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Important criteria's

• Define what RESUME is

• RESUME format and content

• RESUME OBJECTIVE and/or  

CAREER PROFILE

• Why a Cover Letter?-Create a  

professional cover letter to  

accompany your RESUME

• Reference Page(optional)
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• A short account (1-2 pages) of your  

Experience, Qualifications, and  

Achievements.

• Its a goal to capture the

recruiter’s interest.

• Most resumes only get 20-30 second

scan by the recruiter.

• It MUST have enough IMPACT to  

GRAB the ATTENTION of the  

prospective EMPLOYER.

Resume Building
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What The Employer Wants to know-(random 
questions)

• What can you do for me?

• How can you improve my operations?

• Can you make me money?

• Save my time?

• Keep my customers happy?

Your resume must not only show the skills you have;  

it must demonstrate your success
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Formatting your Resume
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You can arrange your resume in a variety of formats.

However, most resumes follow this type of order:

• Contact information

• Objective or CareerProfile

• Summary of Skills (optional)

• Work Experience

• Education



Contact Information
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Your CONTACT INFORMATION is the most  

IMPORTANT PART of your Resume:

Name  

Address (optional)  

Telephone Number –

EmailAddress

Professional affiliation;

e.g. www.linkedin.com 

(optional)

http://www.linkedin.com/


Make an Impact!

All rights reserved Best of luck for your future

OBJECTIVE

A short statement that includes the job title you want,  

and the main reason why they should consider your for  

the position.

WORK EXPERIENCE

A short paragraph (three –to five sentences) that  

highlights your experience and qualifications that  

match the job you are applying for.



Skills Related

• Include the skills that are directly  

relevant to the job you are seeking

• Use strengths and accomplishments  

to highlight these skills
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Educations

List diploma, degree(s) or certificate(s) and the schoolname,  

city and state. If you did not graduate college, list total  

semesters completed.
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List dates of completion if you are a recent

graduate (last three years)



Resume Structure

Be consistent in structure to  

make it easy for readers to skim  

through your resume quickly  

without confusion.

• Font: 10-12 points

• Bold for name and positions  

Dates – Month/Year

• Paper color – WHITE  

Spacing – 1 or 2 line spacing
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Creating a cover letter
Why a Cover Letter?

It accompanies a Resume and tells the

employer why he/she is receiving your

Resume

Used to convince the employer:

• Why you are best candidate

• That you understand the position  

for which you are applying

• Why you should be considered for an  

interview.

*Tips: Never use the salutation:  

“To whom it may concern.”
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A perfect cover letter
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Reference page 
Prepare as a separate page.

Do not include on your Resume.  

“Reference Available UponRequest.”

Prepare at least three references; usually either two  

professional and on personal or three personal and on  

professional.
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Applicant Tracking Software(ATS）
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