some 
phrases of experience, followed by how you can best translate them for employers: 

	» Grace under pressure: Crisis management and multitasking

	» Resourcefulness: Operations or (office) management

	» Negotiation and diplomacy: Conflict resolution and teamwork

	» Organization and scheduling: Logistics or administrative coordination

You can’t claim a specific job title on your resume, but you can make an equiva-
lency statement:

Caregiver to Family Member – City, ST	 11/2023 to 8/2024

Maintained financial, scheduling, and health-related operations for multigenera-
tional household; balanced competing priorities with efficiency and resilience.

Reframe your home-management years around transferable strengths: planning, 
budgeting, problem-solving, and people skills. These translate well to a variety of 
positions. Consider these sample crossover examples: 

	» Juggling schedules: Project manager, coordinator, dispatcher, execu-
tive assistant

	» Health advocacy and peer support: Patient liaison, medical office assistant, 
HR, employee benefits assistant

	» Event & relocation coordinator: Party coordinator, nonprofit organization 
fundraiser, art gallery employee, event planning support, travel agent, 
relocation coordinator

	» Conflict resolution: HR support, customer relations, school or office 
administrator

	» Budgeting: Purchasing assistant, retail manager, accounting clerk

Omit personal information such as age, marital status, physical condition, or 
family details. Even though employers can’t legally ask, it’s best to avoid infor-
mation that may trigger bias.

To ease your return, explore reputable reentry resources such as iRelaunch  
(www.irelaunch.com) — which offers free starter materials — and Path Forward 
(www.pathforward.org), a nonprofit connecting caregivers to mid-career 
“returnships.” For other free workforce reentry options, visit CareerOneStop’s 
Reentry Program Finder (www.careeronestop.org).

http://www.irelaunch.com
http://www.pathforward.org
http://www.careeronestop.org
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For tailored resume and job search guidance from certified experts in military 
transition, reentry, or diversity inclusion, visit the Career Directors International 
directory (https://careerdirectors.com/find-a-career-professional/).

Seeking a Job When You Have a Disability
Millions of job seekers are protected by the Americans with Disabilities Act (ADA), 
which makes it illegal for an employer to discriminate against qualified individu-
als because of a physical or mental disability.

ADA protection covers a wide range of conditions, including but not limited to 
AIDS/HIV, alcoholism, cancer, cerebral palsy, diabetes, emotional illness, epi-
lepsy, hearing and speech disorders, heart conditions, learning and intellectual 
disabilities, muscular dystrophy, and visual impairments. It doesn’t cover tempo-
rary limitations, such as pregnancy or a broken bone.

Generally, the ADA forbids employers with 15 or more employees from:

	» Discriminating based on disability in hiring, pay, or advancement.

	» Requiring applicants to take pre-employment medical exams.

Employers must also provide reasonable accommodations to qualified individuals 
unless doing so would cause undue hardship, a standard interpreted by the courts.

If you have a disability covered by the ADA, review the law’s details and accom-
modation examples at www.ada.gov or through the Job Accommodation Network 
(JAN) at (https://askjan.org), which provides free guidance on workplace 
accommodations and employee rights.

The following section offers advice on building an effective resume while navigat-
ing disability-related disclosure and presentation choices.

Deciding whether to disclose a disability
In most cases, don’t disclose a disability on your resume. Your goal is to secure an 
interview first, when you’ll have the opportunity to highlight your qualifications 
and value. Consider these guidelines: 

	» If your disability is visible, disclosure can help you manage logistics and set 
the tone of confidence. You might mention it when confirming the interview, 

https://careerdirectors.com/find-a-career-professional/
http://www.ada.gov
https://askjan.org
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for example: “Because I use a wheelchair, could you please recommend the 
most accessible building entrance?” Or, if you prefer, simply visit the site in 
advance to identify accessibility in person.

	» If your disability isn’t visible, such as chronic illness, mental illness or 
epilepsy, disclosure is optional unless you’ll need an accommodation. In that 
case, you can wait until the offer stage to discuss specifics.

No matter your decision, approach it from a place of confidence and  
professionalism — you’re sharing information, not seeking permission.

Explaining gaps with honesty and strategy
If your disability led to a gap in your work history, follow the same approach out-
lined earlier in this chapter: address it honestly but focus on your readiness 
and value.

You can’t erase a gap, but you can frame it strategically. If your time away was for 
recovery or treatment, simply note it as “Sabbatical” and be prepared to discuss 
your return to the workforce with confidence.

Before restarting your job search, refresh your professional knowledge through 
online courses, certifications, or industry reading so you can speak confidently 
about current trends and tools.

If you’ve experienced multiple employment breaks, consider networking your 
way to opportunities with a hybrid resume format (see Chapter 6) to emphasize 
strengths and skills over strict chronology. You’ll still need to use the RC version 
for applications, but a hybrid can help you get to that point more effectively.

For additional peer or professional guidance, connect with resources such as the 
Job Accommodation Network (https://askjan.org) or certified career experts 
through Career Directors International (https://careerdirectors.com/find- 
a-career-professional/).

When substance abuse is the problem
Substance abuse is recognized as a disability under the Americans with Disabili-
ties Act (ADA). If you’re in recovery, you’re protected by the act’s provisions. 
However, active substance use or dependency on illegal drugs isn’t covered. Don’t 
mention past substance abuse on your resume. Instead, address any employment 
gaps as outlined earlier in this chapter.

https://askjan.org
https://careerdirectors.com/find-a-career-professional/
https://careerdirectors.com/find-a-career-professional/
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If the topic arises during interviews, be honest and brief while selling yourself  
by focusing on growth, stability, and professional strengths. Have letters of rec-
ommendation, documentation of continuous employment, or awards earned since 
recovery to demonstrate your reliability and commitment.

If you’re still struggling with substance abuse, the most important next step isn’t 
rewriting your resume but seeking help. Once you’ve received treatment and 
regained stability, your work history can be reframed as a story of resilience 
and renewal.

Seeking a Job When You’re an Ex-Offender
Each year millions of people transition from incarceration or community supervi-
sion back into the workforce. If you’re among them, you’re not alone  — and 
you’re not without support. With the right approach you can rebuild your career 
and move forward with confidence.

This book can guide you in writing a modern, digital-ready resume that high-
lights your value and helps you network your way back into the workforce. Still, 
you’ll also benefit from specialized reentry assistance, which can help you navi-
gate background checks, legal rights, and employer programs designed to hire 
justice-impacted individuals.

Preventing negative info from  
derailing your search
The purpose of your resume is simply to get you in the door for an interview. 
Period. It’s not the place to explain past mistakes, highlight weaknesses, or 
include information that could bias an employer.

Keep your resume future-focused and employer-centered. Emphasize what you 
can contribute now, not what happened before. If questions about your record 
arise, save that discussion for a later stage in the process — ideally, once you’ve 
demonstrated your value and built rapport in an interview or conversation.

Your goal isn’t to hide your past but to lead with your present strengths. Once 
employers see your professionalism, reliability, and motivation firsthand, your 
history becomes only one part of a much bigger story.
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Avoiding chronological format pitfalls
The reverse-chronological format (RC), discussed in Chapter  6, isn’t the best 
choice when you’ve had employment interruptions or limited recent experience, 
although it will play a key role later in the job application process. Because this 
format focuses heavily on employers and dates, it can draw attention to gaps 
you’d rather initially de-emphasize while building interest in you.

Instead, start with a functional or hybrid format (also explained in Chapter 6) for 
networking or approaching reentry-friendly employers. These styles let you spot-
light your skills, competencies, training, and professional strengths first, which 
helps employers see what you offer today rather than where you’ve been.

Be sure to prepare the RC-based version because online applications require exact 
dates and job sequences. You can check out other sections in this chapter for 
strategies on massaging any gaps.

Getting support for successful reentry
You don’t have to navigate your career reentry alone. A variety of free and low-
cost resources can help you rebuild confidence, gain training, and connect with 
employers who believe in second chances:

	» CareerOneStop’s Reentry Resources (www.careeronestop.org/
ExOffender): A U.S. Department of Labor site offering state-by-state job 
search, training, and legal aid resources

	» National Hire Network (www.hirenetwork.org): Provides links to 
programs across all 50 states that assist people with criminal records in 
overcoming employment barriers

	» The Reentry Employment Opportunities (REO) program (www.dol.gov/ 
agencies/eta/reentry): Supports workforce development and job- 
readiness initiatives for individuals with prior justice involvement

	» Career Directors International (CDI) (www.careerdirectors.com/
find-a-career-professional): A source to find certified resume writers 
and career coaches who specialize in crafting reentry-friendly resumes and 
job search strategies

When you’re ready to return to work, lean on experts who understand the reentry 
process. A well-crafted resume and supportive professional guidance can make all 
the difference in helping employers see your potential and not your past.

https://www.careeronestop.org/ExOffender
https://www.careeronestop.org/ExOffender
http://www.hirenetwork.org
http://www.dol.gov/agencies/eta/reentry
http://www.dol.gov/agencies/eta/reentry
http://www.careerdirectors.com/find-a-career-professional
http://www.careerdirectors.com/find-a-career-professional
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Addressing Experience Dilemmas
Most job listings include a line describing how much experience the ideal candi-
date should have. If you’re like most job seekers, it can feel like a Goldilocks 
moment where you either have too much experience or not quite enough. Rarely 
does it seem just right.

Fortunately, your resume can be shaped to highlight what truly matters: the 
results, skills, and value you bring today instead of just the number of years you’ve 
worked. This section walks you through practical ways to reframe both too much 
and too little experience so your background reads as a perfect fit.

Staying competitive with one long-term job
A reader writes:

I’ve stayed in my current and only job too long. When my company cut thousands of 
workers, we received outplacement classes. I was told that job overstayers are perceived 
as lacking ambition, uninterested in learning new things, and too narrowly focused. 
What can I do about this?

If this sounds familiar, take heart. Employers value commitment — they just need 
to see growth and relevance, not stagnation. With a few strategic adjustments, 
you can demonstrate that your long-term tenure reflects loyalty, performance, 
and continuous learning rather than complacency. The following strategies show 
you how to position your longevity as an advantage.

Divide your job into career milestones
If you’ve spent many years with one employer, it’s vital to show that you grew 
within the organization rather than repeating the same role for many years. The 
simplest way is to divide your tenure into career milestones that reflect increases 
in scope, skill, or responsibility.

For example, you can show internal growth under one employer with subheadings 
like Project Coordinator → Senior Coordinator → Department Lead. This approach 
visually and logically communicates advancement, even when all roles technically 
share the same employer line.

When uploading an RC resume online, list each milestone with its own title and 
corresponding years (if applicable). This reinforces growth while maintaining 
system readability and chronological integrity.
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Keep the structure authentic by showing advancement through results, expanded 
responsibilities, or evolving project scales. Avoid made-up job levels or generic 
labels (“Level 1,” “Level 2”) that can sound artificial or confuse recruiters and 
parsing systems.

Deal honestly with job titles
If your official job title never changed you can use better matched industry titles 
or descriptive phrases to clarify your evolving scope and better match your target. 
For instance: 

	» Warehouse Specialist (Title: Courier/Dispatcher)

	» Office Coordinator (Title: Administrative Assistant)

	» Sr. Accountant (Title: Accountant)

	» Supervising Accountant (Title: Level 3)

	» Sr. Accountant (Level 2)

These cues help both human reviewers and AI parsers understand that your scope 
expanded while keeping your resume truthful and compliant with verifica-
tion systems.

If your title remained static for many years, emphasize progression through your 
achievements. Metrics like process improvements, mentorship roles, or expanded 
team oversight convey advancement without title inflation.

Tackle deadly perceptions head-on
Employers may assume that long tenure equals complacency or outdated skills. 
Counter those assumptions by proving continued relevance and initiative. 

	» Demonstrate results. Use the CAR framework (Challenge, Action, Result) to 
describe measurable outcomes that show innovation and performance (see 
Chapter 4).

	» Show continuous learning. List certifications, professional development, and 
recent training in your “Education” or “Summary” sections.

	» Highlight engagement. Feature professional memberships and committee 
roles to show you’re connected and current in your field.

Avoid trying to explain away why you’re leaving a long-held job in your resume. 
The resume’s job is to sell you and not to defend you. If you need to express align-
ment, do so briefly in your cover letter. For example:
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I’m excited to apply for the Department Manager position with your company. As an 
organization known for its innovation and sustainability, you align perfectly with my 
personal values and professional goals.

Boosting value with thin experience
When a job posting calls for more years of experience than you have, don’t dis-
qualify yourself prematurely. Employers are often more interested in impact than 
calendar time.

Break down your existing experience to highlight depth, progression, and mea-
surable outcomes. Use the strategies in Chapter 4 to showcase how your accom-
plishments, responsibilities, and skills demonstrate the equivalent value of a 
more tenured professional.

You can also strengthen your case by incorporating relevant coursework, certifi-
cations, volunteer projects, or contract work that extend your professional reach 
beyond traditional employment years.

Quantify wherever possible. Two years that include leadership, results, and con-
tinued learning often outweigh five years of routine activity.

Addressing Situations Not in Your Control
In today’s fast-moving world, even high-performing professionals can find 
themselves caught in organizational change such as layoffs, mergers, or acquisi-
tions designed to boost the bottom line. When this happens, your task is to reframe 
the disruption as part of a larger story of adaptability and contribution. The fol-
lowing guidance helps you handle these situations confidently on your resume.

Bouncing back after several layoffs
Hard as it may seem to believe, good employees sometimes experience multiple 
no-fault separations in a short time. If this has happened to you, provide brief 
factual context beside each employer to shift focus from the layoff to your perfor-
mance. For example:

Carol Interiors (company closed) or Salamander Furnishings (relocated)
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A short note removes blame while building transparency. When you combine clear 
context with strong accomplishment statements (see Chapter 4), you’ll demon-
strate continued value and resilience rather than instability.

Explaining changes from mergers  
and acquisitions
When multiple corporate takeovers have reshaped your employer name, without 
you ever leaving the job, you’ll want to show continuity and progress.

If your role expanded over time, display the evolution clearly:

Job Title - Company D (formerly Company C) — Dates

Job Title - Company C (formerly Company B) — Dates

Job Title - Company B (formerly Company A) — Dates

If your responsibilities remained consistent, simplify the record:

Job Title, Company D — Dates

(Through a series of mergers and acquisitions, supported companies including Company 
A, Company B, and Company C.)

Listing prior entities builds trust and prevents confusion during background or 
employment verification checks, which will most likely return legacy company 
(former employer) names.

Handling Red-Flag Circumstances
Even the most successful careers don’t always follow a perfectly straight line. 
Many professionals experience detours including demotions, reorganizations, 
short job stints, or overlapping roles, all of which can raise questions if not framed 
correctly.

Employers can spot these patterns at a glance, but their reaction depends on how 
you present them. Your goal is to tell a career story that reflects growth, adapt-
ability, and professionalism — not instability.
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Today’s workforce norms have shifted. Job hopping, career reinvention, and  
portfolio-style careers are more common than ever, yet some employers still cling 
to old assumptions. In the following sections you’ll find strategies for neutraliz-
ing common red flags and showing how every experience, including the messy 
ones, adds up to value.

Explaining a demotion without shame
Demotions happen for many reasons, some in your control and some not. Perhaps 
leadership changed, budgets tightened, or you voluntarily stepped back to balance 
new priorities. Whatever the cause, showing a move to a lower-level role can raise 
questions if not handled with care.

Treat a demotion much like any other setback by highlighting what you achieved 
and not what changed. A well-framed resume entry can keep focus on your impact 
rather than your title. If you left on decent terms, speak with your former man-
ager or HR to clarify what title and dates can fairly appear on your resume. Some 
employers may agree to list your highest title for the full tenure or allow a grouped 
presentation. You won’t know unless you ask.

When that’s just not possible, use one of the following approaches to maintain 
clarity and credibility when networking your way into an opportunity.

Option one: Use the big umbrella
You can use the umbrella concept, which involves grouping roles under one com-
pany heading without breaking out individual role dates, as long as the version 
you submit online follows a linear reverse-chronological (RC) format. See  
Figure 10-1 for how the umbrella format looks on a resume.

Whenever you use this or the strategies that follow, these approaches work best 
for networking handouts, LinkedIn, recruiter introductions, and email attach-
ments sent directly to humans. Always apply with your RC version so your infor-
mation parses correctly into databases, matches job requirements, and avoids 
raising missing data flags.

Option two: Group like with like
similar to the umbrella approach, grouping like with like lets you consolidate 
related roles, such as two management positions, under a single date range to 
show continuity and growth. Then, list earlier roles in the company with their 
original dates.
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This version provides a sense of factual structure while downplaying the demotion 
and emphasizing long-term contribution. See Figure 10-2 for an example of the 
grouping like with like format for your networking resume.

Option three: Explain it away
Proceed with caution here! Sometimes a demotion happens for reasons that have 
little to do with performance. You may have requested reduced responsibilities 
while earning a degree, caring for a family member, or pursuing a major personal 
project. Or the company itself may have restructured, merged, or shifted leader-
ship priorities in ways that changed your role. When the demotion still allowed 
you to contribute and perform, Figure 10-3 shows how you can address it with a 
brief, neutral statement such as:

Assumed role with reduced scope to complete company-sponsored MBA program.

FIGURE 10-1: 
This snapshot 

shows the 
umbrella concept 

at work in a 
networking  

resume.

FIGURE 10-2: 
This snapshot 

shows grouping 
like with like in a 

networking  
resume.
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Even when your resume reads well, your former employer’s reference may influ-
ence how opportunities unfold. When possible, clarify what your past supervisor 
will say and, if needed, request a reference that emphasizes your strengths and 
ongoing contributions. If your reputation or future prospects could be harmed by 
inaccurate statements, consult an employment attorney about your rights and 
options for addressing it formally.

FIGURE 10-3: 
These four 

options show 
ways to account 

for different 
demotion 

challenges.
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Turning job-hopping into value
Once a red flag, job hopping is now more common in dynamic industries. Still, 
when you’ve made multiple moves in a short period, employers may question 
your stability, loyalty, or focus. Your goal is to proactively reframe that story to 
emphasize value, adaptability, and growth rather than movement. The following 
list identifies perceptions employers often have of a job hopper and ways to 
reframe them.

Perception Counter

Is disloyal or self-focused Show reliability through metrics, completed projects, and ref-
erences to teamwork or trust.

Will leave for the next 
offer

Emphasize achievements that took time to deliver such as 
long-term initiatives or multi-phase results.

Doesn’t know what they 
want

Tie roles together with a clear professional theme such as: 
“building high-performing teams” or “streamlining workflows.”

After addressing perceptions, reinforce your stability through accomplishments 
that highlight: 

	» Adaptability: Thriving during mergers, transitions, new technologies, or other 
emerging changes

	» Commitment: Finishing projects, mentoring others, or improving team 
performance

	» Growth: Promotions, expanded scope, cross-industry success, or increasing 
complexity of assignments

	» Credibility: Positive feedback or recognition (see Chapter 4 for quotes)

	» Performance: Consistent metrics showing impact, regardless of tenure

For networking or recruiter-handout versions, you can simplify timelines by 
showing years only or grouping short projects under a single heading to empha-
size continuous engagement.

For formal job applications, always use the RC format with full month-and-year 
dates so your information parses correctly into ATS and passes verification checks. 
Use your cover letter to acknowledge the breadth of your experience and your goal 
for long-term fit.
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When contract or agency work  
looks like job hopping
If your resume lists a series of short-term roles that were all performed through 
the same employer, staffing agency, or consulting firm, you can simplify the pre-
sentation by grouping them together. This layout shows continuous employment 
while still giving credit for each client assignment.

Luckily, reporting this information on your resume is easy. You can group them 
all under one date umbrella for the agency and then list each company beneath it 
with its description and accomplishments. For example:

XYZ Agency, City, ST	 8/2024 to present

Marketing Representative

Stepped into challenging marketing roles with Company A, Company B, and 
Company C with goal of raising consumer awareness and profits.

For Company A, Name of Department/Division

As job title, performed:

•	 Accomplishment

•	 Accomplishment

•	 Accomplishment

In the same format you see Company A, offer the company, department/division, 
job title, and accomplishment information for Companies B, C, and so on.

If your job assignments were virtually the same, you can combine the bullet points 
under the agency heading. Just make sure to clarify which company benefited 
from each result.

Framing self-employed or family 
employment with credibility
You may not realize it, but even a solid self-employment or family business  
background can raise subtle red flags for employers. When hiring managers see 
family-run or self-owned companies on a resume, they sometimes assume the 
work was casual, unstructured, or lacked external accountability, even if in reality 
you worked harder than anyone else. The key is to neutralize the perception and 
showcase your professional contributions with clear, verifiable results.



148      PART 2  Crafting Resumes That Command Attention

Conversely, if you’ve been self-employed, titles like President, Director, or CEO 
can work against you unless they align with your next target role. If you’re return-
ing to a mid-level or contributor position, those titles can make you appear over-
qualified or resistant to taking direction.

Fortunately, a few small wording adjustments can make all the difference. If you 

	» Worked for the family: Omit references to family-owned, inherited, next-
generation, parents, or siblings. Treat it as any other professional position, 
focusing on challenges, action, and results. Use a job title that reflects your 
role such as Operations Manager, Bookkeeper, or Front-of-House Manager. If 
you’re unsure, research current job postings in your field to confirm terminol-
ogy that matches your level of accountability.

	» Owned a successful business: If your venture grew into a sizable operation 
and you plan to continue at an executive or entrepreneurial level, you can 
keep your CEO or President title. Back it with metrics including revenue 
growth, staff managed, client base, and innovation.

	» Are returning to employment after self-employment: If you’re moving 
back into the workforce, align your job title and description to your target role 
rather than your ownership status. For example, if your next goal is Marketing 
Manager, title your entry the same way and emphasize marketing strategy, 
campaign leadership, and client engagement as your core responsibilities. The 
goal is to bridge and not emphasize the gap between business ownership and 
employment.

For guidance on reframing experience to align with a new career direction, see 
Chapter 9. For real-life examples of self-employment and career change resumes, 
turn to Part 4 as well as the online companion website at www.dummies.com/go/
resumesfd9e.

http://www.dummies.com/go/resumesfd9e
http://www.dummies.com/go/resumesfd9e
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World Resumes  
That Work



IN THIS PART . . .

See samples of resumes for various positions and 
professions in today’s changing job market.

Check out examples of resumes that address the 
issues of too much or too little experience.

Find ways to work with special circumstances such as 
a return to the workforce or a career change.

Link to a library of additional resume samples on the 
companion website, including award-winning ones 
that demonstrate bells and whistles you can add to 
truly make your resume pop.
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Chapter 11
Matching Industry and 
Career Fields with 
OnTarget Resumes

The sample resumes in this chapter show how OnTarget principles come to 
life across a wide range of industries and career fields — from hospitality 
and logistics to IT, office administration, and healthcare. You’ll also see 

examples aligned with ongoing professionals as well as fast-growing and emerg-
ing areas such as telehealth, digital marketing, sustainability, AI-related roles, 
DEI, and ed-tech.

Whether your path has been linear or full of surprises, these samples demonstrate 
how to tailor your resume to the expectations, language, and priorities of your 
chosen field (see Chapter 5 for more specifics about adjusting your core resume to 
OnTarget versions).

These resumes reflect the OnTarget refinement candidates use for specific job 
postings regardless of their current title or role. These examples represent real 
people with distinctive experiences and goals, and they’re offered as roadmaps, 
not rules, to inspire your approach.
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Whenever possible, we’ve included resumes in the book that emphasize emerging 
careers. I could never cover the numerous professions all in one book. So if you 
want to see even more samples for challenges, other job targets, and employment 
levels, please visit the companion website at www.dummies.com/go/resumesfd9e. 
There you’ll find:

	» Expanded sets of resumes for topics covered in this chapter as well as 
Chapters 12, 13, and 14

	» Award-winning creative examples from Career Directors International’s 
(TORI) Awards

	» Bonus designs and formatting options that couldn’t fit in the print edition

To protect the privacy of the original job seekers, all printed and online samples 
have been fictionalized in consistent ways:

	» The job seeker’s name appears as Your Name at the top of the resume and as 
NAME when mentioned in a testimonial quote. These indicate where you 
should refer to yourself.

	» Contact information is shown with the words City, State, Zip Code, Phone, and 
Email. This is where you would place your contact information.

	» Employment dates (and education dates, when included) use the word Date or 
XX/XXXX. This is where you would list your months and years of employment 
or the year you earned a credential.

	» Job descriptions do not list actual employer company names. Instead, you’ll 
see Company Name, Company A, Company XYZ, Hospital Name, and the like. This 
is where you would list your employer’s company name.

	» If a year is stipulated, such as Won this award in 2024, the word Year has been 
substituted for the actual date.

http://www.dummies.com/go/resumesfd9e
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Chapter 12
Aligning Experience 
and Age with 
OnTarget Resumes

Worried you may have too much experience — or not enough — for your 
target role? Or that your age might affect how your resume is perceived? 
The samples in this chapter show how to present your background so it 

feels like the perfect fit.

These examples represent real people with distinctive experiences and goals. 
They’re offered as roadmaps, not rules, to inspire your approach.
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Whenever possible, I’ve included resumes in the book that emphasize emerging 
careers. Want to see even more samples for challenges, other job targets, and 
employment levels? Visit the companion website at www.dummies.com/go/
resumesfd9e for additional resume examples. There you’ll find:

	» Expanded sets of resumes for this chapter’s topic as well as 
Chapters 11, 13, and 14

	» Award-winning creative examples from Career Directors International’s 
TORI Awards

	» Bonus designs and formatting options that couldn’t fit in the print edition

To protect the privacy of the original job seekers, all printed and online samples 
have been fictionalized in consistent ways:

	» The job seeker’s name appears as Your Name at the top of the resume and as 
NAME when mentioned in a testimonial quote. These indicate where you 
should refer to yourself.

	» Contact information is shown with the words City, State, Zip Code, Phone, and 
Email. This is where you would place your contact information.

	» Employment dates (and education dates, when included) use the word Date or 
XX/XXXX. This is where you would list your months and years of employment 
or the year you earned a credential.

	» Job descriptions do not list actual employer company names. Instead, you’ll 
see Company Name, Company A, Company XYZ, Hospital Name, and the like. This 
is where you would list your employer’s company name.

	» If a year is stipulated, such as Won this award in 2024, the word Year has been 
substituted for the actual date.

http://www.dummies.com/go/resumesfd9e
http://www.dummies.com/go/resumesfd9e
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Chapter 13
Navigating Special 
Circumstances with 
OnTarget Resumes

Just because you’re changing careers, stepping out of a military uniform, or 
explaining resume gaps, doesn’t mean you’re at a disadvantage. You can 
absolutely create a powerful, targeted resume. The samples in this chapter, 

and on the companion website, show how to handle unique situations and prove 
that every story can be told with strength and confidence.

These examples represent real people with distinctive experiences and goals. 
They’re offered as roadmaps, not rules, to inspire your approach.



228      PART 3  Exploring Real-World Resumes That Work

Whenever possible, we’ve included resumes in the book that emphasize emerging 
careers. Want to see even more samples for challenges, other job targets, and 
employment levels? Visit the companion website at www.dummies.com/go/
resumesfd9e for additional resume examples. There you’ll find:

	» Expanded sets of resumes for this chapter’s topic as well as those in 
Chapters 11, 12, and 14

	» Award-winning creative examples from Career Directors International’s 
(TORI) Awards

	» Bonus designs and formatting options that couldn’t fit in the print edition

To protect the privacy of the original job seekers, all printed and online samples 
have been fictionalized in consistent ways:

	» The job seeker’s name appears as Your Name at the top of the resume and as 
NAME when mentioned in a testimonial quote. These indicate where you 
should refer to yourself.

	» Contact information is shown with the words City, State, Zip Code, Phone, and 
Email. This is where you would place your contact information.

	» Employment dates (and education dates, when included) use the word Date or 
XX/XXXX. This is where you would list your months and years of employment 
or the year you earned a credential.

	» Job descriptions do not list actual employer company names. Instead, you’ll 
see Company Name, Company A, Company XYZ, Hospital Name, and the like. This 
is where you would list your employer’s company name.

	» If a year is stipulated, such as Won this award in 2024, the word Year has been 
substituted for the actual date.

http://www.dummies.com/go/resumesfd9e
http://www.dummies.com/go/resumesfd9e
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Chapter 14
Award-Winning 
Creative Resumes

Are you ready to cash in on all the possible bells and whistles to create your 
next winning resume? Then you’ll absolutely want to dive into the com-
panion website for this book located at www.dummies.com/go/resumesfd9e.

In this library you’ll find a wealth of award-winning creative resumes from the 
Career Directors International annual competition, Toast of the Resume Industry 
Awards (TORIs).

The TORIs are the professional resume-writing industry’s best of the best, recog-
nizing top resume writers from around the world in the single longest-running 
annual resume competition (2000 to the present).

These samples will show you how to effectively use marketing strategies to help 
you stand out from the competition such as:

	» Color and design

	» Headers, lines, and SmartArt

	» Charts and graphs

	» Eye-catching layouts

http://www.dummies.com/go/resumesfd9e
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You’ll find winning resumes tailored for: 

	» New graduates

	» Challenging career transitions

	» Sales

	» Executives

	» High tech

	» Healthcare/medical

These examples represent individual people and their unique experiences; they 
are provided only as an example of what is possible in a resume. Please consider 
them as roadmaps, not rules, when creating your next resume.

The resumes in this section of the companion website are meant to be networking 
resumes. It is possible to ensure high-design creative resumes are ATS-friendly 
but if you don’t possess those skills, be sure to only apply design elements to 
content that isn’t keyword critical such as testimonials, awards, and other 
recognitions.
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IN THIS PART . . .

Fine-tune your resume with ten tweaks.

Discover key ways to get your resume in front of 
decision-makers.

Know what to look for when you hire a professional 
resume writer and get a list of recommended pros.

Use a ten-point checklist to make sure your resume 
is OnTarget.
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Chapter 15
Ten Ways to Improve 
Your Resume

Think your resume is close but not quite converting? This chapter gives you 
ten quick upgrades to tighten focus, sharpen the top third, and cut clutter. 
You’ll clarify the target, prune what doesn’t serve it, and use the 5 percent 

rule to tailor quickly so your resume reads OnTarget and gets to “yes.”

Matching Your Resume to the Job
To slip past filters and earn a real look, your resume must mirror the role. Read 
the posting like a checklist and make sure the top quarter of your page shows the 
title you’re pursuing, a short summary that speaks to the employer’s priorities, 
keyword skills in plain language they use, and proof you excel. Follow the 
5 percent rule: For each submission, customize at least the top 5 percent of your 
resume (header objective, summary, skills list, and proof in experience bullets) so 
“why you for this job” is obvious at a glance.

If you’re posting to a database instead of a specific job, research several current 
ads for your target and reflect common requirements that truly fit you. Then back 
every key term with a proof point in “Experience.”

IN THIS CHAPTER

	» Cutting anything that doesn’t support 
the job you’re targeting

	» Aligning with your target from the  
top down

	» Using the 5 percent rule to tailor the 
top third for every posting
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Using Bulleted Style for Easy Reading
On the resume itself, short bullets (less than three lines) beat dense paragraphs 
every time. White space in your resume helps skimmers find the good stuff fast 
and keeps you from burying impact. Lead with outcomes, then name the action 
and relevant scope; if a sentence runs long, split it or cut the setup. Think adver-
tising more than autobiography: You’re writing to be read in seconds, not studied 
for minutes.

Discovering the Art of Lost Articles
Compact phrasing reads cleaner and scans better. Drop articles (a, an, the) and 
first-person “I” when you write bullets. Apply the same trim to fillers like 
“responsible for” — show what happened instead. You’ll gain space, speed, and 
punch without losing meaning. Recruiters and employers expect to read resumes 
in compact phrases, not fully developed sentences.

Selling, Not Telling
“Responsible for” lists don’t sell value. Replace them with CAR: the challenge you 
faced, the action you took, and the result you produced. “Reduced month-end 
close from ten to five days by standardizing reconciliations” tells a far stronger 
story than “Handled monthly close.” Keep results concrete (time saved, revenue 
influenced, risk reduced) and relevant to the posting. For a deeper dive on gather-
ing and shaping CAR content, see Chapter  4; for tailoring it to each role, see 
Chapter 5.

Showing Off Your Value
If you’ve earned rankings, awards, or standout metrics, include them where 
reviewer eyes land first. Name the scale so readers can calibrate (“Top 5 of 
120  reps,” “Cut defects 32% across 3 product lines,” “Managed $4.2M P&L”). 
Numbers anchor credibility, and context turns a number into proof. If a win is 
older but directly relevant, keep it and frame it briefly.
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Making Sure Your Words Work Together
Action verbs energize bullets and the right nouns make you findable, so use both. 
Pair precise verbs (“launched,” “stabilized,” “optimized”) with the employer’s 
nouns (“pipeline,” “retention,” “compliance,” or specific tools). This blend reads 
well to humans and aligns with ATS.  For verb and phrasing ideas by role, see 
Chapter 7.

Reaching Out with Strength
Aim every section at the job you want, not the job you’re leaving. Emphasize the 
experiences and strengths you plan to use again and de-emphasize or drop what 
drifts off target. If you’re pivoting (military training to corporate learning), keep 
the spotlight on training design, facilitation, and outcomes rather than adminis-
trative extras that dilute the message. Stay on theme from top to bottom.

Trashing Wimpy Objectives
Skip vague, me-centric objectives (“seeking growth and challenge”) and state the 
target plainly where readers expect it with a clear objective header that mirrors 
the job title, optionally with a credential that matters (“Project Manager — PMP”). 
Using the employer’s exact title signals the resume was written for them and 
helps both humans and systems connect the dots.

Delivering the Right File, Every Time
If it just isn’t clear from the job advertisement what file format of resume is 
desired, submit a .docx or a PDF document. PDF ensures formatting stays, so it’s 
often the best bet. Be sure to use standard labels and body text in your resume to 
ensure upload parsing accuracy. Of course, if instructions specify a different for-
mat, follow them. For more on structure that parses and scans well, see Chapter 2.
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Erasing What Doesn’t Belong
Clutter costs interviews. Remove anything that doesn’t help this employer say 
yes: labels like “Objective,” “References available upon request,” personal identi-
fiers (SSN, driver’s license), preparation dates, company phone numbers, high 
school, and most roles older than ten to fifteen years unless they’re crucial to the 
target. Be cautious with affiliations or details unrelated to the role — especially 
those that can distract or invite bias. Focus the space you save on recent, 
relevant proof.
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Chapter 16
Ten Ways to Increase the 
Odds of Landing a Job

The web puts thousands of roles at your fingertips; your job is to separate 
signal from noise and get your resume to the right eyes fast. Use the tactics 
in this chapter to target openings, avoid black holes, and turn activity into 

interviews.

Avoiding the Trap of Applying Everywhere
Spraying the same resume at every opening is the fastest route to burnout and 
silence. From this moment on, apply only when you meet the core “must-haves” — 
then tailor. You’ll spend less time on long shots, protect your credibility with 
recruiters who remember chronic off-target applicants, and free up energy for 
outreach that actually moves the needle. A veteran recruiter once told me, “When 
I’m hiring a CFO and an industrial engineer applies, I don’t have time to respond.” 
Don’t be that candidate. Be selective, and then be specific.

IN THIS CHAPTER

	» Submitting smart and fast to dodge 
black holes

	» Aiming your applications by 
target first

	» Reaching human hiring managers 
and insider advocates

	» Using online application processes 
strategically
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Aiming Your Resume at the Bull’s-Eye
Generic resumes don’t survive screening. Read the posting like a checklist and 
mirror its language in your objective header, summary, and “Areas of Expertise”; 
then prove each key requirement in your experience with a result. If a posting asks 
for “more than three years,” say “more than three years,” not “extensive experi-
ence.” If it calls for five, don’t trumpet “twenty-two” and look overqualified. 
When applying to multiple roles at one company, tailor a separate version to each 
set of requirements.

If you’re parking a resume in a database instead of responding to a specific 
opening, review several current ads in your target and reflect the common 
denominators that truly fit you. Refresh the database version periodically so it 
doesn’t sink out of view, but don’t rely solely on this because manual targeting 
and outreach still do the real work.

Apply when you meet the core “must-haves” and most “nice-to-haves.” A good 
target is roughly 80 percent fit: You match the posted essentials, can prove them 
with recent results, and can explain the rest with transferable wins. That balance 
keeps you selective, makes tailoring faster, and helps you stay motivated. If you’re 
at 50 percent, save the posting to study language and requirements, but don’t 
apply until your resume can show credible proof.

Acting Fast and Following Instructions
Many teams start interviewing as soon as they spot a handful of strong matches, 
and postings can be filled before the official close. Aim to submit quickly and 
cleanly: Follow the directions on file type, questionnaires, and application steps 
exactly, and complete every required field. Use simple tools like a password man-
ager or form-filler to move faster without cutting corners. Note the posting date; 
older listings may already be resolved, so apply but also pivot your energy to 
fresher leads.

Before you click apply, read the posting once more and mirror the exact title in 
your objective header; tighten your summary to the role’s top three priorities; 
make sure six to nine skills match their wording; swap in one recent, quantified 
bullet that maps to the job; and submit an ATS-clean .docx unless they ask for 
PDF. If anything reads generic, tune it before you send.

When the ad doesn’t specify format, default to .docx or PDF. Keep essentials in live 
text (no headers/footers, sidebars, or text boxes for contact info, titles, or dates). 
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Use consistent date formats (Jan 2024–Feb 2026) and a clean filename like 
Doe_Jane_ProjectManager_Companyname.docx. If a site forces form fields, 
paste carefully, fix lost bullets/line breaks, and then upload your full resume as an 
attachment if allowed.

Removing Red Flags from Your Resume
Two issues frequently stall otherwise strong candidates: location and money. If 
you’re pursuing a role in another region, address relocation proactively in your 
email or brief cover note to make it clear you have roots, ties, or a plan to be local 
at your own expense, and include a local mailing option if you have one.

When salary history or requirements are requested, signal flexibility and value 
without boxing yourself in by indicating you’re open to discussing compensation 
aligned with the role’s scope and market and prefer to share details in conversa-
tion. Providing context such as cost-of-living differences is recommended, but 
keep it concise and positive. Above all, let your resume show the outcomes you 
deliver so pay becomes a discussion, not a disqualifier.

When you absolutely must include former salary on an online application, be 
honest and use the option to upload additional documents to include a cover letter 
that better tells the story. When recruiters ask for salary requirements, always 
provide a range and not a single absolute dollar amount.

Reaching Out Directly to the 
Hiring Manager

If your online application disappears into a silent queue, send a targeted version 
to the decision-maker. Identify them by scanning the company’s site for leader-
ship bios, reading press releases to decode email formats, and searching the func-
tion plus the company name. As you’ll learn below, LinkedIn is another great 
resource for identifying your targets. In smaller firms the head of your function 
may be the decider; in larger ones look a level or two below the VP. A short, value-
focused note that references the role, your fit, and one relevant win beats a generic 
“checking in.” For example:

Hi Pat, — I just applied for <Role Title>. In my current role I <one sentence with a 
quantified win that matches their need>. I’d welcome a quick call to share how 
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that approach could help <Company> <goal from posting>. I’ve attached a 
targeted resume; happy to send a brief case study as well. Thanks for your 
time — <Your Name>.

Finding an Advocate on the Inside
In short, referrals convert. Hiring managers trust people recommended by strong 
employees, and many companies track referral performance closely and even pay 
bonuses. Ask your network who they know at your targets (alumni, former 
colleagues, association peers, and local professional groups are rich sources) for a 
potential connection and referral.

After you identify someone inside, request a brief call to confirm fit and, if appro-
priate, ask whether they’d be comfortable submitting you through the referral 
channel. You’re making their effort easy by bringing a tailored resume and a crisp 
paragraph they can paste into the referral form.

When a contact offers to refer you, make it easy. Send a tight, OnTarget resume 
plus a paste-ready blurb that names the role, mirrors the posting’s language, and 
cites one quantified win. You’re helping them help you, and many referral portals 
ask for exactly that.

Staying Consistent and Persistent
Silence doesn’t always mean “no.” Jobs get frozen, filled early, or posted for 
pipeline building. Keep a simple tracker of submissions, dates, and follow-ups so 
you can nudge politely after a week for fresh postings and sooner if a recruiter 
gave you a timeline. Balance persistence with momentum, following up on 
yesterday’s leads while continuing to source new ones today so a single-stalled 
application never caps your search.

Tapping the Power of LinkedIn
LinkedIn lets you be findable, credible, and one click from the people who can 
say yes. Start with a headline that mirrors your target role and a summary that 
shows scope and one or two quantified wins; align keywords with the postings 
you’re pursuing and keep experience entries result-first and concise. Turn on 
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“Open to Work” settings for recruiters, but be judicious with the public banner 
if you’re employed.

Follow target companies, engage with relevant posts weekly, signal your interest 
to work there on their page, and connect with hiring managers and team members 
using short notes that reference the role or a mutual interest.

When you apply through LinkedIn, still upload a tailored resume; then message 
the recruiter or manager with a two-to-three sentence value pitch and offer to 
share a portfolio, case study, or concise proof of fit. Treat your profile as your 
living, core document: Update wins, projects, and certifications so your outbound 
story matches your inbound signal.

Searching Company Websites Strategically
Company career pages often list roles that never hit the big job boards. Before you 
click “apply,” scan the site’s press releases, about pages, investor or newsroom 
updates, and product or team pages to understand priorities and vocabulary. 
Use what you learn to echo language in your summary and bullet choices, and to 
shape a brief note that references current initiatives. Expect screening questions 
or assessments, and complete them carefully. Then follow up with a tailored 
resume and a short value line to the hiring manager when possible.

Using Job Boards with Caution 
and Clear Intention

Job boards are useful for discovery, not as a sole strategy so don’t let them con-
sume too much of your time. Use them to map active demand, identify compa-
nies worth pursuing, and spot repeat requirements you should address in your 
OnTarget versions.

Limit daily board time so you don’t confuse busyness with progress, and don’t 
assume a posted role is your only pathway; after you find a match, apply and then 
immediately shift to outreach, referrals, and direct contact.

Anonymous resumes rarely help; most employers prefer real people with real 
context. Be visible, be specific, and treat boards as one lane in a multi-lane plan.
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Chapter 17
Ten Tips for Choosing 
Professional 
Resume Help

I 
n addition to reading this book, how do you create a resume that ushers you 
into prime interviewing territory? Should you hire a pro or go it alone?

A seasoned resume writer blends classic marketing principles with today’s 
realities (ATS, AI, social) to position you fast and clearly.

Professionally crafted resumes don’t just boost confidence; they often pay for 
themselves by shortening your job search. At a $50,000 salary, every week out 
costs you about $950 in lost pay. Working with a certified pro can help you reach 
interviewers and offers far sooner.

Prep like taxes: Gather roles, dates, wins, and goals for the writer. A qualified pro 
will guide you on what’s needed to fill the gap.

Don’t discount the powerful boost entrusting your career to a pro can deliver. 
I  have witnessed dramatic, life-changing results produced by the efforts of 

IN THIS CHAPTER

	» Choosing a professional resume  
writer

	» Evaluating samples, process, and 
results (not just promises)

	» Comparing price, scope, and 
timelines while avoiding scams
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talented pro resume writers. Who could benefit most? First-time resume writers; 
people in competitive markets; anyone with a checkerboard history, a long gap, or 
a tough story to tell; people who have trouble selling themselves; and busy candi-
dates who want expert polish and expedited path to their next role. If resume 
writing isn’t your full-time job, a pro is a smart investment. Use the tips in this 
chapter to avoid hacks and choose wisely. (And for a list of recommended resume 
services, flip to the Appendix.)

Spotting a Resume Template “Pro”
Resume templates aren’t inherently bad, but how they’re used tells you a lot about 
whether you’re working with a true resume professional or someone simply pour-
ing your information into a pre-made, one-size-fits-all shell. This is one of the 
easiest ways to tell the difference between strategy-driven resume writing and 
basic regurgitation.

A qualified resume pro starts with thinking, not formatting. They clarify your 
target, value proposition, keywords, and proof points first, then select or build a 
layout that supports that strategy. If a writer begins by asking you to choose a 
template — or promises fast turnaround based primarily on design — that’s a red 
flag. Templates should support content, not substitute for it.

True professionals also understand how templates interact with online applica-
tion systems. A well-chosen resume format preserves the reverse-chronological 
(RC) structure employers and applicant tracking systems expect, places critical 
information in the top third, and uses standard section labels such as Summary, 
Experience, Education, and Skills. Job titles, employers, locations, and dates 
should also always appear in live text  — not embedded in textboxes, headers, 
footers, tables, or graphics.

A professional resume writer is an architect who will never let style override func-
tion. Your resume format will always be driven by your unique content first.

Requesting a Free Initial Consultation
If you’re considering a pro, ask for a short, no-cost consultation with the 
person who will actually write your resume (phone or video is fine). You should 
be asked to submit your most recent resume and a few job targets in advance of 
the meeting.
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In fifteen to sixty minutes they should ask questions about your goals, target 
roles, proof points, and challenges. Use the time to gauge chemistry and exper-
tise: Do they speak your industry, address your specific hurdles, and show cur-
rent, outcome-first samples like those in Part 4 of this book? Confirm a current 
certification with continuing education requirements, then align next steps 
around intake method, timeline, and what they need from you.

A consultation isn’t a DIY fix-it session; it’s to scope the work, confirm expertise, 
and receive a quote. If you can’t speak with the writer, or your questions stump 
them, keep looking.

Locking Down Scope, Timeline, 
and Revisions

A client agreement is as much for your protection as it is for the writer you work 
with, so before you pay, expect to get the plan in writing. A clear agreement pre-
vents surprise costs, missed expectations, and who-owns-what confusion.

It should spell out exactly what you’re buying: resume (ATS-clean .docx + PDF), 
how many OnTarget variants (if any), LinkedIn refresh or full rewrite, cover 
letter, and any extras (bio, thank-you, brief). Note what’s not included (for 
example, new targets after delivery).

Make sure it confirms how they’ll gather your story to understand whether it 
will just be you filling out forms or if there is also a discovery interview, which is 
typically very important to ensuring the right data hits your resume.

You’ll see turnaround times for receiving drafts along with data on the revision 
window (how many rounds, what counts as a round, and whether it includes 
new targets).

Once full payment has been made it should state that you will have full ownership 
of files and provide any options or specifics around using your resume as a sample 
or award submission. Never share SSNs or proprietary client data.

Finally, it should spell out price and payment so you know the deposit, 
milestones, and refund policy.

If a quote doesn’t list deliverables, timelines, revision terms, or other items 
outlined above, ask for a clearer scope or keep looking.
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Targeting Certified Professionals 
for Expert Results

Professional resume writing is a real discipline with training, certification, and 
continuing education. To protect your investment, choose a writer who holds a 
current, verifiable credential from an organization that stays on top of ATS, AI, 
and hiring trends, and requires learning to keep the credential active.

The strongest option today is Career Directors International (CDI). CDI offers 
multiple resume certifications that maintain high standards and ongoing educa-
tion, plus a Job Seeker portal (https://careerdirectors.com/job-seekers/), 
where you can search for a resume writer to assist you and access other job seeker 
tools. Full disclosure: I founded CDI to advance best practices and training so job 
seekers benefit from writers who are current, ethical, and results-focused.

Not all certifications are real or actually recognize excellence. In an unregulated 
industry, certification mills and fake credentials are a real and unfortunate thing. 
Verify the credential on the granting organization’s site, check that it requires 
continuing education, and look for recent, outcome-focused samples and contri-
butions by the writer (articles, awards, ongoing learning, presentations). Be wary 
of sites that hide who will write your resume or provide unverifiable, unsubstanti-
ated credentials or claims.

Evaluating the Writer’s Resume 
Samples Critically

In Part 3 of this book as well as on the companion website (at www.dummies.com/ 
go/resumesfd9e), you’re provided with a wealth of diverse professional resume 
samples. Those help you understand what to look for, show you writers who cre-
ated those resumes for job seekers like you, and give you the knowledge to avoid 
settling for less. When reviewing writers, expect to find resume samples and keep 
looking if they don’t meet the standard you’ve been shown here for keywords, ATS 
compatibility and parsing, targeting, storytelling results, and all the rest.

If there are no samples, then you have no way of identifying that writer’s level 
of talent. While someone could be an excellent resume writer, not having work 
samples is cause for a deeper look or a second thought.

https://careerdirectors.com/job-seekers/
http://www.dummies.com/go/resumesfd9e
http://www.dummies.com/go/resumesfd9e
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Asking for References and Testimonials
Website testimonials range from solid to fluffy, so verify beyond the site. Look for 
third-party reviews (LinkedIn recommendations on the writer’s profile or com-
pany page) with specifics: roles targeted, interview traction, time to offer, and 
recent dates. Favor writers who show current wins and outcome-focused samples.

You can also ask for references to contact if LinkedIn recommendations aren’t 
available. Most resume writers can give you a short list of satisfied clients who 
have agreed to act as a reference. Expect brief conversations as many job seekers 
prefer privacy. Use the calls to confirm process, responsiveness, and results only.

Should you speak to a reference, consider asking: What changed after the rewrite 
for you? Were deadlines and promises met? Did the writer understand your field 
and any challenges you presented? Would you hire them again?

Seeking Interviews and Connection 
over Forms

Intake forms help gather basics, but they shouldn’t be the totality of the informa-
tion gathering as they can’t capture your voice, context, or proof by themselves. 
A  strong resume process includes a live interview (phone or video) where the 
writer probes for your targets, branding themes, and CAR stories (challenge– 
action–result), clarifies metrics, and surfaces sensitive items to frame and not hide.

Think twice about hiring a questionnaire-only resume writer. I’ve only met one to 
two in my entire career who produced exceptional outcomes and that was because 
the work was put on you to fill out time-intensive, lengthy, and detailed work-
sheets. Usually form-only means you should keep looking to avoid a disappoint-
ing, generic resume.

Aiming for Fit, Not Just Flash
Some writers specialize by industry (IT, healthcare, finance) while others are 
strong generalists who excel at research and process. Either can work, so what 
matters is fit with your target and proof they can market your story. A good match 
shows up in recent samples that mirror your level and function, outcome-first 
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bullets, and up-to-date practice (certifications with continuing ed, awards, 
articles).

If you’re in a niche or highly technical role, ask how they’ve handled similar 
clients and scan samples for accurate terminology and metrics. If you’re pivoting, 
look for writers who can translate experience with crossover language and build 
a persuasive top third that sells you for the new target.

A resume professional doesn’t have to specialize in your field to be able to provide 
you with the expertise you need. Choose the writer who understands your goals, 
asks smart questions, and has the qualifications and client success stories that 
demonstrate true expertise.

Avoiding Bargain Resumes That Cost More
Cheap can be costly so remember you’re buying strategy and positioning, not just 
formatting. Typical ranges for pro writers: $500 to $1,700 for most resumes; $750 
to $3,000 for executives. Prices rise with complexity, scope, and speed. What 
drives price and value: 

	» Discovery depth: Interviews to surface metrics, brand, and CAR stories 
(career changes or thin data can take longer)

	» Writing and design: Research, data review and crunching, story writing, 
and condensing to hit the 2-page length

	» Complex history: Gaps, pivots, multi-track work, or sensitive issues that 
require careful framing

	» Customization: OnTarget variants for different roles; tailoring first pages 
per posting

	» Packages: Necessary add-ons like LinkedIn profile writing, cover letter, bios, 
thank-you/follow-up notes, and strategy coaching

Too-good-to-be-true pricing, “job guaranteed in 30 days,” no interview, or 
won’t let you speak with the writer all mean you should walk away.

A good resume often pays for itself by shortening time to offer. Focus on return 
on investment (ROI) and fit, not the lowest quote.
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Verifying and Being Vigilant 
to Avoid Scams

Resume writers are supposed to be pros who earn their reputation by delivering 
interviews and offers. Unfortunately, where there’s vulnerability there are 
scams, which has become a huge epidemic in the world of hiring and employ-
ment today. Before you invest, verify.

Start with identity and track record. Make sure you can see the actual writer’s 
name, not just a brand. Look for recent, real-world samples that reflect today’s 
standards (outcome-first bullets, keyword alignment, clean structure). Cross-
check third-party reviews on LinkedIn, professional associations, and in online 
searches, because substance beats star counts or claims on their website.

Always verify certifications and affiliations with the granting professional asso-
ciation or entity. And look to speak with your writer and not just a salesperson. 
Most qualified professionals require a brief conversation or even a Zoom meeting 
to understand your goals and challenges, and ensure fit, before quoting scope.

Beware guarantees that don’t make sense (“we guarantee a job in 30 days”), 
ultra-low teaser prices followed by aggressive upsells, or services that won’t let 
you speak with the writer. If a site promises instant resumes with “AI only, no 
interview required,” expect generic output that can miss facts, misstate achieve-
ments, and trigger skepticism.

Read the scope and revision policy closely. You’re hiring marketing expertise, 
not  just formatting. A solid engagement defines discovery (intake/interview), 
deliverables (resume, plus what else), revision rounds, timeline, and what “done” 
looks like.

Finally, protect your data. Don’t send Social Security numbers, confidential client 
names, or proprietary metrics. Ask how they safeguard files and whether they will 
anonymize sensitive details and change metrics to ranges when appropriate 
(“$2–3M budget”).

Use a payment method that offers dispute resolution, and keep everything in 
writing including scope, price, timeline, and revision terms.

Current certifications that require continuing education, public contributions to 
the field (samples, articles, awards), clear policies, and a writer who asks smart, 
targeted questions about your results are all signs you’re in capable hands.
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Two situations to keep your eyes open for that typically represent either low-
quality certification mills or outright scams: 

	» If you’re sold to by someone other than your writer, and you can’t confirm 
who will write your resume, walk away.

	» If you hear from a recruiter and they tell you that you’re a perfect fit but you 
just need to pay this particular resume writer to “fix” your resume, walk away.
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Chapter 18
Your Ten-Point 
Resume Checklist

Before you send a resume into the world, run it through this ten-point 
checklist. Each item reflects what today’s screeners and systems actually 
look for: a tight match to the job, a clear focus, ATS-clean structure, proof 

of results, strong language, and zero distractions. For greatest success, your aim 
should be to nail each and every point in this chapter before you submit your 
resume for a job opportunity. This isn’t busywork but the last mile that turns a 
good draft into an interview-getter, regardless of audience and how it’s viewed.

Targeting Qualifications for a Match
You’ve tailored your resume so the job can recognize itself in your story. That 
means your qualifications (skills, tools, education, scope, results) mirror the job 
posting’s must-haves and nice-to-haves, especially in the top third. Use the 
role’s language (not yours) to translate titles and tasks so a screen and their 
software sees a direct match. If you’re applying without a specific posting, aim to 
the center of gravity for the role by using several current ads to spot the 
commonalities.

IN THIS CHAPTER

	» Matching your resume to the role’s 
must-haves

	» Structuring for speed and parsing

	» Smacking down interview-killing  
errors

	» Ensuring the best first impression
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Use the OnTarget flow (see Chapter 5) to align your objective header, summary, 
keywords, and proof bullets. For faster setup, the prompts in Chapter 6 help you 
extract and prioritize the right keywords before you polish the wording.

Sharpening Focus
Don’t approach applying as “I’ll do anything” or asking what the employer has. 
Do your homework to know the job title the company uses for your target role. 
Then take the steps to show you’re the right fit: Open with a clear objective header, 
back it up with a tight branding summary, and keep every line that follows aimed 
at the target. Trim off-target details so your resume has one unifying theme: you 
solving the company’s problem. Design should also support the message with 
clean headings, scannable bullets, and recognizable proof in the top third. (For 
tailoring, see Chapter 5 and for layout choices, see Chapter 8.)

Selecting the Right Format and Style
For online applications, use reverse chronological (RC) — period. It’s expected by 
parsers and people, shows recency and momentum, and earns trust. In today’s 
job market you reserve chrono-functional or hybrid formats only as networking 
leave-behinds to frame tricky histories in conversation. When the situation 
moves  to a request to apply, send the RC.  Keep headings standard (Summary, 
Experience, Education, Skills), dates consistent, and layout clean so both humans 
and systems can scan fast. (Deep dive on formats in Chapter 2 and design basics 
in Chapter 8.)

Highlighting Accomplishments and Skills
Instead of reciting duties, prove outcomes. For every key skill the posting calls 
out, pair at least one concrete win that shows how you used it. Translate respon-
sibilities into CAR proof: the Challenge you faced, the Action you took, and the 
Result you achieved, ideally with a number (%, $, time saved, volume, ranking). 
Thread those same skills (the keywords you extracted from the description) into 
your top third and then echo them in the relevant role bullets so both humans 
and systems see clear alignment.
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If you can’t quantify, then qualify the scope (team size, budget, users), frequency 
(daily/weekly), or speed/quality (“ahead of schedule,” “error-free”). Keep your 
claims attributable and interview-ready.

Polishing Language and Power Expressions
Tighten every word, mirroring the posting’s keywords (nouns) so you’re findable, 
and drive each bullet with a strong action verb so humans feel momentum (see 
Chapter  7). Cut filler (“responsible for,” “duties included”), cliches (“results-
oriented”), and dated details (“References available”). Use industry jargon when 
it signals fit, but translate acronyms on first use. Always keep claims concrete, use 
active voice (without including “I”), and stay consistent in tense and jargon.

Keywords get you found and verbs get you chosen so swap vague verbs for 
powerful ones: “led” becomes “orchestrated,” “improved” becomes “elevated,” 
“worked on” becomes “delivered.”

Funneling Content to the Goal
Starting with a clear objective header (target job title), follow with a tight brand-
ing summary, reinforce with keywords, and prove it in “Experience.” Always use 
a reverse-chronological format when applying so screeners and systems see 
recency and momentum while content parses. Only put “Education” before 
“Experience” if you’re a true new grad or when the target is education-driven. 
Skip personal data and anything that doesn’t move the reviewer toward an 
interview. (For a refresher on content, see Chapter 4.)

Keeping Length in Check with 
Common Sense

Use the fewest pages that clearly prove your fit for the role. As a rule of 
thumb: one page for light experience, two pages for most pros, and three only 
for executives/consultants as needed. Note that your resume can stretch longer 
when it’s a curriculum vitae (CV) for some careers in science, healthcare, and 
higher education.
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For online submissions, keep the reverse-chronological format and trim any-
thing that doesn’t support the target. (See Chapter 2 for formats.)

Including Appropriate Social 
Media Handles

Share only profiles that strengthen your case (typically a customized LinkedIn 
URL and possibly a portfolio/GitHub/Behance for work that needs to be seen). 
Make sure the headline, summary, dates, and titles match your resume and that 
everything reads well on mobile.

Navigating Sticky Points Strategically
Handle bumps with clarity, not camouflage. Group short contracts under one con-
sulting header, place “Education” or “Training” before “Experience” only for true 
new grads, drop very old or off-target roles, and address gaps briefly (upskilling, 
caregiving, service) while letting the top third sell your fit. For online applica-
tions, still submit an RC version, even if you also share a networking CF/Hybrid.

Proofreading, then Proofreading Again
Typos can be instant deal-breakers so run spell-check, then proof slowly (names, 
titles, employers, dates). Read aloud, then backward (last word to first) to catch 
sneaky errors. Export to PDF to spot layout glitches, and ask someone you know 
is meticulous to give it a final pass for anything you missed.
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Appendix

Directory of  
Resume Writers

Many professional resume writers contributed samples to this book (see 
Chapters  11 through 14 and the companion website at www.dummies.com/go/
resumesfd9e). Additional contributors provided specialized content, including 
military transition resume guidance in Chapter 9.

If you’re stumped on how to proceed with your resume or feeling stuck on getting 
started, you may want to contact one of the professionals listed in this appendix 
to help you put your resume together. This appendix includes each contributor’s 
contact information, whether their work is in the actual book or only online. There 
simply isn’t enough space to include them all within these pages! If an arrow (↑) 
appears by the author’s name, it means that person has earned a resume writing 
certification from Career Directors International (CDI). If a star (*) appears, they 
have won a resume-writing award from CDI.

It should also be noted that my information is included here first as I’ve resumed 
working directly with job seekers for the first time since authoring this and the 
prior two editions. You can learn more about working with me at:

Laura DeCarlo ↑*
A Competitive Edge Career Service
Melbourne, FL
success@acompetitiveedge.com
https://acompetitiveedge.com

Susan Barens
Career Matrix Group Ltd. Co.
Fort Mill, SC
Susan@careermatrixgroup.com
https://www.careermatrixgroup. 
com/

Bridget Batson ↑*
Houston Outplacement Resume Writing & 
Career Counseling
Houston, TX

bridgetbatson@houstonout 
placement.com
https://houstonoutplacement.com/

Dustin Beasley
Career Renovators
Springfield, MO
dustin@career-renovators.com
https://career-renovators.com

Dr. Jeannine Bennett ↑*
Vision to Purpose
Virginia Beach, VA
jeannine@visiontopurpose.com
https://visiontopurpose.com/

http://www.dummies.com/go/resumesfd9e
http://www.dummies.com/go/resumesfd9e
mailto:success@acompetitiveedge.com
https://acompetitiveedge.com
mailto:Susan@careermatrixgroup.com
https://www.careermatrixgroup.com/
https://www.careermatrixgroup.com/
mailto:bridgetbatson@houstonoutplacement.com
mailto:bridgetbatson@houstonoutplacement.com
https://houstonoutplacement.com/
mailto:dustin@career-renovators.com
https://career-renovators.com
mailto:jeannine@visiontopurpose.com
https://visiontopurpose.com/
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Laurie Berenson ↑
Sterling Career Concepts, LLC
Franklin Lakes, NJ
laurie@sterlingcareerconcepts.com
https://www.sterlingcareer 
concepts.com/

Mary Elizabeth Bradford ↑*
Global C-Suite Resume Writer
(830) 331-9398
maryelizabeth@maryelizabeth 
bradford.com
https://www.maryelizabeth 
bradford.com/

Amy Britta Watt ↑*
CareerMarketingCentre & 
EmergencyServiceCareers
Ontario, Canada
amy@careermarketingcentre.com
https://www.emergencyservice 
careers.com/

Phaedra Brotherton ↑
Resumes and Career Strategies
Arlington, VA
phaebro@gmail.com
https://www.resumesandcareer 
strategies.com/

Tamara Cameron ↑
iCareerSolutions
Vancouver, Canada
tamara@icareersolutions.com
https://icareersolutions.com/

Maria Caraballo ↑*
Career Branding Inc.
Juncos, Puerto Rico
(787) 955-5704
maria@cbincpr.com
https://careerbrandinginc.com/

Paula Christensen ↑*
Strategic Career Coaches
Green Bay, WI
paula@strategiccareercoaches.com
https://strategiccareer 
coaches.com/

Tiffany Cruz ↑
Power Writers USA
San Francisco, CA
tiffany@powerwritersusa.com
https://www.powerwritersusa.com/

Tim Cunningham
Fast & Focused Resume Service
British Columbia, Canada
tim@ffresume.com
https://ffresume.com/

Robert Dagnall ↑
Resume Guru
San Diego, CA
robert@resumeguru.com
https://www.resumeguru.com/

Ken Docherty ↑*
Docherty Career Management, Inc.
British Columbia, Canada
ken@kendocherty.com
www.masterresumewriter.com

Rhonda Douglas Charles
Adnohr Docs
Brooklyn, NY
info@adnohrdocs.com
https://www.adnohrdocs.com/

Jennifer Fishberg
Career Karma Resume & Career Services
Highland Park, NJ
jennifer@careerkarma.net
https://www.careerkarma.net/

Cliff Flamer *
BrightSide Resumes
San Francisco, CA
cliff@brightsideresumes.com
https://brightsideresumes.com/

Pam Foster *
Career Stylr
Queensland, Australia
hello@careerstylr.com.au
https://careerstylr.com.au/

Scott Gardner
Vitae Express
Tampa, FL
services@vitaeexpress.com
https://www.vitaeexpress.com/

Louise Garver ↑
Career Directions Intl, LLC
Brentwood, NH
louise@careerdirectionsllc.com
https://www.careerdirections 
llc.com

mailto:laurie@sterlingcareerconcepts.com
https://www.sterlingcareerconcepts.com/
https://www.sterlingcareerconcepts.com/
mailto:maryelizabeth@maryelizabethbradford.com
mailto:maryelizabeth@maryelizabethbradford.com
https://www.maryelizabethbradford.com/
https://www.maryelizabethbradford.com/
mailto:amy@careermarketingcentre.com
https://www.emergencyservicecareers.com/
https://www.emergencyservicecareers.com/
mailto:phaebro@gmail.com
https://www.resumesandcareerstrategies.com/
https://www.resumesandcareerstrategies.com/
mailto:tamara@icareersolutions.com
https://icareersolutions.com/
mailto:maria@cbincpr.com
https://careerbrandinginc.com/
mailto:paula@strategiccareercoaches.com
https://strategiccareercoaches.com/
https://strategiccareercoaches.com/
mailto:tiffany@powerwritersusa.com
https://www.powerwritersusa.com/
mailto:tim@ffresume.com
https://ffresume.com/
mailto:robert@resumeguru.com
https://www.resumeguru.com/
mailto:ken@kendocherty.com
http://www.masterresumewriter.com
mailto:info@adnohrdocs.com
https://www.adnohrdocs.com/
mailto:jennifer@careerkarma.net
https://www.careerkarma.net/
mailto:cliff@brightsideresumes.com
https://brightsideresumes.com/
mailto:hello@careerstylr.com.au
https://careerstylr.com.au/
mailto:services@vitaeexpress.com
https://www.vitaeexpress.com/
mailto:louise@careerdirectionsllc.com
https://www.careerdirectionsllc.com
https://www.careerdirectionsllc.com
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Kamee Gilmore *
Paradigm Solutions | PRCS Canada
Alberta, Canada
info@prcscanada.com
https://www.prcscanada.com/

Tiffany Hardy ↑*
Top1Resumes
Phoenix, Arizona
Phone: (480) 848-6268
tiffanyhardy@top1resumes.com
https://top1resumes.com

Laura Hartnell ↑*
Laura Hartnell Career Transition Services
Ontario, Canada
laura@laurahartnell.ca
https://www.laurahartnell.ca/

Troy Heiner
TFH Transformations LLC
St. Petersburg, FL
troyh@tfhxllc.com
https://www.pinnaclepivot.com

Gayle Howard ↑*
Top Margin Executive Resumes
Melbourne, Australia
Phone: + 61 404 930 063
gaylehoward@topmargin.com
https://www.topmargin.com/

Sandra Ingemansen ↑*
Resume Strategies
Chicago, Illinois
Phone: (312) 212-3761
sandra@resume-strategies.com
www.resume-strategies.com

Yuvika Iyer ↑*
Careerlinko
Ontario, Canada
yuviyer@gmail.com
https://careerlinko.com/

Lori A. Jazvac ↑
Creative Horizons Communications
Ontario, Canada
creativehorizonsresumes@gmail.com
https://www.creativeresume 
strategist.com/

Melissa Kelley
Kelley Resumes & Wordsmithing
Aurora, CO
melissak@kelres.com
https://www.kelres.com/

Clair Levy ↑
Precision Resume Solutions
Thousand Oaks, CA
clair@
precisionresumesolutions.com
https://precisionresume 
solutions.com/

Julie Maahs
Julie Careers
Moorhead, MN
julie@juliecareers.com
https://juliecareers.square.site

Ferrell Marshall *
Spotlight Coaching
Spring Hill, TN
ferrell@ferrellmarshall.com
https://spotlightcoaching.com/

Renzo Luis Maurtua-Neumann ↑*
Area CV
Bogota D.C., Colombia
renzo.maurtua@areacv.com
https://areacv.com/

Julio “Jay” Mesa *
Higher You LLC
Miami, FL
jay@higheryou.org
https://www.higheryou.org

Jennifer Miller ↑*
Professional Edge Resumes
Alberta, Canada
info@professionaledgeresumes.com
https://professionaledgeresumes. 
com/

Krista Mitchell ↑*
Career Steering & iCareerSolutions
Atlanta, GA
kmitchell.1@hotmail.com
https://www.linkedin.com/in/
kristamitchell/

mailto:info@prcscanada.com
https://www.prcscanada.com/
mailto:tiffanyhardy@top1resumes.com
https://top1resumes.com
mailto:laura@laurahartnell.ca
https://www.laurahartnell.ca/
mailto:troyh@tfhxllc.com
https://www.pinnaclepivot.com
mailto:gaylehoward@topmargin.com
https://www.topmargin.com/
mailto:sandra@resume-strategies.com
http://www.resume-strategies.com
mailto:yuviyer@gmail.com
https://careerlinko.com/
mailto:creativehorizonsresumes@gmail.com
https://www.creativeresumestrategist.com/
https://www.creativeresumestrategist.com/
mailto:melissak@kelres.com
https://www.kelres.com/
mailto:clair@precisionresumesolutions.com
mailto:clair@precisionresumesolutions.com
https://precisionresumesolutions.com/
https://precisionresumesolutions.com/
mailto:julie@juliecareers.com
https://juliecareers.square.site
mailto:ferrell@ferrellmarshall.com
https://spotlightcoaching.com/
mailto:renzo.maurtua@areacv.com
https://areacv.com/
mailto:jay@higheryou.org
https://www.higheryou.org
mailto:info@professionaledgeresumes.com
https://professionaledgeresumes.com/
https://professionaledgeresumes.com/
mailto:kmitchell.1@hotmail.com
https://www.linkedin.com/in/kristamitchell/
https://www.linkedin.com/in/kristamitchell/
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Krista Morris ↑*
Virtuoso Resumes & Recruiting
Gilbert, AZ
krista@virtuosoresumes.com
https://virtuosoresumes.com/

Zakiyyah Mussallihullah
Washington, DC
personaleafresumes@gmail.com

Tyrone Norwood ↑
Norwood Consulting Group
Birmingham, MI
info@norwoodconsulting.org
https://www.norwoodconsulting. 
org/

Billie Parker Jordan ↑
Advantage Resumes and Career Services
Maysville, NC
advantageresumes4you@gmail.com
http://www.advantageresumes 
4you.com/

Melissa Orpen-Tuz ↑*
Vivid Career Services
Cranston, RI
melissa@vividcareerservices.com
https://www.vividcareerservices 
.com/

Don Pippin
Area Talent
West Hollywood, CA
hello@areatalent.com
https://areatalent.com/

Marie Plett Lane ↑*
Aspirations Career Services, Inc.
Toledo, OH
mplett@aspirationsresume.com
http://www.aspirationsresume.com/

Rachel Raymond ↑*
RVP Career Services
San Diego, CA
rachel@rvpcareerservices.com
https://www.rvpcareerservices. 
com/

Tammeca Riley ↑
Infinite Potential Resumes
Washington, DC Metro
tammeca@
infinitepotentialresumes.com
https://www.infinitepotential 
resumes.com/

Deirdre Rock
Composed Career LLC
Rockaway, NJ
info@composedcareer.com
https://www.composedcareer.com/

Eve Ruth ↑*
CompellingResumes.com
Seattle, WA
info@compellingresumes.com
https://www.compellingresumes. 
com/

Barbara Safani ↑*
Career Solvers
New York, NY
info@careersolvers.com
https://www.careersolvers.com/

Deborah L. Schuster ↑*
The Lettersmith
Troy, MI
deborah@thelettersmith.com
https://www.thelettersmith.com/

Betsy Shepard Reed ↑
BSR Career Development
New South Wales, Australia
betsy@bsrcareerdevelopment.com
https://www.bsrcareerdevelopment. 
com/

Tammy Shoup ↑*
Breakthrough Resume Writing Service, LLC
Decatur, IN
tammy@breakthroughresumes.com
https://www.breakthroughresumes. 
com/

Jamie Sisley ↑
Relevant Resumes
Miami, FL
info@relevantresumes.com
https://relevantresumes.com/

mailto:krista@virtuosoresumes.com
https://virtuosoresumes.com/
mailto:personaleafresumes@gmail.com
mailto:info@norwoodconsulting.org
https://www.norwoodconsulting.org/
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mailto:advantageresumes4you@gmail.com
http://www.advantageresumes4you.com/
http://www.advantageresumes4you.com/
mailto:melissa@vividcareerservices.com
https://www.vividcareerservices.com/
https://www.vividcareerservices.com/
mailto:hello@areatalent.com
https://areatalent.com/
mailto:mplett@aspirationsresume.com
http://www.aspirationsresume.com/
mailto:rachel@rvpcareerservices.com
https://www.rvpcareerservices.com/
https://www.rvpcareerservices.com/
mailto:tammeca@infinitepotentialresumes.com
mailto:tammeca@infinitepotentialresumes.com
https://www.infinitepotentialresumes.com/
https://www.infinitepotentialresumes.com/
mailto:info@composedcareer.com
https://www.composedcareer.com/
http://CompellingResumes.com
mailto:info@compellingresumes.com
https://www.compellingresumes.com/
https://www.compellingresumes.com/
mailto:info@careersolvers.com
https://www.careersolvers.com/
mailto:deborah@thelettersmith.com
https://www.thelettersmith.com/
mailto:betsy@bsrcareerdevelopment.com
https://www.bsrcareerdevelopment.com/
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https://relevantresumes.com/
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Gabrielle Suttis
Go-Getter Resumes
Alberta, Canada
gabrielle@gogetterresumes.com
https://www.gogetterresumes.com

Michelle Swanson ↑
MichelleSwanson.com
Edwardsville, IL
michelle@michelleswanson.com
https://www.michelleswanson.com/

Adrienne Tom ↑*
Career Impressions
Alberta, Canada
adrienne@careerimpressions.ca
https://careerimpressions.ca/

Rosa Vargas ↑*
Career Steering
Orlando, Florida
(321) 704-7209
rosamrw@gmail.com
https://careersteering.com/

Kara Varner ↑
A Platinum Resume
Colorado Springs, CO
aplatinumresume@yahoo.com
https://www.aplatinumresume.com/

Rebecca Worthen ↑*
Career Keystone
Rockwall, TX
rebecca@keytocareers.com
https://www.keytocareers.com/

mailto:gabrielle@gogetterresumes.com
https://www.gogetterresumes.com
http://MichelleSwanson.com
mailto:michelle@michelleswanson.com
https://www.michelleswanson.com/
mailto:adrienne@careerimpressions.ca
https://careerimpressions.ca/
mailto:rosamrw@gmail.com
https://careersteering.com/
mailto:aplatinumresume@yahoo.com
https://www.aplatinumresume.com/
mailto:rebecca@keytocareers.com
https://www.keytocareers.com/
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Index
A
academics. See education section
accomplishments, 38, 41

on checklist, 290

compiling, 58

connecting behaviors with, 43
accomplishments profile. See 

summary section, resume
action verbs, 87
activities, on resumes, 46
ad language, mirroring, 76
administrative field

OnTarget resume for, 182–183

wow verbs for, 88–89
advocacy roles, 129–130
affiliations

compiling, 58

gathering, 52

on resume, 46
age, OnTarget resumes by, 189–225
AI/Machine Learning Team Lead, 

OnTarget resume for, 168–169
alignment in resumes, 70, 96, 

97, 104, 110
Americans with Disabilities Act 

(ADA), 135, 136
analysis jobs, wow verbs for, 91–92
applicant tracking system (ATS), 9, 

10, 13, 42, 76

clean branding summary, 81–82

experience section, 112

in interview-generating 
resume, 70–71

parsing through, 70–71

professional resume, 281, 282, 284
areas of expertise, 11. See also 

summary section, resume

chrono-functional resume, 26

parsing, resume, 69

reverse‑chronological format, 22
articles, in grammar, 272

artificial intelligence (AI), for 
resumes, 7, 79

fitting with job posting, 81

key job description content, 80

results-driven resume, 83–84

resume myths/hacks, 85–86

summary statements, 81–82

traps and mistakes, 84–85

wow words and, 93

writing resumes using, 7–9, 79–80
asset statement. See summary 

section, resume
ATS. See applicant tracking system
Automation and Control Engineer, 

OnTarget resume for, 157–158
Automotive Technician, OnTarget 

resume for, 159
awards

compiling, 58

data-mining from college 
experience, 109

gathering, 52

on resume, 47

winning creative resumes, 267–268

B
banking field, OnTarget resume 

for, 180–181
Barens, Susan (resume writer), 

155–156, 172–173, 207–208,  
252, 293

Batson, Bridget (resume 
writer), 157–159, 166–167, 
170–171, 293

Beasley, Dustin (resume 
writer), 261, 293

Bennett, Dr. Jeannine (resume 
writer), 174–175, 237–238, 293

Berenson, Laurie (resume writer), 
194–195, 204, 294

Berry, Skye (resume writer), 253–254
big-picture vision, as a strength for 

seasoned workers, 115

blank space, balancing, 97–98
blocky text, 99
bookkeeper, for explaining 

job gaps, 133
bots, parsing resume through, 70–71
Bradford, Mary Elizabeth (resume 

writer), 294
brainstorming, 58–60
branding summary, 11, 64

artificial intelligence and, 81–82

chrono-functional resume, 26

grabbing reader with, 36–38

lead with, 9

parsing, resume, 69

reverse‑chronological format, 22
Brotherton, Phaedra (resume 

writer), 257–258, 294
bulleted style, 272
bullets, reverse‑chronological 

resume, 22
buzzwords, overusing, 113

C
Cameron, Tamara (resume 

writer), 294
Caraballo, Maria (resume 

writer), 294
Career Change

from Actor to HR/Recruiting, 
OnTarget resume for, 244

from Professional Athlete to Sales, 
OnTarget resume for, 246–247

from Publisher to Non-Profit 
Communications/Advocacy, 
OnTarget resume for, 257–258

from Self-Employed Association 
Director to Small Business 
Coach, OnTarget resume 
for, 233–234

from Self-Employed Event 
Manager to Office Manager, 
OnTarget resume for, 248–249

CareerDirectors (website), 108
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Career Directors International 
(website), 135, 138, 284, 293

career field, OnTarget resumes 
by, 151–187

career gaps. See job gaps
career milestones, dividing job 

into, 139–140
CareerOneStop’s Reentry Program 

Finder (website), 134
CareerOneStop’s Reentry Resources 

(website), 138
career profile. See summary 

section, resume
career reentry, support for, 138
career roadblocks, 131

demotion, 143–145

disabilities, 135–137

ex-offenders, 137–138

experience dilemmas,  
139–141

family business 
background, 147–148

home-management strengths, 134

job gaps, 131–133

job-hopping, 146–147

mergers and acquisitions, 142

multiple layoffs, 141–142

red-flag circumstances,  
142–148

reentering workforce,  
133–135

self-employment 
background, 147–148

career summary. See summary 
section, resume

Career Transition

from Athlete to Programmer, 
OnTarget resume for,  
240–241

from Fishing-Fleet Owner to 
Corporate Supply Chain and 
Logistics Executive, OnTarget 
resume for, 265–266

from Ordained Minister to 
Fundraiser, OnTarget resume 
for, 250–251

from Sales and Banking 
Management to VP role of 
people, OnTarget resume 
for, 262–263

from Self-Employed Technical/
Manager with numerous 
position to Licensed 
Insurance Adjuster, OnTarget 
resume for, 245

caregiving

reentering workforce after,  
133–135

wow verbs for, 92
CAR stories. See challenges, actions, 

and results (CAR) stories
certifications, on resume, 22, 26, 

38, 45, 52
certified professionals, for resume 

writing, 284
challenges, actions, and results 

(CAR) stories, 38, 41, 54–55, 
99, 272, 290

challenges, resume

identifying, 54–56

overcoming, 56–57
Charles, Rhonda Douglas (resume 

writer), 294
charts, 102
checklist, for OnTarget resume, 85
Christensen, Paula (resume 

writer), 200, 294
chrono‑functional (CF) resume 

format, 13, 15, 23

caution use, 26

education and training/
credentials, 26

example, 24

experience themes, 26

mini-chronology, 26

for networking, 24, 25, 27

pitfalls of, 25

pros of, 25

“say yes” zone, 26

structuring, 26–27

understanding, 23–26
city of residence, 35
civilian employment, moving from 

military work to, 119–126
civilian markets, writing for, 122
clarifying your aim, 110
client agreement, 283
cloning, 76
clutter, removing, 274

Cole, Marlene (resume 
writer), 246–247

collaborative nature, as strength for 
seasoned workers, 115

common sense, on resume 
checklist, 291–292

communications field, wow 
verbs for, 89

community involvement, 130
community organizations, 129–130
companies websites, 279
competencies, 42–43
compiling content, 53–57

CAR stories, 54–55

challenges identifying, 54–56

connecting actions to 
results, 56–57

employment and 
responsibilities, 53–54

consistency, in design and style, 104
consistent, importance of, 278
consultation

for explaining job gaps, 133

requesting for resume 
writers, 282–283

contact information, 34–35
content

on checklist, 291

compiling, 53–57

grouping under role, 99–100

parsing, 14–15
coordinator, for explaining 

job gaps, 133
COO seeks same position, OnTarget 

resume for, 220–221
core resumes, 8, 33

artificial intelligence for 
transforming, 83–84

assembling bones of, 127

building your brand, 64

creating, 60–64

emphasizing other experience, 63

experience, 62–63

older positions, 63

omit interview-killer data, 62

polishing, 65

revise wording from, 73



Index      301

summary section, 61, 64

understanding purpose of, 65
Corporate Sustainability Advisor, 

OnTarget resume for, 162–163
cost, of resume writers, 286–288
creative resumes, 105

award-winning, 267–268
creativity field, wow verbs for, 89
credentials, 52
CRO analyst, OnTarget 

resume for, 209
crossover language

aligning resume using, 72–76

revising job summary with, 73, 76
crossover wording, 73
Cruz, Tiffany (resume writer), 

162–163, 294
CTO and Innovation Executive 

seeks same position, OnTarget 
resume for, 222–223

culinary field, OnTarget resume 
for, 186–187

cultural and professional 
awareness, 117

Cunningham, Tim (resume 
writer), 294

customer service field, OnTarget 
resume for, 204

cutter costs interviews, 274
Cybersecurity Senior Manager, 

OnTarget resume for, 153–154

D
Dagnall, Robert (resume writer), 

259–260, 294
data, gathering, 51–52
dates, removing outdated 

education, 117
DeCarlo, Laura (resume writer), 

153–154, 191–192, 205–206, 
229–234, 248–249, 293

degrees, on resume, 22, 26, 44–45
DEI Educator transitioning to DEI 

Administrative role, OnTarget 
resume for, 164–165

demotions, addressing, 143–145
design elements, resume, 98

blocky text, 99

chart/graph, 102

consistency, 104

creative resume, 105

final appearance touches, 104

fonts/font styles, 103–104

group content, 99, 100

section headers, 102–103

text boxes, 100, 101

visual callouts, 100–102
design, resume, 95–96

balancing blank space, 97–98

basic elements of, 98–105

bulleted style, 272

on checklist, 290

layout arrangement, 96–98

measuring margins, 96

printed resumes, 105
Digital Marketing Director, OnTarget 

resume for, 166–167
disability, job searching with

disclosing disability, 135–136

job gaps, 136

substance abuse as 
problem, 136–137

Docherty, Ken (resume writer), 294
document type, 273
dollar amounts, using 

statements with, 60
DOL Military-to-Civilian Occupation 

Translator (website), 122

E
Early Career Pro seeking

Criminal Intelligence Analyst, 
OnTarget resume for, 202–203

Instructional Design Lead, 
OnTarget resume for, 201

Project Manager, OnTarget 
resume for, 200

Senior Customer Service, OnTarget 
resume for, 204

education field, OnTarget 
resume for, 239

education section

certifications, 45

compiling data for, 58

degree, 44–45

licenses, 45–46

naming of, 43–44

overlooking continuing, 119

tips for highlighting, 45
email address, 35
employment section, 52–56
endorsements, on resume, 47–48
engineering field, OnTarget resume 

for, 157–159, 168–171, 
197–198, 201, 235–236

Engineer transitioning to role 
working in renewable energy/
clean technology, OnTarget 
resume for, 235–236

error-free basics, 70
evaluating resume writer’s 

samples, 284
Executive Assistant, OnTarget 

resume for, 178–179
Executive Chef, OnTarget resume 

for, 186–187
Executive Director seeking CEO 

in Manufacturing, OnTarget 
resume for, 216–217

ex-offenders, job searching 
for, 137–138

experience content, 83
experienced workers, myths 

about, 115
experience section, resume, 40

accomplishments, 41

addressing dilemmas 
with, 139–141

competencies, 42–43

core resume, 62–63

emphasize, strengths, 273

example, 42

for new graduates, 40, 112

OnTarget resumes by, 189–225

professional history, 40

target experience, 
emphasizing, 40–41

experience themes, chrono-
functional resume, 26

experience work, strategies 
to help, 115

appropriate headings, 118

cultural and professional 
awareness, 117



302      Resumes For Dummies

experience work, strategies 
(continued)

demonstrating resilience, 116

focusing resumes, 116

matching job description, 116

removing outdated education 
dates, 117

sending resume online, 117

shortening resumes, 116

trimming resume, 117
expressions, on checklist, 291

F
family employment, 147–148
file type, 273
financial field, OnTarget resume 

for, 180–181
financial management, wow 

verbs for, 93
financial practicality, as a strength 

for seasoned workers, 114
Fishberg, Jennifer (resume writer), 

193, 210–211, 294
Flamer, Cliff (resume 

writer), 244, 294
flexibility, as a strength for seasoned 

workers, 114
focus

on checklist, 290

choosing wrong, 119
focus line, 11

chrono-functional resume, 26

reverse‑chronological format, 22
fonts

mixing, 103

safe ways to use, 103–104
format, resume, 13, 273, 276–277

based on situation, 16

on checklist, 290

chrono‑functional resume format 
(see chrono‑functional (CF) 
resume format)

content parsing, 14–15

format breaks, artificial intelligence 
traps and, 84

to gain advantage, 14–17

hybrid resume format (see hybrid 
resume format)

navigating online 
application, 14–15

reverse‑chronological format (see 
reverse‑chronological (RC) 
resume format)

understanding, 15–17
forms, for resume writers, 285
Foster, Pam (resume writer), 294
functional resume, 16
fundraiser

for explaining job gaps, 133

OnTarget resume for, 250–251

G
gap coverage, reverse‑chronological 

resume format, 20, 21
Gardner, Scott (resume writer), 294
Garver, Louise (resume writer), 294
Gaul, Bill, 123
gender identity, in resume, 127
generalists, as resume 

writers, 285–286
generic resumes, 11, 67, 68

in job fairs, 72

for networking/references/
social, 72

for single job focus, 72

turning, into interview-generating 
resume, 69–71

Gilmore, Kamee (resume writer), 295
goal, checklist, 291
GPA, data-mining from college 

experience, 109
Graduate School New Grad seeking 

Clinical Nutrition, OnTarget 
resume for, 194–195

graduates, new, resume for,  
107–114

aim clarification, 110

avoiding common 
mistakes, 113–114

data-mining from college 
experience, 109–110

experience section, 112

promoting strengths, 108

recognizing common 
missteps, 108–109

selling skills/knowledge/
training, 111

stereotype stand, 109

summary section, 110–111

undervaluing experience, 108

unhelpful information, 112

value as recent graduate, 109

work history, 113
graphically enhanced resumes, 23
graphs, 102
Guarneri, Susan (resume writer), 199

H
hacks, artificial intelligence, 85–86
hallucinated facts, artificial 

intelligence traps and, 84
handled monthly close, 272
hard skills, 39
Hardy, Tiffany (resume writer), 295
Hartnell, Laura (resume writer), 

178–179, 182–183, 197–198, 
240–241, 295

header line, reverse‑chronological 
format, 22

headers, creating, 102–103
headings, using appropriate, 118
Head of Product seeks same 

position, OnTarget resume 
for, 224–225

healthcare field, OnTarget resume 
for, 160–161, 176–177, 
194–195, 218–219

heavy hybrid resume format, 29, 31
Heiner, Troy (resume writer), 295
helping field, wow verbs for, 92
highlights summary. See summary 

section, resume
High School Grad seeking summer 

employment, OnTarget 
resume for, 196

hiring trends, 9–10
home-management strengths, 134
honors

data-mining from college 
experience, 109

on resume, 47
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hook line, 40
Howard, Gayle (resume writer), 295
HR Generalist, OnTarget resume 

for, 182–183
human resources field, OnTarget 

resume for, 244
Human Rights Campaign’s Corporate 

Equality Index (website), 130
hybrid resume format,  

13, 15, 27

cons of, 28

gap bridging without raising 
flags, 27–28

heavy hybrid, 29, 31

light hybrid, 29, 30

for networking, 32

pros of, 28

reasons to choose, 28

situations to skip, 28

structuring, 29–32

I
icons, explained, 3
Independent Study, Project 

Management, for explaining 
job gaps, 133

industry, OnTarget resumes 
by, 151–187

information technology (IT) field, 
OnTarget resume for, 153–156, 
184–185, 240–241

Ingemansen, Sandra (resume 
writer), 295

inside advocate, 278
insurance field, OnTarget 

resume for, 245
interview-generating resume, 69

applicant tracking system in,  
70–71

bots in, 70–71

parsing resume, 69–70

targeting section on purpose, 71
iRelaunch (website), 134
IT. See information technology 

(IT) field
Iyer, Yuvika (resume writer), 295

J
jargon, industry, 291
Jazvac, Lori A. (resume writer), 

180–181, 295
Job Accommodation Network 

(website), 135, 136
job boards, 279
job descriptions

matching resume to, 271

using experience, for 
matching, 116

job gaps

bridging, 132–133

causes of, 131–132

due to disabilities, 136

explaining, 132–133

navigating, 131–133

reframing, as growth, 132
job-hopping

contract/agency work, 147

into value, 146
job posting

fitting into, 81

identifying keywords from, 80
job search strategies, 275–279
job seeker

overqualified for position, 73, 74

perfectly qualified for 
position, 73, 75

job titles, 140
Jordan, Billie Parker (resume 

writer), 296

K
Kelley, Melissa (resume writer), 295
keywords, 11, 23, 61, 72–73.  

See also wow words

artificial intelligence for 
extracting, 80–81

identifying, from job posting, 80

stuffing, 84

wow words and, 88
knowledge, selling for new 

graduates, 111

L
Lane, Marie Plett (resume writer), 

218–219, 245, 296
language

alignment, 70

on checklist, 291

for new graduates, 111

polishing resume, 94
layoffs, addressing multiple, 141–142
layout arrangement, in resumes, 96

balancing blank space, 97–98

measuring margins, 96
leadership, data-mining from college 

experience, 109
legal field, OnTarget resume for, 

193, 202–203
length of resume, on 

checklist, 291–292
Levy, Clair (resume writer), 295
LGBTQ+, 126–127

affiliation as strength, 128–129

organization, 127, 128
licenses, on resume, 45–46
life changes, 107. See also specific 

life changes

military to civilian 
employment, 119–126

new graduates, 107–114

seasoned workers, 114–119
light hybrid resume format, 29, 30
LinkedIn

jobs, 278–279

profile, 35
logistics field, OnTarget resume for, 

231–232, 259–260, 265–266
long-term job, competitive with, 139
lower-level role, taking, 118

M
Maahs, Julie (resume writer), 295
management field

OnTarget resume for, 178–179, 
191–192, 200, 205–206, 
210–211, 220–225, 248–249,  
262–263

wow verbs for, 88–89
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manufacturing field, OnTarget 
resume for, 216–217

margins, measuring, 96
marketing

field, OnTarget resume for, 
166–167, 212–213, 229–230

mindset, 11–12
Marshall, Ferrell (resume writer), 295
mature workers, myths about, 115
Maurtua-Neumann, Renzo Luis 

(resume writer), 184–185, 295
Mechanical and Electrical 

Maintenance, OnTarget resume 
for, 170–171

mergers and acquisitions, 
changes from, 142

Mesa, Julio “Jay” (resume writer), 295
Mid-Career Senior Data Scientist, 

OnTarget resume for, 155–156
Mid-Level Marketing Manager, 

OnTarget resume for, 212–213
Mid-Level Pro seeking

CRO Analyst, OnTarget 
resume for, 209

Retail Manager, OnTarget resume 
for, 205–206

Senior Product Development 
Manager, OnTarget resume 
for, 210–211

Technical Sales Executive, 
OnTarget resume for, 207–208

Mid-Level Sales Professional, 
OnTarget resume for, 214–215

Mil2FedJobs Federal Crosswalk 
(website), 122

Military Transition

from Explosive Ordnance Disposal, 
OnTarget resume for, 237–238

from Safety/Search & Rescue 
Leadership to Wildlife Biologist, 
OnTarget resume for, 242–243

to Same Civilian Logistics/Supply 
Chain, OnTarget resume 
for, 259–260

military work, moving from civilian 
work from, 119–126

civilian markets, writing for, 122

employer concerns, 120–121

military service strengths, 120

resources, 122–123

transition to civilian life, 121–122
Miller, Jennifer (resume writer), 295
milspeak, 123–126
mining, data from college 

experience, 109–110
mirroring ad language, 76
mistakes, avoiding artificial 

intelligence, 84–85
Mitchell, Krista (resume writer), 295
Morris, Krista (resume writer), 296
Mussallihullah, Zakiyyah (resume 

writer), 209, 296
My Next Move for Veterans 

(website), 122, 124
myths about mature workers, 115

N
name in resume, 35
National Hire Network (website), 138
National Personnel Records Center 

(website), 123
networking

chrono‑functional resume format 
for, 24, 25

hybrid format for, 32
New Four-Year Graduate Seeking 

Legislative Staff Assistant, 
OnTarget resume for, 193

Norwood, Tyrone (resume 
writer), 296

numbers, using statements 
with, 58–59

O
objective header, 35–36, 273
Occupational Outlook Handbook 

(website), 72, 116
off-brand voice, artificial intelligence 

traps and, 84
office support field, wow verbs 

for, 90–91
Official Military Personnel File 

(OMPF) via milConnect 
(website), 123

older workers, myths and 
realities, 115

one-size-fits-all resume, 40, 
41, 73, 74

O*NET Military Crosswalk 
(website), 122, 124

online application, 277–278

navigating, 14–15

reverse-chronological 
format for, 17

systems, 282
online, sending resumes, 117
OnTarget resumes, 8, 11–12, 

54, 67, 278

artificial intelligence for 
creating, 79–86

checklist for, 85

crossover language in 
resume, 72–76

by experience and age, 189–225

“good enough” myth, 68–69

by industry and career 
field, 151–187

interview-generating 
resume, 69–72

for job seeker, 73, 75

mirroring language, 76

reverse‑chronological resume 
format, 23

for special circumstances, 227–266
organizations, on resume, 46
Orpen-Tuz, Melissa (resume 

writer), 296
orphans, fixing, 104
outdated resume standards, 119
Out & Equal Workplace Advocates 

(website), 130
Overcoming Long Tenure and Same 

Job with Single Employer, 
OnTarget resume for, 261

P
Parker, Billie (resume writer), 122
parsing, resume

areas of expertise, 69

bots and, 70–71

branding summary, 69

error-free basics, 70
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highlight wins, 69

language alignment, 70

skimming format, 70

target focus objective line, 69

through applicant tracking 
system, 70–71

parts of resume, 33

activities, 46

branding summary, 36–38

breaking down, 34

contact details, 34–35

education, 43–46

endorsements, 47–48

experience, 40–43

honors and awards, 47

key skills and job target, 38–39

objective header, 35–36

order of education/experience, 44

organizations and affiliations, 46

things to omit, 48–49
Path Forward (website), 134
PayScale (website), 48
percentages, using 

statements with, 59
perceptions, about 

experience, 140–141
persistence, importance of, 278
persuasion, wow verbs for, 89–90
phone number, 35
Pippin, Don (resume writer), 296
presentations

compiling, 58

gathering, 52
price, professional resume 

writers, 286
printed resumes, 105
privacy, artificial intelligence 

traps and, 84
professional history, structuring, 40
professional resume writer, 282–288
project details, gathering data on, 52
prompting

fitting job posting, 81

identify key job content, 80

summary statements, 81–82

proofreading, 114

on checklist, 292
proof-stories, 40
“pro” template, resume, 282
publications

compiling, 58

gathering, 52

Q
qualifications, on resume 

checklist, 289

R
Raymond, Rachel (resume 

writer), 296
recognition, gathering, 52
recommendations, 52, 56, 110, 285
Reed, Betsy Shepard (resume 

writer), 201, 296
Reentering Workforce

after 14-year gap to PK-8 
Classroom Support, OnTarget 
resume for, 239

after Multi-Year Gap Raising 
5 Children, OnTarget 
resume for, 264

The Reentry Employment 
Opportunities (REO) program 
(website), 138

references

asking for from resume 
writers, 285

providing, 49
Registered Nurse, OnTarget resume 

for, 176–177
reliability, as a strength for seasoned 

workers, 114
Remember icon, 3
Repetitive Positions in Wellsite 

Management, OnTarget 
resume for, 255–256

research field, wow verbs for, 91–92
researching companies, 278–279
research papers/projects, 

data-mining from college 
experience, 109

resilience, demonstrating, 116

responsibilities list, compiling, 53–54
results-driven resume, 83–84
results-focused experience, 11
results, gathering, 52
resume brilliance, 

groundwork for, 51

accomplishments, 58

brainstorming, 58–60

compiling content, 53–57

creating core resume, 60–64

gathering data, 51–52

polishing core resume, 65
resume funnel, 19
resume myths, artificial intelligence

confidential/personal data, 86

hiding white text prompts, 85

invent experience, 86

keyword stuffing, 85

resume layout, 86

strategy, believing artificial 
intelligence replaces, 86

resumes. See also specific topics

checklist for, 289–292

creative, 105

focus on, 116

gathering, 51

key requirements, 276

language, polishing, 94

new trends in, 9–10

parts of (see parts of resume)

power of, 291

printed, 105

professional help, 281–288

removing red flags, 277

sending online, 117

technology screening, 10

template, 105, 114, 282

tips for improving, 271–274

trimming, 117

using artificial intelligence in 
(see artificial intelligence, 
for resumes)

vocabulary in, 72–73

winning (see winning resumes)

writing, 8, 79–80
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resume writers, 284, 293–297
return on investment (ROI), 286
reverse‑chronological (RC) resume 

format, 13, 15, 138, 290, 292

as best choice, 17

choosing, 17–23

education and training/
credentials zone, 22

example, 18

experience zone, 22

gap coverage, 20, 21

grouping short-term contract 
roles, 20, 21

handling challenges in, 20

as home base, 20

for online applications, 17

OnTarget version of, 23

resume funnel, 19

“say yes” zone, 22

structuring, 20, 22–23, 282

understanding, 17–20
Riley, Tammeca (resume writer), 

164–165, 242–243, 296
road-tested, as a strength for 

seasoned workers, 114
Rock, Deirdre (resume writer), 160–

161, 176–177, 186–187, 296
ROI. See return on investment
Ruth, Eve (resume writer), 222–223, 

265–266, 296

S
Safani, Barbara (resume writer), 296
Salary (website), 48
Salary Expert (website), 48
salary, on resume, 48, 277, 281
sales field

OnTarget resumes for, 172–173,  
199, 207–208, 214–215,  
246–247

wow verbs for, 89–90
scams, resume writers, 287–288
Schuster, Deborah L. (resume 

writer), 220–221, 296
scope line, reverse‑chronological 

format, 22

seasoned workers, 114

avoiding common mistakes, 119

selling your strengths, 114–115
section headers, 102–103
selective, being, 275–276
self-employment

addressing, 147–148

OnTarget resume for, 252
selling yourself, 272
Senior Director of Healthcare 

Solutions, OnTarget resume 
for, 160–161

Senior Leader seeking VP of Hospital 
Healthcare Operations, 
OnTarget resume for, 218–219

Senior Mortgage Officer, OnTarget 
resume for, 180–181

sexual orientation, 127–128
shortening resumes, 116
Shoup, Tammy (resume writer), 

216–217, 239, 296
Sisley, Jamie (resume writer), 296
skills

on checklist, 290–291

hard, 39

as keywords for resume, 38

selling for new graduates, 111

soft, 39
skimming format, 70
social media, on checklist, 292
soft skills, 39
software facility, data-mining from 

college experience, 110
special circumstances, OnTarget 

resumes for, 227–266
spell-check, 94, 104, 292
sports, data-mining from college 

experience, 109
sports field, OnTarget resume 

for, 174–175
Sports Physical Therapist, OnTarget 

resume for, 174–175
state of residence, 35
step down strategy, 118
sticky points, on checklist, 292
strengths

emphasize, experiences, 273

home-management, 134

LGBTQ+ affiliation as, 128–129

military, 120

promoting for new graduates, 108

selling as a seasoned 
worker, 114–115

style

bulleted, 272

on checklist, 290

font, 103–104

header, 102–103
substance abuse, 136–137
summary section, resume, 36

building brand in, 64

in core resume, 61, 64

effective, 36, 37

importance of, 119

maximizing, 36–37

for new graduates, 110–111, 114

other names for, 36

unique selling proposition, 37–38
summary statements, 

prompting, 81–82
sustainability field, OnTarget resume 

for, 162–163
Suttis, Gabrielle (resume writer), 196, 

202–203, 297
Swanson, Michelle (resume writer), 

212–213, 297

T
teaching field, wow verbs for, 91
technical ability, wow verbs for, 90
Technical Certificate New Grad 

seeking Project Manager, 
OnTarget resumes for, 191–192

Technical Project Manager, OnTarget 
resume for, 184–185

Technical Sales Executive, OnTarget 
resume for, 172–173

technical skills, data-mining from 
college experience, 110

technology, resume and, 10
template, resume, 105, 114, 282
testimonials, asking for from resume 

writers, 285
text, blocky, 99
text boxes, 100–101
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thesaurus, 87
Tip icon, 3
Title VII of the Civil Rights Act, 128
Toast of the Resume Industry 

Awards (TORIs), 267
Tom, Adrienne (resume writer), 

214–215, 224–225, 235–236, 
255–256, 262–263, 297

top third of resume, 14, 22, 26, 29, 
68–70, 114

training, 123, 125, 138

older workers, 115

selling for new graduates, 111

wow verbs for, 91
Transition

from high-paid Delivery Driver to 
Aerospace Logistics, OnTarget 
resume for, 231–232

from Incarceration with Career 
Gaps to Lower-Level Position, 
OnTarget resume for, 253–254

from Self-Employment to 
Employment, OnTarget 
resume for, 252

from Self-Employed to in-house 
employment for Marketing 
Communications Strategist, 
OnTarget resume for, 229–230

Transition Assistance Program 
(TAP), 120, 121

tried-and-true reverse chronological 
format, 18

2-Year Degree New Grad Seeking 
Electrical Engineering 
Technician, OnTarget resume 
for, 197–198

U
underlining, skip, 104
unique selling proposition 

(USP), 37–38, 64

V
value, showing off, 272
Vargas, Rosa (resume writer), 297
Varner, Kara (resume writer), 297
visuals, 100–102

vocabulary, in resume, 70, 72–73
volunteer, for explaining 

job gaps, 133

W
Warning icon, 3
Watt, Amy Britta (resume writer), 

168–169, 294
weaknesses, recognizing for new 

graduates, 108–109
websites

Adrienne Tom (resume writer), 297

Americans with Disabilities Act, 135

Amy Britta Watt (resume 
writer), 294

Barbara Safani (resume 
writer), 296

Betsy Shepard Reed (resume 
writer), 296

Billie Parker Jordan (resume 
writer), 296

Bridget Batson (resume 
writer), 293

CareerDirectors, 108

Career Directors 
International, 135, 138

CareerOneStop’s Reentry Program 
Finder, 134

CareerOneStop’s Reentry 
Resources, 138

Clair Levy (resume writer), 295

Cliff Flamer (resume writer), 294

for companies, 279

Deborah L. Schuster (resume 
writer), 296

Deirdre Rock (resume writer), 296

DOL Military-to-Civilian Occupation 
Translator, 122

Don Pippin (resume writer), 296

Dustin Beasley (resume 
writer), 293

Eve Ruth (resume writer), 296

Ferrell Marshall (resume 
writer), 295

Gabrielle Suttis (resume 
writer), 297

Gayle Howard (resume writer), 295

Human Rights Campaign’s 
Corporate Equality Index, 130

iRelaunch, 134

Jamie Sisley (resume writer), 296

Jeannine Bennett, Dr. (resume 
writer), 293

Jennifer Fishberg (resume 
writer), 294

Jennifer Miller (resume writer), 295

Job Accommodation 
Network, 135, 136

Julie Maahs (resume writer), 295

Julio “Jay” Mesa (resume 
writer), 295

Kamee Gilmore (resume 
writer), 295

Kara Varner (resume writer), 297

Ken Docherty (resume writer), 294

Krista Mitchell (resume writer), 295

Krista Morris (resume writer), 296

Laura DeCarlo (resume writer), 293

Laura Hartnell (resume writer), 295

Laurie Berenson (resume 
writer), 294

Lori A. Jazvac (resume writer), 295

Louise Garver (resume writer), 294

Maria Caraballo (resume 
writer), 294

Marie Plett Lane (resume 
writer), 296

Mary Elizabeth Bradford (resume 
writer), 294

Melissa Kelley (resume writer), 295

Melissa Orpen-Tuz (resume 
writer), 296

Michelle Swanson (resume 
writer), 297

Mil2FedJobs Federal 
Crosswalk, 122

My Next Move for 
Veterans, 122, 124

National Hire Network, 138

National Personnel Records 
Center, 123

Occupational Outlook 
Handbook, 72, 116
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websites (continued)

Official Military Personnel File 
(OMPF) via milConnect, 123

O*NET Military Crosswalk, 122, 124

Out & Equal Workplace 
Advocates, 130

Pam Foster (resume writer), 294

Path Forward, 134

Paula Christensen (resume 
writer), 294

PayScale, 48

Phaedra Brotherton (resume 
writer), 294

Rachel Raymond (resume 
writer), 296

Rebecca Worthen (resume 
writer), 297

The Reentry Employment 
Opportunities (REO) 
program, 138

Renzo Luis Maurtua-Neumann 
(resume writer), 295

Rhonda Douglas Charles (resume 
writer), 294

Robert Dagnall (resume 
writer), 294

Rosa Vargas (resume writer), 297

Salary, 48

Salary Expert, 48

Sandra Ingemansen (resume 
writer), 295

Scott Gardner (resume writer), 294

Susans Barens (resume writer), 293

Tamara Cameron (resume 
writer), 294

Tammeca Riley (resume 
writer), 296

Tammy Shoup (resume writer), 296

Tiffany Cruz (resume writer), 294

Tiffany Hardy (resume writer), 295

Tim Cunningham (resume 
writer), 294

Transition Assistance Program, 120

Troy Heiner (resume writer), 295

Tyrone Norwood (resume 
writer), 296

Yuvika Iyer (resume writer), 295

Zakiyyah Mussallihullah (resume 
writer), 296

widows, fixing, 104
winning resumes, 267–268

marketing mindset, 11–12

OnTarget essentials, 11

treating like brand, 12

zeroing employers crave, 12
words

keywords (see keywords)

tips for using, 273

wow (see wow words)
work experience, data-mining from 

college experience, 109
workforce, reentering, 133–135
work history, 83–84

unrelated, 113

Worthen, Rebecca (resume writer), 
250–251, 264, 297

wow verbs

for administration and 
management, 88–89

for communications and 
creativity, 89

for financial management, 93

for helping and caregiving, 92

for office support, 90–91

for research and analysis,  
91–92

for sales and persuasion,  
89–90

for teaching, 91

for technical ability, 90

for training, 91
wow words

action verbs, 87

artificial intelligence and, 93

keywords, 88

resume language, 94

understanding, 87–88

wow verbs, 88–93

Y
Young Professional Seeking 

Customer Service/Sales 
Associate, OnTarget 
resume for, 199

yourself, selling, 272
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