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}Chronological  
}Functional
}Hybrid / Combination

}Varying degree of targeted focus

}Electronic and/or paper requests common

}Cover letters seen as necessary, more likely 
to be individualized



}Majority of resumes were delivered online, both 
to company websites & job boards. 

}Job Boards began growing dramatically 
Ɓ(especially Monster & CareerBuilder), as newspapers lost 

ad revenue.

} Inexpensive home internet connections made it 
easy to send more resumes, just in caseé.

}Advertised jobs began drawing hundreds to 
thousands of resumes for each job.



}Small recessions & 9/11 made companies 
cautious about adding employees.

}ATS  developed, proliferated & became more 
affordable.

}Keyword searches could micro - target 
multiple, specific criteria for employees.

}Employers with a glut of resumes, could 
keyword search for 10 - 20 criteria and find 
20 - 30 applicants.



}Resumes have to be heavily customized to 
make it through a system designed to screen 
them out

}Cover letters are seldom included in ATS
}Cover letters are less likely passed on to 

hiring managers
}Hiring managers are reading resumes in 15 

seconds or less, and even less likely to read 
cover letters

}Networking remains VERY important



What actually happens when 
you 

send off the resume?

(The importance of CONTEXT)



}When you send the resume -

ƁOnline application box without cover letter - > e db

ƁEmail with cover letter - >e db

ƁPaper with cover letter

¶May be sent to Hiring Mgr.

¶May be sent to HR and may be scanned into e db

Note:

e db = electronic database 

ATS = Applicant Tracking System



Most organizations e- screen (using ATS) 

100s of resumes to get 50

Then

- assistants (of Hiring Mgr. or HR)

- use job description and computer to find 
matching description

To get 10 (+/ - ) for the Hiring Mgr .





}A.  All of the resume

}B.  Most of the resume

}C.  The whole first page

}D.  The top 2/3 of the first page

}E.  The top 1/2 of the first page

}F.  The Summary on top of the first page



}How large the screen is

}How much time the assistant has

}How many resumes the assistant has read so 
far

}How well formatted the resume is

}Whether there are visible errors (typos, 
misspellings, etc.)

}Whether applicant has demonstrated match 
with job description early on 1 st page

}Etc.



The top 1/2 to 2/3 
of the 1st page                     

is critical space                        
to show match 

in content



LESS IS MORE



Something 2010

(surround it with space)

Or bold the typeface to help 
it stand out among the other words 
around it.



What words stood out                 
in the last slide?



- Communicate effectively in English, orally and in writing
- Have biology training/background 
- Collect data and maintain records precisely according to 
standardized protocol 
- In excellent physical shape 
- Able to persevere under stressful conditions 
- Can work outdoors, day and night in isolated conditions, 
and in adverse weather. 
- Walk in the sand up to 10 kilometers/night; climb rocks; 
stoop, kneel and stand on soft substrate and in cramped 
conditions. 
- Have a strong work ethic 
- Able to work all night and on weekends 
- Operate communications equipment properly (cell 
phone, hand - held VHS radio, marine radio) 
- Able to swim; crew a boat in open water conditions



What words stood out 

in the last slide?



the content match 
immediately apparent

on the top 2/3 of

the first page?



match

=   
?

Their 
Requirements 

Your 
Qualifications



Their 
Requirements

Your 
Qualifications



Your 
Qualifications

Their 
Requirements



}Analyze the job  ðwhat they need/want

}Analyze your value  ðto them

}Articulate  ðhow you match their need

(using their own words)
ƁHard Skills

ƁExperience

ƁKnowledge

ƁSoft Skills



Their Requirements 
(from their Job Description)

My Qualifications 
(from your Kitchen Sink 
Resume)



} Buck Island Sea Turtle Research Program Research Assistant, (US VI)
Description of job ðetc., etc., etc.

} Qualifications Required - Must: 
- Communicate effectively in English , orally and in writing
- Have biology training/background 
- Collect data and maintain records precisely according to standardized 
protocol 
- Be in excellent physical shape 
- Be able to persevere under stressful conditions 
- Work outdoors, day and night in isolated conditions, and in adverse 
weather. 
- Walk in the sand up to 10 kilometers/night; climb rocks; stoop, kneel 
and stand on soft substrate and in cramped conditions. 
- Have a strong work ethic 
- Be able to work all night and on weekends 
- Operate communications equipment properly (cell phone, hand - held 
VHS radio, marine radio) 
- Be able to swim; crew a boat in open water conditions 



}For your eyes only ðany length

}Chronological or reverse - chronological

}Include EVERYTHING, especially 
accomplishments = your whole life



}Include Strengths/Skills you WANT - & donõt?

} ò     travel, languages, adventures

} ò     any assessments, personality/career

} ò     hobbies, interests, significant events

} ò      early career dreams



Their Requirements My Qualifications

Masterõs  degree Masterõs degree in Marine Affairs, focus 
on marine conservation & policy

1 year experience in  conservation 
biology and policy

Internship - Naturalist and 
Environmental Policy Analyst, The 
Nature Conservancy, Seattle, WA  (9 
months)

Extensive experience communicating 
ecological issues to the public

*Two summers leading discussions on 
Ecology Camp Projects  (daily, groups 
of 12 gifted high school seniors) at 
Point Defiance Zoo & Aquarium, 1999 
& 2000
* Facilitated public meetings, hearings 
& workshops for Co. Planning 
Commission, Board of Supervisors and 
community groups on proposed 
wetland codes, Jefferson County, WA  
(1 yr.)

Demonstrated research skills in 
environmental conservation

Directed research, published paper and 
presented results at Puget Sound 
Marine Protected Areas Conservation 
Group Meeting to regional marine 
professionals



}Header

}Objective/Sum of Quals /Personal Brand Stmt

}Education

}Relevant Experience / Employment

}Additional Information (Other Relevant Info.)
ƁActivities, Honors, Interests, Hobbies, etc.

ƁSpecialized Computer Skills

ƁTravel, Work/Study Abroad, Languages

ƁSelf- Employment, Special Projects


