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AGENDA

d the importance ofa
-crafted resume

cture and




*Aresume 1s a marketing tool
that showcases your skills,
experience, and qualifications.

e goalis to grab the
tion of recruiters and

anagers.

ed to be clear,




WHY IS A GOOL

IMPORTAN

e first impression you make

*Helps you stand out from other candidates.

*Essential for securing interviews and progressing
in your job search.



ical Resume



example@example com | (55%) 3555555 | Richmond, Vi OIS

PROFESSIONAL SUMMARY

‘Well-organized professional bringing exocllent multitasking abilitics
developed over b years of suppart capericnce. Commended for
corsistently driving team sucoess with knowledgeable enlorcement of
company procodurcs and skiltful personncd training. Locking to leverage
shills and passion fin cars a1 an Automotive Technician approntice.

PROFESSIONAL SKILLS

Cintomer Serdoe

» Grocted upwarnds of 50 customens per day i warm manner and
utiflized active listoning skills to detormine assistance requined.

s Interacted with custome s professionally by phone, email of in-person
to provide inlormation and direct Lo desined stalf members.

» Resolved customes sorvice Bsucs using company proccsses and policies
and provided timely updates to astomers within 43 howrs.

Technical Knowledge

» Helped streamlbinge repair processes and update procedunes for support

= Provided basic end-wer troubleshooting and deskiop support on
Windows, Linus and Mac systoms for 150 employocs.

» Configured hardware, devices and software bo sct up now work
statioms for 10 new employoes.

Problem Solving

& Imgwoved astomer satisiaction scones by 50% through application of
superior conflict nesolution and problem-solving skills.

= Stepped up to st custorer sefvice manager with complaints and
s during Lismcs when gopariment was shorl-stalled,

& Compiled customer foodback and recommended sorvion delivery
improvements Lo management.

WORK HISTORY

Scalyr Inc.. Richmond, YA
Technical Support Lred | 04/ 2016 - Current

Samphi. Richemond, VA
Technical Support Representative | 01/ 2014 - 03/2016

Cox Automotive inc,, Richmond, VA
Customer Support Agent | O7/2012 - 12/ 2013

RELEVANT SKILLS

» Proficicnt in ordoring supplics
ard maintaining ncat, sale
and cleam weork arcas.
Skilled in diagnosing problems
ared satisdying eustomers.
Knoreodgeable about service
schedules and well-versed in
reading techmical
docusTenilat k.

EDUCATION

J Sargeant Reynolds Comemunity
College

Richmond, Wi

Pl

Asociate of Applicd Scicnoe:
Automotive Technology

EXAMPLE OF A
FUNCTIONAL
RESUME



PURPOSE OF FUNCTIONAL RESUME

Functional Resumes are what most individuals are advised to use when:
* there 1s a gap in employment,

* a lack of work history,

e or an individual is thinking ofa career change.

Functional resumes eliminate unnecessary information.

* Focus on your most important work history.

* Highlights your acquired skills and work experience.

* Education/ Certificates/ Training should be relevant to the position.



Chronological resume

Summary

Financial Advisor with 7+ years of experience delivering financial/investment advisory services to high
value clients. Proven success in managing multi-million dollar portfolios, driving profitability, and
increasing ROI through skillful strategic planning, consulting, and financial advisory services.

Professional Experience

Wells Fargo Advisors — Houston, TX
Senior Financial Advisor, August 2020-Present

* Deliver financial advice to clients, proposing strategies to achieve short- and long-term objectives
for investments, insurance, business and estate planning with minimal risk

* Develop, review, and optimize investment portfolios for 300+ high value clients with over $190M
ALUM {Assets Under Management)

* Ensure maximum client satisfaction by providing exceptional and personalized service, enhancing
client satisfaction ratings from 88% to 99.9% in less than & months

Suntrust Investment Services, Inc — New Orleans, LA
Financial Advisor, July 201 F=-August 2020 |

* Served as knowledgeable financial advisor to clients, managing an owver $20.75M investment

portfolio of 90+ individual and corporate clients
* Devised and applied a new training and accountability program that increased productivity from
#10 to #3 in the region in less than 2 year period

* Partnered with cross-functional teams in consulting with clients to provide asset management risk
strategy and mitigation, which increased AUM by 50%

EXAMPLE OF A

Maverick Capital Management — MNew Orleans, LA
Financial Advisor, july 2014-August 2017

* Served as the primary point of contact for over 15 clients
* Managed the portfolios of several major clients with over $8.5M in total assets

EDUCATION | | RELEVANT SKILLS
Louisiana State University *  Proficient in M5 Office (Word, Excel,
Baton Rouge, LA | PowerPoint) Outlook, MS Project,

Salesforce, TFS Project Management,
Bachelor of Science in Business Administration,

i : and Webex
(concentration: finance) *  Fluent in English, Spanish, and French
Honmors: cum laude (GPA: 3.7/4.00

May 2014




PURPOSE OF CHRONOLOGICAL
RESUME

* Chronologicalresume are most commonly used to highlight
work experience, skills, and education in a chronological order.

* Chronologicalresumes are easy to follow, display progression
in work history, and each section 1s applicable to the position
being applied for.

* It sells upward mobility to employers

* Chronologicalresumes are often used as easy conversation

tools for hiring managers.



FUNCTIONAL RESUME
VS
CHRONOLOGICAL RESUME

Best Resume Format:

Functionat? . hronological$s

gy

.

LA

+



RESUME STRUCTURE

* Contact Information
* Name, phone number, email, LinkedIn profile
(optional).
* Summary/Objective (optional)

* Short statement summarizing your experience or
career goals.

* Skills

* List ofrelevant skills (hard and soft skills).
 Professional Experience

* List of jobs, responsibilities, and achievements.

 Education
* Schools attended, degrees earned, certifications.
* Additional Sections (optional)
* Volunteer work, languages, certifications, projects.



CONTACT INFORMATION

*Always include your full name, phone
number, emall address, and LinkedIn URL (if
available).

*Make sure your emall address is
professional (avoid nicknames or
unprofessional addresses).



HARD SKILLS VS SOFT SKILLS

Hard Skills VS. Soft Skills

Teachable abilities or skill sets Also known as "people skills”
that are easy to quantify. or "interpersonal skills."

1REFIS P

Proficiency in a foreign language L Communication

E A degree or certificate

Flexibility
' ' el Sizeee Leadership
@ Machine operation T L
Computer programming g_ Time Management



HARD SKILLS

Definition: Specific Technical kno
gained through any life experie
education.

on Language
yping Certificate
* A specific Degree/ Certification
* Coding

* Bookkeeping/ Administrative
Experience




Definition: Personal Habits and traits that

\SNhi’?ﬁ)f)tI}ll(;\;Vs.you work, on your own and S OFT S KILLS

Empathy

Dependability

Effective communication
Open mindedness
Teamwork

Written Communication

Customer Service




Definition: Qualities that carry

over from one role to another TRANSFERABLE
SKILLS

because they are useful to
employers across various jobs
and industries.

IT and tech skills
Dic

® De C is iO n Ma kin g Mml ’.ﬁ"’ Comm:.rllll'cufion
* Creative Problem Solving - :
TRANSFERABLE SKILLS
e Written Communication Traits and competencies
that can be seamlessly
d P e O p le M a n a g e m e nt Interpersonal trq?;rje:;e:nforff:gfne Clerical skills
Skills Computer literacy,
e Customer Service i

dependability

* Interpersonal Skills

Career o1




PROFESSIONAL EXPERIENCE
— SHOW, DON'T TELL

*Use action verbs to start each bullet point (e.g.
"Led," "Developed," "Managed").

« *Focus on achievements and results rather than
o Job duties.

\9

X

*Quantify your success where possible (e.g.,

- "Increased sales by 20%," "Managed a team of
—

*Before: "Responsible for customer service."

*After: "Provided exceptional customer service,
resolving 95% of inquiries within 24 hours."



coursework.




* Cover letter are used to elaborate on
skills, accomplishments, and the Why
---reason for applying for the position.

* Cover letters are used to introduce
yourselfto employers while
highlighting why you’re unique and
best fit for the position.

It should be short and no more than
3 paragraphs.

John Doe

1234 5th Smwest, Mew York WY 00000
johndos(Eemail com
22 October, 2010

Compary Wame

12 Second Avenue
Mew York, MY 00000
333-333-3333
company @email com

Dizar M. Jones,

I am writing in response to your job opaning for the warehouse associate at Renovation Designs. My axpartiza
and kmowledze in warehousmg tasks combmed wath the zbility to operate hand and power tools make me the
best fit for the posrtion. I am also imvolved m keepings the floor area clean and safs, accuratsly counting
mventery, stockms shelves, and unleading trucks. My backzround mncludas securimg loads, adhering to safefy
procedures, writing up decumentation, and uhilizmz industnal forklifts T have a proven ability to perform the
materizl handling and related tasks required for the job pesitien, meloding receiving, stormg, packing,
shipping, moving, and proceszmg of merchandize. I m also well-versad in using a variety of references
decuments to f1ll ordars, verify quantitizs, and count marchandize. Az 2 gualified warshouse azsociate, [ have
a2 demoenstrated aptitude for maintaining administrative records by operating a computer terminal to access and
complete information for coumting, receiving, and order procassing. I am very anthusiastic about the
possibility of working for a progressive and rasourceful company such as Ranovation Dasigns. My attached
razumea includes comprehensive dsfails about my experience, gualifications, and =kills necessary to perform
the warshouse associate job efficiently. I hope to hear from you soon to schedule an mtarisw, Thank vou very
much for your ime and consideration.

Joln Deoe




HOW TO WRITE A COVER LETTER

W e S
'”ihdeeé!




WRITING A STRONG SUMMAR

STATEMENT

overview of your professional
skills, and what you bring to the role.
ve Statement focuses on your career goals
at type ofrole you are seeking.

or this section to match the job you’re applying -
for.

*Summary Example: "Results-driven marketing

professional with 5+ years of experience in digital

marketing, brand management, and data analysis. -
Passionate about delivering strategic solutions to grow
customer engagement."

*Objective Example: "Seeking a marketing coordinator
position where Ican leverage my creative and
analytical skills to drive brand awareness and sales
growth."




bl

y::

THINGS TO REMEMBER

Spotlight key skills that match whatis needed in the job description.

Cut out waste so your resume is easy to read!

List out your responsibilities and use "strong action" verbs ex: organized, produced,
delivered, lifted

Avoid typos and grammatical errors.

List accomplishments that align with position by using “numbers” this gives the
employer a clear idea of your performance and your experience.

Avoid listing jobs that are not aligned with the position.



FORMATTIN

simple and professional (no
ors or fonts).

2 bullet points for easy readability. -

*Keep the resume to one page (two pages max if
you have extensive experience). -

*Use standard fonts like Arial, Calibri, or Times
New Roman.




COMMON RESUME MISTAKES TO
AVOID

Q Spelling & Grammar errors.
}0 Overuse of buzzwords (e.g., “team player,,” “hardworking”)

J}y{ Listing too many irrelevant skills or experience.

x Using an unprofessional email address or not including contact details.

Overuse of buzzwords (e.g., “team player,,” “hardworking”)
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