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Story Time
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Story Time

















Every person is the Hero of their story. Every Hero needs a Wizard. You can’t have a competing story with the employer you’re applying to. This is important to keep in mind throughout the whole job-getting process. If you forget what story you’re writing, you run the risk of not telling the right one and then getting ignored by the audience you’re trying to reach.
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How to write and maintain a resume
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How to write and maintain a resume
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Master Resume – write absolutely everything

•

Find a quiet place to work – this could take a while

•

Write down every job and record:

•

Company name

•

Company location

•

Your supervisor’s name

•

Your supervisor’s contact information

•

Your job title and wages

•

Dates your worked there

•

Job tasks – things you actually did

•

Any accomplishments and measurable metrics

•

Software or job-specific skills learned there

•

Any training/certifications you received
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Master Resume – write absolutely everything

Find a quiet place to work – this could take a while

Write down every job and record:

Company name

Company location

Your supervisor’s name

Your supervisor’s contact information

Your job title and wages

Dates your worked there

Job tasks – things you actually did

Any accomplishments and measurable metrics

Software or job-specific skills learned there

Any training/certifications you received







No one but you will see this version of your resume. You’re basically looking for way more detail than you’ll use on the resume you’ll submit. This master resume will make it was easier to fill out applications and create resumes tailored to specific jobs you want to apply to. 



Also helps you to reflect on what sets you apart from every other candidate.

Include volunteer experience and try to capture the same details if at all possible.

It will also help you identify transferable skills from things you’ve done to things you’re going to do.



This could take a while, depending on your personal history.
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Transferable Skills

•

These are skills that you’ve gained in both work and life

•

Examples:

•

Communication

•

Research and Planning 

•

Human Relations

•

Organization, Management and Leadership

•

Work Survival and Workplace Adaptability
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Transferable Skills

These are skills that you’ve gained in both work and life

Examples:

Communication

Research and Planning 

Human Relations

Organization, Management and Leadership

Work Survival and Workplace Adaptability







Being able to articulate the skills that you have and where you got them is important in being able to convince an employer to hire you. Going back to the story-telling, you have to be able to understand how your skills fit their job in order to tell yourself into their story.
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The Tailored Resume

•

Decide on a style:

•

Chronological

•

Functional

•

Academic

•

Use “resume language”:

•

No 1st person

•

Consistent verb tense, punctuation, spelling

•

Use keywords 

•

Different formats:

•

Printed hardcopy – pretty & professional

•

Up-loadable digital copy – basic and easily edited (keep the robots happy…)


Microsoft_PowerPoint_Slide7.sldx
The Tailored Resume

Decide on a style:

Chronological

Functional

Academic

Use “resume language”:

No 1st person

Consistent verb tense, punctuation, spelling

Use keywords 

Different formats:

Printed hardcopy – pretty & professional

Up-loadable digital copy – basic and easily edited (keep the robots happy…)







It’s important as you start building a resume that you’re going to send to employers to tailor to their position. Ideally, you’d have a job description to look at in order to see exactly what they’re looking for and to use their words to describe you.



Be brief and clear – paragraphs don’t get read, bullets do

Start bullets with action words

Eliminate vagueness (i.e. “responsible for”)

No objective statement



Golden rule of marketing: if you confuse them, you lose them
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Chronological Resume Example
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Bruce Wayne
Gotham City, IL 67000| 000-000-0000
definitelynotbatman@wayneenterprises.com

CAREER PROFILE:
= 3+ years of experience in a business office setting
= Experienced public speaker
= Self-starter who functions well with little supervision
= Experienced in cash handling and credit/debit card processing
= Constant learner with honed investigative skills

WORK EXPERIENCE:
Business Office Assistant — Work Study
Southwestern College — Business Department, Winfield, KS— (2016-present)
= File 19’s in books & uploaded employee records on Paycom
= Make up new employee files for Employees & Adjuncts
= Pull terminations and keep archives up fo date
= Confributed fo a neat and orderly work environment as needed
Mailroom Clerk
Wayne Enterprises Inc., Gotham City, IL- (2014-2016)
= Received and sorted incoming mail for all employees
= Delivered packages and mail fo appropriate persons throughout the building
= Ensured proper datfing and labeling practices were followed
= Answered calls fo the mail department and routed them appropriately
Janitor/Student
League of Assassins Martial Arts Gym, Gotham City, IL- (2012-2016)
= Aftended classes as registered and was a peer mentor for new students
= Performed opening and closing duties as needed
= Cleaned facilities with a high degree of attention to detail and quality
= Communicated fo leaders and peers clearly and accurately

EDUCATION:
BA Business Administration — Emphasis in Financing, Southwestern College, Winfield, KS
Diploma, Gotham City High School, Gotham, IL
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Functional Resume Example
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Arthur Curry

Amnesty Bay, MA, 67000 | 000-000-0000 | fishking@thelighthouse.com

PROFESSIONAL PROFILE:

10+ years’ experience in working with marine animals and relevant equipment
Skilled in interpreting instruction and communicating fo others

Able fo lift 100+ pounds repeatedly and do physical labor

Able fo work well with others as well as with minimal supervision

QUALIFICATIONS:

Leadership
« 10+ years of being a frusted key holder, responsible for opening and closing duties
« Communicated clear objectives to a feam of 6 other individuals
« Provided guidance and ongoing skills development for subordinates
« Participated in several community service projects with Leadership Southwestern
Technical Skills
Utilized Microsoft Word and Excel fo create schedules and frack work activities
Maintained water levels in tanks & replaced filtration equipment on a regular schedule
Fed and maintained more than one aquaria in the college Science Center
Worked hands-on with animals on a regular basis to implement their care

Workplace Adaptability
* Maintained a record of superb attendance and reliability
Organized a workload for maximum efficiency
Built & maintained professional relationships in the workplace
Learned new concepts and skills on the job as well as in the field of practice
Facilitated conflict resolution among subordinates and customers

RELEVANT EXPERIENCE:

Animal Care - Southwestern College Natural Sciences Department, Winfield, KS (2016é-present)
Member - Leadership Southwestern, Winfield, KS (201é-present)

Marine Department Supervisor — The Little Mermaid Pet Shop, Amnesty Bay, MA (2015-201¢)
Lighthouse Technician - Amnesty Bay Lighthouse, Amnesty Bay, MA (2005-2016)

EDUCATION:

BS Marine Biology, Southwestern College, Winfield, KS
Diploma, Amnesty Bay High School, Amnesty Bay, MA
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Academic Resume Example
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Kurt Wagner
Winfield, KS, 67156 | 000-000-0000 | goneinsmoke@xmansion.com
EDUCATION & TRAINING:
BA, Philosophy and Religion, Minor in Leadership Studies
Southwestern College, Winfield, KS — 3.8 GPA — 2020
Diploma, Xavier School for Giffed Youngsters, North Salem, NY — 4.0 GPA - 2016
AWARDS AND HONORS:
* Magna Cum Laude Graduate at Southwestern College, 2020
+ Dean’s Honor Roll, 2016, 2017, 2018, 2019, 2020'
* Summa Cum Laude Graduate at Xavier School, 2016
WORK EXPERIENCE:
Southwestern College — Work Study, Winfield, KS — International Student Assistant
(8/2016-present)
* Maintain events calendar and website of current international student/host information
« Prepare informational materials for the Student Affairs department
« Ordered supplies and food as needed for events
« Performed administrative tasks such as copying, filing, answering phones, etc.
OTHER WORK EXPERIENCE:
Immigration Services Program Assistant
Catholic Charities, Wichita, KS — (5/2019-present)
Gymnastics and Tumbling Coach
Winfield Recreation Commission, Winfield, KS — (8/2016-6/2018)
Acrobat
Circus Krone, Munich, Germany — (2003-2012)
SKILLS AND QUALIFICATIONS:
« Skilled in working with culturally, ethnically and economically diverse groups of people
« Able fo interview individuals as part of an intake process for social services
« Proficient in data entry and typing tasks with a high aftention to detail
« Able fo work well in a diverse office setting with superior professionalism
« Skilled at problem solving & mediating discussions with a diverse collective of individuals
« Well-developed customer service and de-escalation skills from real-world experiences
v
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Resume Tips

•

Pick one font style and stick with it

• Arial

, 

Calibri

, Century Gothic, 

Georgia

, 

Tahoma

, 

Times New Romans

• Font size between 10-12 point

• Proofread and have 2nd set of eyes on it

• Our brains read what we meant, not what we wrote

• Don’t abbreviate or use industry jargon/slang
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Resume Tips

Pick one font style and stick with it

Arial, Calibri, Century Gothic, Georgia, Tahoma, Times New Romans



Font size between 10-12 point



Proofread and have 2nd set of eyes on it

Our brains read what we meant, not what we wrote



Don’t abbreviate or use industry jargon/slang







Use font style and size to manipulate white space in the resume

Proof read like crazy and don’t rely on spell check

Unless you know for certain that whoever is getting the resume will understand what you mean, better to write it out

E.g. Certified Nurses Aid, instead of C.N.A.

E.g. Bachelors of Science, instead of B.S.

Etc.
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Resume Tips

•

Focus on accomplishments instead of just job duties

•

Add numbers wherever possible

•

Good: “Increased sales by 30% by leading department process 

changes”

•

Not great: “Worked on a sales team”

•

Use action verbs

•

Created, organized, provided, served, etc.

•

Use keywords found in the job description to beat the 

“robots”
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Resume Tips

Focus on accomplishments instead of just job duties



Add numbers wherever possible

Good: “Increased sales by 30% by leading department process changes”

Not great: “Worked on a sales team”



Use action verbs

Created, organized, provided, served, etc.



Use keywords found in the job description to beat the “robots”







Our gig economy says that your average employee will have 7 careers and 3 jobs per career in a 40 year work-life. 2-3 years looks like longevity now.

Our brain wants to know why there are numbers with letters, so they’ll read it better

Action helps us imagine – we think with our imaginations

Applicant tracking systems (ATS) are trying to match resumes to job descriptions
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Resume Mistakes

•

Too long or too short

•

Disorganized and poor formatting

•

Too flashy
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Resume Mistakes

Too long or too short



Disorganized and poor formatting



Too flashy







1-2 pages is okay, preferably 1. If you’re doing 2, make it worth it.

Lead with what will be most likely to get you an interview

Pink scented paper and memes included would be too much. Just remember to ask yourself the “why” question about everything on your resume.
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Resume Mistakes

•

Faulty writing style and poorly typed

•

Unrelated and irrelevant personal 

information

•

Poor descriptions of experience and 

education

•

Unfocused or generic resume
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Resume Mistakes

Faulty writing style and poorly typed



Unrelated and irrelevant personal information



Poor descriptions of experience and education



Unfocused or generic resume







Again, make sure you’re editing well and getting more than 1 set of eyes on it

Story telling – imagine if there was a part of the story where Frodo learns to play ping pong. If it doesn’t add to the story, don’t include it

Don’t assume they know what “Bachelors in Sociology” means or what “Assistant Manager” means – describe well

Chopping down a tree with the flat of an ax
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Resume Mistakes

•

Repetitiveness

•

Sending a resume without a cover letter 

[maybe]

•

Unaddressed, drop off submission
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Resume Mistakes

Repetitiveness



Sending a resume without a cover letter [maybe]



Unaddressed, drop off submission







With thesauruses and friends, there’s no real reason to use the same word twice unless it’s specific to the job

The cover letter largely depends on the job. Good rule of thumb: 

If they ask absolutely send it. 

If they give the option but don’t require it, definitely send one. 

If they don’t ask for it and don’t give you a way to submit one, don’t force it on them – they’re probably not reading it.

If you send a resume to a corporate address or drop it off at the front desk without addressing it to a person specifically, it’s going in the trash. Instead, do some research and find out who is head of HR or recruitment and use their name when submitting it.
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EMILY WIFE COULD YOU JUST, JUST
PICK UP SOME MILK, EMILY WIFE,
WHILE YOU'RE AT THE STORE?

JUST GO AHEAD EMILY WIFE AND JUST,
JUST GO TO THE MILK SECTION, EMILY.

JUST GRAB SOME MILK EMILY AND JUST,
JUST PLACE IT RIGHT IN YOUR CART, WIFE.

EMILY WIFE, JUST, THANK YOU, EMILY.

WIFE.
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“The Robot” – Applicant Tracking System 

(ATS)

•

Statistics-based, typical application process:

•

1000 people see a job

•

200 people start the application process

•

100 people complete the application process

•

25 resumes are actually reviewed or screened by hiring managers (6 sec. avg.)

•

4-6 people invited to interview

•

1-3 finalists go to a final round

•

1 person offered (accepts 80% of the time)
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“The Robot” – Applicant Tracking System 							(ATS)

Statistics-based, typical application process:

1000 people see a job

200 people start the application process

100 people complete the application process

25 resumes are actually reviewed or screened by hiring managers (6 sec. avg.)

4-6 people invited to interview

1-3 finalists go to a final round

1 person offered (accepts 80% of the time)









Based on statistics from several “robots,” this scenario is most typical.

95% of major companies (think fortune 500) use robots

50% of mid-level companies use robots

All job-getting websites and companies use it
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Tips to beat the robot

•

No headers or footers – robot can’t read them

•

Name, City, Zip, 1 phone number, 1 email address @ top-center

•

Bullets only – robots don’t read paragraphs

•

No italics, underlined or special characters/symbols

•

Standard fonts

•

Key words

•

No formatting boxes – just words on page

•

Only apply once and only if you’re qualified
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Tips to beat the robot

No headers or footers – robot can’t read them

Name, City, Zip, 1 phone number, 1 email address @ top-center

Bullets only – robots don’t read paragraphs

No italics, underlined or special characters/symbols

Standard fonts

Key words

No formatting boxes – just words on page

Only apply once and only if you’re qualified







K.I.S.S – Keep It Stupid Simple



Don’t get black-listed – Sedgwick County’s system has done that for unqualified candidates who applied multiple times.
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Resume Writing

Your marketing tool to get the interview
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What’re they seeing in 6 seconds?
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What’re they seeing in 6 seconds?
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Cover Letters

•

Address like a letter, use the HR person’s name or 

manager

•

Par. 1:

•

Introduce yourself (even though your name is at the top)

•

Tell how you heard about the job (great time to name-drop)

•

Par. 2:

•

Why do you think you’re the right fit?

•

Include specific traits/skills/experiences that make you 

qualified

•

Par. 3:

•

Call to action

•

Tell them you want an interview – but do it professionally
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Cover Letters

Address like a letter, use the HR person’s name or manager

Par. 1:

Introduce yourself (even though your name is at the top)

Tell how you heard about the job (great time to name-drop)

Par. 2:

Why do you think you’re the right fit?

Include specific traits/skills/experiences that make you qualified

Par. 3:

Call to action

Tell them you want an interview – but do it professionally
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Alyssa Mufioz
222E21%5t.
Winfield, KS, 67156

Cowley County Administrator’s Office
Attn: Human Resources

311E.9°

Winfield, ks, 67156

Mrs. Kristi Imgl,

My name is Alyssa Mufioz and | would like to be considered for the Administrative Assistant to the
Economic Development Director position with Cowley County. Along with my 2+ years of office work, |
bring to bear refined customer service skills and a mind for detail and planning. Some of my hard skills

are as of follows:

75 wpm typing speed
o High level of comfort with internet navigation and general office equipment

o Comfortable with Microsoft office suite: Outlook, Word, Excel, etc.

ing social media for media distribution

Isincerely look forward to the opportunity to discuss my candidacy for this position. | have long had a
passion for helping individuals and communities. | was granted the opportunity to do this in the small
community of Belle Plajng and believe that I can carry this drive into the service of Cowley County.
Please review my attached resume and application. | look forward to an interview regarding this position

and my ability to undertake this role of high-responsibility.

Sincerely)|

Alyssa Mufioz
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References
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References

•

Separate document – bring copies to the 

interview

•

3-5 professional references are enough

•

Keep personal or character references with 

your master resume, but only use these if they 

ask specifically for them.
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•

Ask permission – no one likes caught off guard
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Give them your resume
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Give them the job description and timeline if 

possible
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Keep your references updated on paper 
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References

Separate document – bring copies to the interview

3-5 professional references are enough

Keep personal or character references with your master resume, but only use these if they ask specifically for them.

Prepare your references

Ask permission – no one likes caught off guard

Give them your resume

Give them the job description and timeline if possible



Keep your references updated on paper and in person







Most companies won’t ask for or check references until they’re sure they want to hire you. It’s just a time-consuming and sometimes expensive process. So you don’t need to have them on your resume and you don’t need a phrase like, “references available upon request” – they know you’ll do what they ask or you won’t get the job.

Prepare your references well and they could be the reason you get the job

Updated them on if you’ve heard back and update your references document if anything changes
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I know it’s a lot to remember, so be assured that the Career Center is always available to work with you on your resume. Please book an appointment for 1-on-1 assistance or ask about group sessions.
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Resume Writing

Your marketing tool to get the interview
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First things first
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First things first





It’s vital when writing a resume to remember that you can easily disappear into the ocean of applicants. But how you stand out is just as important as that you stand out.
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Resume vs. Application

•

Work History

•

Experiences

•

Contact info

Resume:

•

Highlight qualifications

•

Marketing piece

•

Customized

Application:

•

Legal document

•

Background checks

•

Perfect Info
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Resume vs. Application

Work History



Experiences



Contact info

Resume:



Highlight qualifications



Marketing piece



Customized



Application:



Legal document



Background checks



Perfect Info







Remember that every contact between you and the employer is part of the hiring process
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