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Preface:	
  How	
  to	
  Get	
  The	
  Most	
  From	
  This	
  Special	
  Report	
  

Marathon	
  runners	
  and	
  sprinters.	
  	
  They	
  have	
  something	
  in	
  common:	
  they	
  both	
  run.	
  	
  	
  Yet	
  
they	
  are	
  very	
  different	
  animals.	
  	
  The	
  marathon	
  runner	
  is	
  in	
  it	
  for	
  the	
  long-­‐haul,	
  running	
  26	
  
miles	
  over	
  the	
  course	
  of	
  several	
  hours.	
  	
  It’s	
  grueling,	
  but	
  exhilarating.	
  	
  The	
  sprinter	
  goes	
  all	
  
out,	
  gives	
  it	
  everything	
  he	
  or	
  she	
  has	
  got,	
  but	
  for	
  a	
  short,	
  dramatic	
  burst	
  and	
  within	
  a	
  very	
  
short	
  distance.	
  	
  	
  

You,	
  my	
  friend,	
  have	
  a	
  decision	
  to	
  make.	
  	
  Are	
  you	
  a	
  marathon	
  runner	
  or	
  a	
  sprinter?	
  

Both	
  have	
  merit.	
  	
  Neither	
  is	
  more	
  respectable	
  than	
  the	
  other.	
  	
  It’s	
  a	
  matter	
  of	
  taste	
  and	
  
preference.	
  	
  And	
  it	
  often	
  is	
  dictated	
  by	
  your	
  particular	
  circumstances.	
  	
  	
  	
  

Let	
  me	
  try	
  to	
  help	
  you	
  figure	
  this	
  out.	
  

You	
  are	
  a	
  sprinter	
  if	
  any	
  of	
  the	
  following	
  apply:	
  

• If	
  you	
  have	
  a	
  short	
  attention	
  span
• You	
  have	
  only	
  brief	
  pockets	
  of	
  time	
  to	
  devote	
  to	
  improving	
  your	
  résumé
• You	
  are	
  not	
  in	
  a	
  particular	
  rush	
  to	
  get	
  it	
  done	
  (i.e.,	
  no	
  specific	
  deadline)

You	
  are	
  a	
  marathon	
  runner	
  if	
  any	
  of	
  the	
  following	
  apply:	
  

• You	
  have	
  a	
  lot	
  of	
  discretionary	
  time
• Your	
  circumstances	
  are	
  such	
  that	
  you	
  can	
  avoid	
  lots	
  of	
  interruptions
• You	
  want	
  to	
  get	
  this	
  résumé	
  project	
  banged	
  out	
  and	
  over	
  with	
  as	
  soon	
  as	
  possible.

Thus,	
  if	
  you	
  are	
  a	
  sprinter,	
  feel	
  free	
  to	
  read	
  a	
  segment	
  of	
  this	
  special	
  report,	
  then	
  attack	
  a	
  
portion	
  of	
  your	
  résumé	
  with	
  that	
  one,	
  narrow	
  segment	
  in	
  mind,	
  then	
  put	
  it	
  down,	
  do	
  your	
  
thing,	
  and	
  come	
  back	
  to	
  it	
  again	
  tomorrow	
  for	
  another	
  segment.	
  	
  You	
  should	
  finish	
  up	
  in	
  
less	
  than	
  two	
  weeks.	
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If	
  you	
  are	
  a	
  marathon	
  runner,	
  block	
  out	
  3	
  or	
  4	
  hours	
  or	
  more,	
  lock	
  yourself	
  in	
  a	
  room,	
  and	
  
go	
  through	
  this	
  entire	
  special	
  report,	
  and	
  just	
  know	
  that	
  you	
  are	
  going	
  to	
  stay	
  the	
  course	
  till	
  
you	
  are	
  done.	
  	
  It	
  may	
  be	
  a	
  full-­‐day	
  project.	
  	
  Or	
  it	
  may	
  be	
  several	
  half-­‐day	
  projects.	
  	
  But	
  you	
  
should	
  be	
  done	
  in	
  a	
  day	
  or	
  two	
  or	
  three	
  at	
  the	
  most.	
  	
  	
  

So	
  decide	
  now:	
  Are	
  you	
  a	
  sprinter	
  or	
  a	
  marathon	
  runner?	
  

Introduction	
  

Your	
  résumé	
  is	
  your	
  marketing	
  brochure.	
  	
  	
  It’s	
  the	
  tool	
  that	
  is	
  meant	
  to	
  serve	
  as	
  a	
  sort	
  of	
  
key	
  that	
  opens	
  certain	
  doors.	
  	
  What	
  doors?	
  	
  	
  

Frankly,	
  your	
  résumé	
  is	
  not	
  intended	
  to	
  land	
  you	
  a	
  job,	
  contrary	
  to	
  popular	
  assumptions.	
  	
  
Rather,	
  your	
  résumé	
  is	
  meant	
  to	
  land	
  you	
  an	
  interview.	
  	
  How	
  you	
  perform	
  in	
  an	
  interview	
  is	
  
the	
  determining	
  factor	
  for	
  acquiring	
  the	
  job	
  offer,	
  but	
  that	
  is	
  the	
  subject	
  of	
  another	
  special	
  
report.	
  	
  	
  

This	
  special	
  report,	
  if	
  heeded,	
  will	
  help	
  98%	
  of	
  the	
  résumés	
  out	
  there.	
  	
  Why	
  do	
  I	
  say	
  that	
  so	
  
confidently?	
  	
  Because	
  98%	
  of	
  the	
  résumés	
  out	
  there	
  are	
  flawed	
  in	
  some	
  way	
  –	
  some	
  of	
  
them	
  are	
  profoundly	
  flawed.	
  	
  Yes,	
  I	
  am	
  saying	
  unequivocally	
  that	
  there	
  is	
  only	
  a	
  2%	
  chance	
  
that	
  your	
  own	
  résumé	
  would	
  not	
  benefit	
  from	
  the	
  advice	
  provided	
  in	
  this	
  special	
  report.	
  	
  If	
  
that	
  were	
  the	
  case,	
  you	
  should	
  stand	
  proud	
  and	
  tall,	
  knowing	
  that	
  your	
  résumé	
  is	
  best-­‐of-­‐
class.	
  	
  	
  

Some	
  would	
  wonder	
  if	
  they	
  are	
  entitled	
  to	
  a	
  refund	
  on	
  the	
  purchase	
  of	
  this	
  special	
  report	
  if	
  
their	
  résumé	
  happens	
  to	
  be	
  in	
  that	
  very	
  rare	
  status	
  of	
  being	
  in	
  that	
  vaunted	
  2%.	
  	
  The	
  
answer	
  is	
  no.	
  	
  	
  

The	
  answer	
  is	
  not	
  “No”	
  because	
  I	
  am	
  loathe	
  to	
  return	
  money	
  to	
  a	
  buyer	
  who	
  wants	
  their	
  
money	
  back.	
  	
  The	
  reason	
  there	
  is	
  no	
  refund	
  for	
  that	
  2%	
  of	
  you	
  whose	
  résumé	
  will	
  not	
  be	
  
improved	
  after	
  going	
  through	
  this	
  special	
  report	
  is	
  that	
  you	
  still	
  got	
  value	
  from	
  your	
  
purchase	
  –	
  you	
  paid	
  for	
  verification,	
  and	
  that	
  alone	
  has	
  value.	
  	
  It’s	
  no	
  different	
  than	
  paying	
  
a	
  doctor	
  for	
  an	
  MRI,	
  only	
  to	
  be	
  told	
  that	
  the	
  MRI	
  revealed	
  no	
  problems	
  whatsoever	
  and	
  you	
  
have	
  a	
  clean	
  bill	
  of	
  health.	
  	
  There	
  is	
  value	
  in	
  learning	
  that.	
  

But	
  again,	
  the	
  reality	
  is	
  that	
  the	
  chances	
  are	
  very,	
  very	
  remote	
  that	
  your	
  own	
  résumé	
  won’t	
  
benefit	
  from	
  this	
  special	
  report.	
  	
  (And	
  truth	
  be	
  told,	
  2%	
  is	
  a	
  highly	
  padded	
  figure;	
  the	
  actual	
  
figure	
  is	
  probably	
  much,	
  much	
  lower.)	
  

Let’s	
  begin.	
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Don’t	
  Sweat	
  the	
  Small	
  Stuff	
  

For	
  reasons	
  that	
  elude	
  me	
  to	
  this	
  day,	
  most	
  people	
  fret	
  over	
  the	
  wrong	
  things	
  when	
  it	
  
comes	
  to	
  résumés.	
  	
  	
  

You	
  want	
  a	
  for	
  instance?	
  	
  Okay,	
  try	
  this	
  one:	
  How	
  many	
  times	
  have	
  you	
  heard	
  people	
  
comment	
  on	
  the	
  page	
  count	
  of	
  a	
  résumé?	
  	
  Better,	
  how	
  often	
  have	
  you	
  yourself	
  worried	
  
about	
  the	
  page	
  count	
  of	
  a	
  résumé?	
  	
  Perhaps	
  the	
  page	
  count	
  of	
  your	
  résumé?	
  	
  	
  

I	
  am	
  not	
  talking	
  about	
  a	
  scenario	
  where	
  you	
  have	
  almost	
  all	
  of	
  your	
  content	
  on	
  one	
  page,	
  
except	
  that	
  one	
  or	
  two	
  additional	
  lines	
  of	
  text	
  spilled	
  over	
  to	
  the	
  2nd	
  page.	
  	
  That	
  is	
  almost	
  
always	
  an	
  easy	
  fix	
  by	
  addressing	
  various	
  formatting	
  options.	
  

What	
  I	
  am	
  talking	
  about	
  is	
  the	
  bland	
  assertion	
  that	
  many	
  people	
  pontificate	
  on	
  to	
  the	
  effect	
  
that	
  résumés	
  need	
  to	
  be	
  kept	
  to	
  one	
  page,	
  or	
  résumés	
  need	
  to	
  be	
  kept	
  to	
  two	
  pages.	
  	
  	
  

Utter,	
  total	
  nonsense.	
  	
  

Lest	
  you	
  misunderstand,	
  I	
  am	
  not	
  suggesting	
  the	
  opposite.	
  	
  I	
  am	
  not	
  suggesting	
  that	
  
résumés	
  must	
  be	
  more	
  than	
  one	
  page	
  or	
  must	
  be	
  more	
  than	
  two	
  pages.	
  	
  	
  

What	
  I	
  am	
  saying	
  is	
  this:	
  the	
  page	
  count	
  of	
  a	
  résumé	
  is	
  largely	
  irrelevant.	
  	
  It	
  is	
  mostly	
  a	
  non-­‐
issue.	
  	
  People	
  who	
  worry	
  about	
  that	
  are	
  worrying	
  about	
  the	
  wrong	
  thing.	
  	
  

Any	
  hiring	
  manager	
  who	
  disqualifies	
  a	
  candidate	
  due	
  to	
  the	
  page	
  count	
  of	
  the	
  résumé	
  is	
  a	
  
nit-­‐wit	
  and	
  you	
  would	
  not	
  want	
  to	
  work	
  for	
  her	
  anyway.	
  	
  Any	
  HR	
  recruiter	
  who	
  tosses	
  a	
  
résumé	
  into	
  the	
  circular	
  file	
  because	
  of	
  its	
  page	
  count	
  is	
  an	
  imbecile	
  and	
  the	
  company	
  is	
  
foolish	
  for	
  having	
  put	
  him	
  in	
  that	
  position.	
  	
  Who	
  would	
  want	
  to	
  work	
  for	
  a	
  company	
  like	
  
that?	
  	
  I	
  wouldn’t.	
  	
  

Bottom	
  line:	
  forget	
  about	
  the	
  page	
  count.	
  	
  Whether	
  your	
  résumé	
  is	
  one	
  page,	
  or	
  two	
  pages,	
  
or	
  three	
  pages,	
  or	
  four	
  pages	
  is	
  not	
  that	
  important,	
  provided	
  the	
  right	
  stuff	
  is	
  in	
  the	
  résumé.	
  	
  
(Notice	
  I	
  didn’t	
  go	
  on	
  to	
  five	
  pages,	
  etc.	
  	
  Yes,	
  I	
  admit	
  that	
  there	
  are	
  parameters	
  to	
  what	
  
constitutes	
  a	
  reasonable,	
  normative	
  page	
  count	
  for	
  a	
  résumé,	
  but	
  again,	
  most	
  of	
  the	
  
arguments	
  are	
  about	
  1	
  vs.	
  2	
  vs.	
  3	
  pages	
  and	
  such	
  arguments	
  are	
  unnecessary	
  and	
  a	
  colossal	
  
waste	
  of	
  time.)	
  	
  

Here’s	
  another,	
  related	
  issue:	
  printed	
  one	
  or	
  two	
  sides?	
  

Some	
  people	
  who	
  have	
  enough	
  résumé	
  content	
  to	
  cover	
  two	
  pages,	
  but	
  who,	
  wrongfully,	
  
insist	
  that	
  a	
  résumé	
  should	
  be	
  no	
  more	
  than	
  one	
  sheet	
  of	
  paper,	
  try	
  to	
  get	
  clever	
  and	
  print	
  
on	
  both	
  sides	
  of	
  that	
  one	
  sheet.	
  	
  Thus,	
  their	
  résumé	
  document	
  has	
  the	
  appearance	
  of	
  a	
  
single	
  sheet	
  of	
  paper,	
  like	
  a	
  one-­‐pager,	
  yet	
  they	
  are	
  able	
  to	
  present	
  twice	
  as	
  much	
  content	
  
as	
  they	
  use	
  both	
  sides	
  of	
  the	
  sheet.	
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Others	
  would	
  say	
  that	
  doing	
  such	
  a	
  thing	
  is	
  anathema,	
  since	
  everyone	
  knows	
  that	
  résumés	
  
are	
  only	
  allowed	
  to	
  be	
  on	
  one	
  side	
  of	
  the	
  page.	
  	
  	
  

Again,	
  such	
  debates	
  are	
  pointless.	
  	
  While	
  printing	
  on	
  two	
  sides	
  of	
  the	
  same	
  sheet	
  of	
  paper	
  is	
  
somewhat	
  unusual,	
  it	
  is	
  not	
  a	
  crime	
  to	
  do	
  so.	
  	
  Any	
  recruiter	
  who	
  disqualified	
  your	
  
candidacy	
  for	
  doing	
  so	
  has	
  issues.	
  	
  I	
  print	
  my	
  résumé	
  (which	
  is	
  3	
  pages)	
  on	
  one	
  side	
  of	
  each	
  
of	
  those	
  3	
  sheets	
  of	
  paper,	
  but	
  that	
  is	
  simply	
  a	
  matter	
  of	
  taste	
  and	
  preference.	
  	
  Don’t	
  get	
  
hung	
  up	
  on	
  something	
  as	
  inconsequential	
  as	
  one-­‐sided	
  vs.	
  two-­‐sided.	
  	
  Put	
  your	
  creative	
  
energies	
  elsewhere.	
  

Paper	
  Color	
  

Here’s	
  another	
  one:	
  what	
  color	
  should	
  the	
  paper	
  be	
  that	
  a	
  résumé	
  is	
  printed	
  on?	
  	
  

Well,	
  first	
  off,	
  let’s	
  acknowledge	
  that	
  in	
  this	
  digital	
  age	
  in	
  which	
  we	
  find	
  ourselves,	
  most	
  of	
  
the	
  time	
  the	
  résumés	
  are	
  delivered	
  electronically	
  (via	
  email	
  or	
  “online”).	
  	
  Thus,	
  in	
  those	
  
instances,	
  the	
  question	
  is	
  irrelevant.	
  	
  	
  

However,	
  whenever	
  you	
  get	
  called	
  to	
  an	
  interview,	
  you	
  should	
  always	
  take	
  multiple	
  copies	
  
(hard	
  copies)	
  of	
  your	
  résumé,	
  and	
  thus	
  the	
  question	
  of	
  paper	
  starts	
  to	
  be	
  a	
  consideration.	
  	
  
And	
  even	
  when	
  you	
  do	
  not	
  get	
  called	
  to	
  an	
  actual	
  interview,	
  there	
  are	
  plenty	
  of	
  scenarios	
  
where	
  you	
  would	
  hand	
  a	
  hard	
  copy	
  of	
  your	
  résumé	
  to	
  someone	
  (a	
  job	
  fair,	
  for	
  instance.)	
  	
  So	
  
with	
  that	
  in	
  mind,	
  what	
  do	
  I	
  think	
  of	
  the	
  color	
  question?	
  

I	
  think	
  it’s	
  largely	
  irrelevant.	
  	
  

Whether	
  the	
  résumé	
  is	
  on	
  white	
  paper,	
  or	
  on	
  buff	
  paper,	
  on	
  tan	
  paper	
  or	
  on	
  cream	
  paper,	
  
on	
  ivory	
  paper	
  or	
  on	
  a	
  light	
  brown	
  parchment	
  is	
  really	
  not	
  something	
  that	
  you	
  should	
  
spend	
  much	
  time	
  fretting	
  over.	
  	
  The	
  color	
  should	
  be	
  determined	
  by	
  your	
  taste,	
  your	
  sense	
  
of	
  style,	
  and	
  perhaps	
  even	
  the	
  industry	
  you	
  work	
  in.	
  	
  For	
  instance,	
  I	
  would	
  not	
  recommend	
  
a	
  man	
  use	
  pink,	
  unless	
  he	
  is	
  from	
  West	
  Hollywood	
  or	
  San	
  Francisco.	
  	
  However,	
  a	
  woman	
  
who	
  is	
  applying	
  for	
  a	
  job	
  with	
  Mary	
  Kay	
  Cosmetics	
  (or	
  a	
  woman	
  who	
  already	
  works	
  for	
  
them)	
  might	
  get	
  away	
  with	
  such	
  a	
  color.	
  	
  	
  

And	
  there	
  is	
  nothing	
  wrong	
  with	
  white.	
  	
  A	
  bright	
  white	
  stock	
  is	
  not	
  boring	
  at	
  all,	
  and	
  none	
  
should	
  assume	
  it	
  is.	
  	
  	
  

Conversely,	
  if	
  a	
  person	
  chose	
  to	
  use	
  black	
  paper	
  with	
  white	
  font,	
  well,	
  .	
  .	
  .	
  that	
  would	
  
certainly	
  stand	
  out	
  and	
  set	
  them	
  apart.	
  	
  But	
  unless	
  they	
  are	
  working	
  in	
  an	
  industry	
  that	
  
favors	
  the	
  weird,	
  the	
  unusual,	
  or	
  the	
  eccentric,	
  I	
  wouldn’t	
  recommend	
  anything	
  too	
  
outlandish.	
  	
  You	
  want	
  your	
  résumé	
  to	
  stand	
  out	
  in	
  terms	
  of	
  its	
  substance,	
  not	
  its	
  form	
  alone.	
  	
  
If	
  you	
  focus	
  too	
  much	
  on	
  trying	
  to	
  have	
  your	
  résumé	
  stand	
  out	
  on	
  its	
  form,	
  (think	
  of	
  paper	
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colors	
  like	
  black,	
  florescent	
  orange,	
  or	
  lilac)	
  then	
  you’ll	
  stand-­‐out	
  alright,	
  but	
  the	
  person	
  
reading	
  the	
  résumé	
  might	
  think	
  you’re	
  a	
  freak	
  (and	
  chances	
  are	
  high	
  they	
  are	
  correct.)	
  	
  	
  

Paper	
  Type	
  

Back	
  to	
  the	
  issue	
  of	
  paper:	
  leaving	
  aside	
  the	
  issue	
  of	
  color,	
  you	
  should	
  give	
  some	
  thought	
  to	
  
the	
  type	
  of	
  paper	
  it	
  is	
  printed	
  on.	
  	
  You	
  would	
  do	
  well	
  to	
  avoid	
  the	
  standard	
  white	
  paper	
  that	
  
comes	
  out	
  of	
  a	
  copy	
  machine.	
  	
  That	
  is	
  known	
  as	
  20-­‐pound	
  bond	
  paper	
  (also	
  known	
  as	
  50#	
  
offset).	
  	
  Don’t	
  use	
  it.	
  	
  It	
  is	
  too	
  common,	
  too	
  ordinary.	
  	
  One	
  step	
  above	
  that	
  would	
  be	
  the	
  
same	
  basic	
  paper	
  but	
  slightly	
  “heavier”.	
  	
  It	
  is	
  known	
  as	
  24-­‐pound	
  bond	
  (or,	
  60#	
  offset).	
  	
  But	
  
again,	
  while	
  I	
  consider	
  it	
  a	
  step	
  up,	
  it’s	
  still	
  fairly	
  ordinary.	
  	
  	
  

You	
  can	
  go	
  to	
  any	
  retail	
  store	
  that	
  offers	
  fine	
  paper	
  and	
  see	
  what	
  they	
  have	
  to	
  offer.	
  	
  There	
  
are	
  papers	
  that	
  have	
  a	
  linen	
  finish	
  that	
  look	
  nice.	
  	
  Other	
  papers	
  have	
  a	
  sort	
  of	
  subtle	
  
“ribbed”	
  finish	
  to	
  them.	
  

While	
  I	
  am	
  on	
  paper,	
  I	
  should	
  address	
  the	
  issue	
  of	
  coated	
  papers.	
  	
  Coated	
  papers	
  are	
  
treated	
  with	
  a	
  special	
  compound	
  that	
  changes	
  the	
  surface	
  of	
  the	
  paper.	
  	
  Many	
  (perhaps	
  
most)	
  coated	
  papers	
  are	
  called	
  “glossy”.	
  	
  You’ve	
  seen	
  them:	
  they	
  are	
  really	
  slick	
  and	
  have	
  a	
  
sort	
  of	
  shine	
  to	
  them.	
  	
  But	
  there	
  are	
  other	
  coated	
  papers	
  that	
  fall	
  in	
  the	
  category	
  of	
  “dull	
  
coat”.	
  	
  They	
  are	
  coated,	
  but	
  they	
  are	
  not	
  shiny;	
  their	
  so-­‐called	
  gloss	
  is	
  dull,	
  or	
  muted.	
  	
  There	
  
are	
  also	
  other	
  variations	
  of	
  coated	
  paper,	
  such	
  as	
  matte,	
  which	
  is	
  somewhat	
  like	
  the	
  dull-­‐
coated	
  paper.	
  	
  And	
  there	
  is	
  a	
  satin	
  coat	
  as	
  well.	
  	
  	
  

While	
  I	
  like	
  coated	
  papers	
  as	
  a	
  rule,	
  I	
  would	
  caution	
  you	
  about	
  using	
  them	
  for	
  your	
  résumé.	
  	
  
Here’s	
  why:	
  depending	
  on	
  the	
  type	
  of	
  printer	
  you	
  have,	
  it	
  is	
  very	
  easy	
  for	
  the	
  ink	
  to	
  smear	
  
on	
  these	
  coated	
  papers.	
  	
  With	
  uncoated	
  papers,	
  the	
  ink	
  absorbs	
  into	
  the	
  paper	
  immediately	
  
and	
  the	
  drying	
  process	
  is	
  quite	
  fast.	
  	
  Smearing	
  is	
  usually	
  not	
  an	
  issue.	
  	
  But	
  with	
  coated	
  
papers	
  (i.e.,	
  gloss,	
  dull,	
  matte,	
  satin,	
  etc)	
  the	
  compound	
  which	
  covers	
  the	
  paper	
  and	
  thus	
  
makes	
  it	
  coated	
  renders	
  it	
  nearly	
  impossible	
  for	
  the	
  ink	
  to	
  be	
  absorbed	
  into	
  the	
  paper;	
  
instead	
  the	
  ink	
  sits	
  on	
  top	
  of	
  the	
  coated	
  compound	
  and	
  remains	
  wet	
  for	
  a	
  much	
  longer	
  
period.	
  	
  If	
  you	
  touch	
  the	
  printed	
  portion	
  of	
  such	
  a	
  résumé	
  as	
  soon	
  as	
  it	
  comes	
  out	
  of	
  your	
  
printer,	
  or	
  if	
  the	
  pages	
  happen	
  to	
  rub	
  together,	
  there	
  is	
  almost	
  always	
  a	
  smearing	
  of	
  the	
  ink.	
  	
  
Hence,	
  my	
  recommendation	
  that	
  you	
  avoid	
  coated	
  papers.	
  	
  (If	
  you	
  must	
  have	
  them,	
  fine,	
  but	
  
be	
  very	
  careful	
  to	
  allow	
  your	
  résumés	
  adequate	
  drying	
  time.)	
  	
  	
  

Location	
  of	
  Contact	
  Info	
  

Let	
  me	
  address	
  one	
  other	
  matter	
  that	
  many	
  résumé	
  writers	
  seem	
  to	
  lose	
  sleep	
  over	
  –	
  the	
  
matter	
  of	
  whether	
  their	
  address	
  and	
  phone	
  number	
  should	
  be	
  located	
  at	
  the	
  top	
  of	
  the	
  first	
  
page,	
  or	
  at	
  the	
  bottom.	
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Really?!	
  	
  

Again,	
  it	
  does	
  not	
  matter!	
  	
  It’s	
  simply	
  a	
  question	
  of	
  style,	
  preference,	
  and	
  design.	
  	
  I	
  prefer	
  
mine	
  at	
  the	
  top,	
  under	
  my	
  name.	
  	
  But	
  someone	
  else	
  could,	
  with	
  justification,	
  place	
  such	
  
contact	
  information	
  at	
  the	
  bottom	
  of	
  the	
  front	
  page,	
  provided	
  the	
  layout	
  and	
  design	
  of	
  the	
  
résumé	
  was	
  conducive	
  for	
  such	
  a	
  placement.	
  	
  	
  

OK,	
  we’ve	
  address	
  several	
  non-­‐essentials.	
  	
  Now	
  let’s	
  get	
  to	
  something	
  that	
  has	
  somewhat	
  
more	
  importance	
  to	
  it.	
  	
  

There	
  are	
  two	
  main	
  dimensions	
  to	
  any	
  résumé:	
  form	
  and	
  substance.	
  	
  Let’s	
  start	
  with	
  a	
  look	
  
at	
  form.	
  

Form	
  

Whenever	
  I	
  am	
  asked	
  to	
  critique	
  a	
  résumé,	
  the	
  first	
  thing	
  I	
  do	
  is	
  look	
  it	
  over	
  without	
  
actually	
  reading	
  a	
  single	
  word.	
  	
  	
  

What	
  am	
  I	
  doing?	
  

I	
  am	
  gazing	
  at	
  the	
  résumé	
  to	
  take	
  in	
  how	
  it	
  strikes	
  me.	
  	
  I	
  am	
  looking	
  at	
  the	
  layout,	
  the	
  
design,	
  the	
  overall	
  impression	
  I	
  get	
  from	
  glancing	
  at	
  it	
  –	
  again,	
  without	
  reading	
  a	
  word.	
  	
  

Essentially,	
  I	
  am	
  trying	
  to	
  discern	
  how	
  the	
  résumé	
  comes	
  across,	
  how	
  it	
  looks,	
  and	
  what	
  
sort	
  of	
  first	
  impression	
  I	
  get	
  at	
  a	
  glance.	
  	
  This	
  is	
  important	
  –	
  it’s	
  not	
  the	
  most	
  important,	
  but	
  
it	
  is	
  important.	
  	
  	
  

It’s	
  somewhat	
  akin	
  to	
  seeing	
  a	
  very	
  well-­‐dressed	
  man	
  come	
  into	
  a	
  room.	
  	
  If	
  he	
  looks	
  like	
  he	
  
could	
  be	
  on	
  the	
  cover	
  of	
  GQ	
  magazine,	
  and	
  if	
  he	
  exudes	
  confidence	
  and	
  leadership,	
  the	
  
average	
  person	
  would	
  tend	
  to	
  want	
  to	
  get	
  to	
  know	
  him.	
  	
  As	
  people	
  start	
  to	
  engage	
  him	
  in	
  
conversation,	
  they	
  will	
  tend	
  to	
  assume	
  that	
  such	
  a	
  well-­‐dressed	
  man	
  is	
  successful,	
  
intelligent,	
  and	
  forward-­‐thinking.	
  	
  Now,	
  admittedly,	
  the	
  man	
  may	
  have	
  only	
  one	
  redeeming	
  
virtue:	
  an	
  ability	
  to	
  dress	
  elegantly.	
  	
  He	
  may,	
  thus,	
  turn	
  out	
  to	
  be	
  arrogant,	
  or	
  mean-­‐spirited,	
  
or	
  inept,	
  or	
  ill-­‐informed,	
  or	
  in	
  possession	
  of	
  any	
  number	
  of	
  other	
  undesirable	
  qualities.	
  	
  He	
  
may	
  be	
  all	
  form	
  and	
  no	
  substance	
  –	
  like	
  a	
  well-­‐designed	
  book	
  cover	
  that	
  is	
  very	
  alluring,	
  
but	
  the	
  writing	
  itself	
  is	
  drab	
  and	
  mundane.	
  	
  	
  

However,	
  much	
  of	
  the	
  time	
  –	
  perhaps	
  most	
  of	
  the	
  time	
  –	
  when	
  someone	
  has	
  both	
  the	
  
money	
  and	
  the	
  eye	
  for	
  fine	
  fashion,	
  there	
  are	
  usually	
  other	
  positive	
  qualities	
  that	
  
accompany	
  such	
  attributes.	
  	
  And	
  the	
  fact	
  that	
  someone	
  was	
  attired	
  in	
  such	
  a	
  way	
  so	
  as	
  to	
  
court	
  attention	
  and	
  respect	
  was	
  strategically	
  smart	
  in	
  that	
  it	
  set	
  him	
  apart	
  from	
  his	
  
competition.	
  	
  It	
  made	
  an	
  impression.	
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This	
  is	
  the	
  sort	
  of	
  thing	
  you	
  want	
  to	
  do	
  with	
  a	
  résumé.	
  	
  You	
  need	
  to	
  dress	
  it	
  up	
  and	
  give	
  it	
  a	
  
smart,	
  attractive	
  appearance	
  so	
  that	
  it	
  stands	
  apart	
  from	
  other	
  résumés	
  that	
  look	
  plain	
  by	
  
comparison.	
  	
  	
  

So	
  pay	
  attention	
  to	
  the	
  font	
  style.	
  	
  Pay	
  attention	
  to	
  the	
  font	
  size.	
  	
  Look	
  carefully	
  at	
  the	
  
margins	
  and	
  the	
  indentation.	
  	
  Notice	
  the	
  “white	
  space”	
  (i.e.,	
  the	
  portions	
  of	
  the	
  document	
  
that	
  have	
  no	
  type	
  on	
  it.)	
  	
  Is	
  the	
  white	
  space	
  plentiful?	
  	
  Is	
  it	
  sparse?	
  	
  	
  

There	
  are	
  some	
  attractive	
  templates	
  you	
  can	
  choose	
  from	
  to	
  acquire	
  the	
  look	
  you	
  are	
  after.	
  	
  
I	
  provide	
  some	
  details	
  later	
  on,	
  along	
  with	
  links	
  to	
  additional	
  templates	
  you	
  can	
  browse	
  
and	
  utilize	
  on	
  line.	
  	
  	
  

The	
  bottom	
  line	
  is	
  you	
  should	
  recognize	
  that	
  beauty	
  really	
  is	
  in	
  the	
  eyes	
  of	
  the	
  beholder.	
  	
  
Therefore,	
  you	
  should	
  choose	
  a	
  “look”	
  that	
  you	
  believe	
  best	
  represents	
  the	
  image	
  you	
  are	
  
trying	
  to	
  convey,	
  but	
  at	
  the	
  same	
  time,	
  you	
  should	
  get	
  the	
  opinions	
  and	
  gut	
  reactions	
  of	
  
several	
  individuals	
  whose	
  judgment	
  you	
  trust.	
  	
  	
  

Finally,	
  make	
  sure	
  you	
  are	
  consistent:	
  if	
  you	
  italicize	
  your	
  job	
  titles,	
  make	
  sure	
  you	
  italicize	
  
all	
  of	
  them.	
  	
  If	
  you	
  use	
  a	
  certain	
  convention	
  for	
  start	
  and	
  end	
  dates	
  on	
  jobs,	
  use	
  that	
  same	
  
convention	
  for	
  all	
  of	
  the	
  jobs.	
  	
  If	
  you	
  use	
  a	
  period	
  at	
  the	
  end	
  of	
  a	
  bullet-­‐pointed	
  statement,	
  
be	
  consistent	
  and	
  use	
  periods	
  in	
  all	
  similar	
  places.	
  	
  	
  

And	
  remember:	
  if	
  you	
  have	
  a	
  spelling	
  error	
  or	
  some	
  other	
  typographical	
  mistake,	
  you’re	
  
dead	
  in	
  the	
  water.	
  	
  Always	
  proof	
  your	
  work	
  carefully.	
  	
  And	
  then	
  have	
  one	
  or	
  two	
  other	
  
persons	
  proof	
  it.	
  	
  I	
  shouldn’t	
  have	
  to	
  even	
  mention	
  this,	
  but	
  you’d	
  be	
  shocked	
  at	
  how	
  many	
  
spelling	
  errors	
  I	
  find	
  in	
  résumés,	
  and	
  these	
  are	
  from	
  people	
  who	
  know	
  perfectly	
  well	
  how	
  
to	
  spell	
  correctly;	
  they	
  just	
  made	
  an	
  inadvertent	
  mistake	
  and	
  didn’t	
  catch	
  it.	
  	
  But	
  the	
  
recruiters	
  did.	
  	
  	
  

Substance	
  

Whereas	
  matters	
  involving	
  form	
  can	
  disqualify	
  you	
  (if	
  the	
  form	
  is	
  slipshod),	
  form	
  won’t	
  
cause	
  a	
  recruiter	
  to	
  reach	
  out	
  to	
  you.	
  	
  	
  For	
  that,	
  you	
  need	
  solid	
  substance.	
  	
  Let’s	
  examine	
  the	
  
various	
  components	
  that	
  make	
  up	
  the	
  substance	
  of	
  a	
  résumé.	
  	
  

Objective	
  

Let’s	
  begin	
  by	
  discussing	
  one	
  of	
  the	
  most	
  common	
  starting	
  points	
  in	
  any	
  résumé	
  –	
  the	
  
Objective	
  (or	
  Summary).	
  	
  The	
  Objective	
  is	
  a	
  short	
  statement	
  that	
  is	
  intended	
  to	
  articulate	
  
the	
  desires	
  or	
  goals	
  of	
  the	
  candidate.	
  	
  It	
  is	
  meant	
  to	
  give	
  the	
  recruiter	
  a	
  quick	
  understanding	
  
of	
  what	
  the	
  candidate	
  is	
  seeking.	
  	
  By	
  contrast,	
  a	
  Summary	
  is	
  a	
  short	
  statement	
  that	
  gives	
  
recruiters	
  a	
  quick	
  overview	
  of	
  the	
  candidate’s	
  attributes.	
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What	
  follows	
  is	
  a	
  series	
  of	
  nine	
  objectives,	
  actual	
  word-­‐for-­‐word	
  statements	
  I	
  have	
  pulled	
  
off	
  of	
  several	
  résumés	
  my	
  clients	
  presented	
  me	
  with.	
  	
  Read	
  them	
  and	
  think	
  about	
  how	
  they	
  
strike	
  you.	
  

o To	
  join	
  a	
  dynamic	
  team	
  where	
  I	
  can	
  contribute	
  my	
  experience,	
  knowledge	
  and	
  talent
thereby	
  contributing	
  to	
  enhanced	
  performance	
  of	
  the	
  organization,	
  while	
  achieving
professional	
  advancement	
  and	
  personal	
  growth.

o To	
  find	
  a	
  growing	
  and	
  progressive	
  company	
  that	
  can	
  utilize	
  my	
  skills	
  of	
  innovation	
  and
organization	
  to	
  reduce	
  waist	
  and	
  improve	
  revenues,	
  margins,	
  ROI,	
  and	
  growth.

o A	
  Project	
  Manager	
  position	
  with	
  an	
  industry	
  leader	
  where	
  I	
  would	
  be	
  responsible	
  for
managing	
  its	
  Information	
  Technology	
  projects.

o As	
  a	
  woman	
  with	
  a	
  strong	
  desire	
  to	
  succeed,	
  my	
  immediate	
  interest	
  is	
  in	
  obtaining	
  a
position	
  which	
  offers	
  a	
  challenge,	
  growth	
  potential,	
  and	
  personal	
  satisfaction.

o An	
  experienced	
  professional	
  with	
  strong	
  operations	
  background.	
  I	
  am	
  seeking	
  a
challenging,	
  growth	
  oriented	
  position	
  that	
  will	
  utilize	
  the	
  skills	
  and	
  experience
acquired	
  at	
  progressive	
  levels	
  of	
  Business	
  Operations,	
  Human	
  Resource	
  Management,
Employee	
  Training	
  and	
  Development,	
  Compensation	
  and	
  Benefits,	
  Program
Management	
  and	
  Regulatory	
  Compliance.

o To	
  secure	
  a	
  job	
  in	
  a	
  Payroll/Accounting	
  office	
  environment.
o Seeking	
  a	
  position	
  where	
  I	
  can	
  utilize	
  my	
  many	
  talents	
  and	
  abilities	
  to	
  enhance	
  your

company.
o Seeking	
  a	
  responsible	
  and	
  a	
  challenging	
  position	
  with	
  an	
  organization,	
  that	
  will	
  utilize

my	
  Management	
  and	
  Technical	
  skills;	
  and	
  offer	
  professional	
  and	
  personal	
  growth
opportunities.

o I	
  am	
  highly	
  organized	
  and	
  am	
  deeply	
  experienced	
  in	
  problem	
  solving.	
  	
  Most
importantly,	
  I	
  am	
  very	
  hard	
  working,	
  stable,	
  energetic,	
  and	
  dedicated	
  with	
  a	
  strong
desire	
  to	
  continue	
  to	
  achieve	
  excellence	
  in	
  my	
  career.

So	
  what	
  is	
  your	
  gut-­‐level	
  reaction	
  to	
  these	
  Objectives?	
  	
  Did	
  you	
  catch	
  the	
  rather	
  humorous	
  
typo	
  in	
  the	
  second	
  one?	
  	
  	
  

Even	
  more	
  importantly,	
  did	
  you	
  notice	
  where	
  the	
  Objectives	
  had	
  their	
  focus?	
  

Here’s	
  another	
  way	
  to	
  state	
  it:	
  whose	
  needs	
  did	
  the	
  Objective	
  –	
  in	
  all	
  nine	
  cases	
  –	
  seek	
  to	
  
satisfy?	
  	
  The	
  employer’s?	
  	
  Or	
  the	
  job	
  seeker’s?	
  	
  Well,	
  admittedly,	
  a	
  few	
  of	
  them	
  gave	
  slight	
  
mention	
  to	
  the	
  needs	
  of	
  the	
  employer.	
  	
  	
  But	
  clearly	
  the	
  lion’s	
  share	
  of	
  the	
  emphasis	
  was	
  on	
  
the	
  needs	
  of	
  the	
  job	
  seeker.	
  	
  In	
  other	
  words,	
  “Hire	
  me,	
  because	
  I	
  need	
  a	
  job!”	
  	
  Not,	
  “hire	
  me	
  
because	
  I	
  can	
  decisively	
  solve	
  your	
  problems!”	
  	
  	
  

That’s	
  a	
  huge	
  mistake.	
  	
  Recruiters	
  do	
  not	
  care	
  at	
  all	
  about	
  your	
  problems	
  or	
  your	
  needs.	
  	
  
They	
  are	
  only	
  interested	
  in	
  knowing	
  if	
  you	
  can	
  absolutely	
  solve	
  their	
  problems	
  or	
  capitalize	
  
on	
  their	
  opportunities.	
  	
  	
  

So	
  the	
  objective	
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• To	
  secure	
  a	
  job	
  in	
  a	
  Payroll/Accounting	
  office	
  environment.

Should	
  have	
  been	
  written	
  along	
  these	
  lines:	
  

• To	
  utilize	
  my	
  superior	
  analytical	
  skills	
  to	
  bring	
  an	
  Accounting	
  Department	
  balanced
books	
  on	
  time	
  each	
  and	
  every	
  month,	
  guaranteed.

So	
  the	
  next	
  time	
  you	
  decide	
  to	
  write	
  an	
  Objective,	
  if	
  you	
  decide	
  to	
  write	
  one	
  at	
  all,	
  try	
  
wording	
  it	
  in	
  such	
  a	
  way	
  that	
  you	
  give	
  proper	
  emphasis	
  where	
  it	
  counts	
  –	
  on	
  the	
  needs	
  of	
  
the	
  employer	
  and	
  how	
  you	
  can	
  meet	
  those	
  needs.	
  	
  	
  

Frankly,	
  most	
  of	
  the	
  time	
  an	
  Objective	
  is	
  a	
  waste	
  of	
  a	
  résumé’s	
  precious	
  real	
  estate,	
  and	
  
should	
  instead	
  be	
  incorporated	
  into	
  the	
  Cover	
  Letter,	
  a	
  subject	
  I	
  comment	
  on	
  further	
  down	
  
in	
  this	
  document.	
  	
  	
  

Education	
  

If	
  you	
  are	
  fresh	
  out	
  of	
  school	
  and	
  have	
  little	
  or	
  no	
  work	
  experience,	
  then	
  you	
  probably	
  have	
  
little	
  choice	
  but	
  to	
  lead	
  with	
  your	
  Education.	
  	
  This	
  is	
  not	
  a	
  problem	
  if	
  you	
  attended	
  a	
  blue	
  
chip	
  university	
  (i.e.,	
  Stanford,	
  Princeton,	
  Columbia,	
  MIT,	
  etc)	
  or	
  if	
  your	
  grades	
  were	
  
impeccable,	
  or	
  if	
  you	
  excelled	
  in	
  some	
  sort	
  of	
  extra-­‐curricular	
  activity	
  (i.e.,	
  elected	
  as	
  
Student	
  Body	
  President.)	
  	
  	
  

However,	
  the	
  vast	
  majority	
  of	
  you	
  reading	
  this	
  have	
  probably	
  been	
  out	
  in	
  the	
  job	
  market	
  for	
  
some	
  time.	
  	
  If	
  so,	
  you	
  are	
  probably	
  better	
  off	
  placing	
  your	
  educational	
  background	
  after	
  
your	
  job	
  experience.	
  	
  	
  

The	
  typical	
  format	
  for	
  Education	
  history	
  is	
  to	
  list	
  the	
  institution	
  in	
  bold	
  print,	
  followed	
  by	
  
the	
  city	
  and	
  state	
  where	
  that	
  institution	
  resides.	
  	
  Then	
  you	
  list	
  the	
  type	
  of	
  degree	
  (AA,	
  BS,	
  
MBA,	
  etc)	
  and	
  the	
  year	
  it	
  was	
  granted.	
  	
  For	
  multiple	
  degrees,	
  you	
  list	
  the	
  most	
  recent	
  first.	
  	
  
Graduate	
  degrees	
  would	
  come	
  first	
  on	
  the	
  résumé,	
  followed	
  by	
  undergraduate	
  degrees.	
  	
  	
  If	
  
you	
  have	
  a	
  college	
  degree,	
  there	
  is	
  no	
  need	
  to	
  list	
  high	
  school	
  graduation	
  data,	
  as	
  it	
  is	
  
assumed	
  you	
  graduated	
  from	
  high	
  school.	
  	
  	
  

Here	
  is	
  an	
  example	
  from	
  the	
  résumé	
  of	
  one	
  of	
  my	
  clieints:	
  

University of California Berkeley, CA 
Master of Science in Molecular Biology, 2005 

San Francisco State University San Francisco, CA 
Bachelor of Science in Biology (Botany concentration), 2001 

Work	
  History	
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Like	
  Education,	
  the	
  Work	
  History	
  gives	
  recruiters	
  a	
  chance	
  to	
  get	
  a	
  sense	
  of	
  your	
  
background	
  and	
  experience.	
  	
  The	
  format	
  is	
  straightforward.	
  	
  You	
  need	
  to	
  list	
  the	
  name	
  of	
  
the	
  institution	
  and	
  its	
  location	
  (city	
  and	
  state),	
  the	
  start	
  and	
  end	
  dates	
  you	
  were	
  employed,	
  
your	
  job	
  title(s),	
  and	
  usually	
  something	
  about	
  the	
  accomplishments	
  attained	
  while	
  there,	
  in	
  
bullet-­‐point	
  form.	
  	
  More	
  on	
  this	
  in	
  a	
  moment,	
  as	
  it	
  is	
  so	
  important	
  that	
  it	
  has	
  its	
  own	
  
section.	
  	
  	
  

One	
  additional	
  thing	
  recruiters	
  seem	
  to	
  appreciate	
  is	
  a	
  statement	
  about	
  the	
  institution,	
  
perhaps	
  one	
  that	
  describes	
  its	
  industry,	
  its	
  size	
  (employees,	
  numbers	
  of	
  facilities	
  or	
  
countries	
  in	
  which	
  it	
  operates),	
  its	
  annual	
  revenues,	
  and	
  anything	
  else	
  that	
  may	
  be	
  
noteworthy	
  (i.e.,	
  it	
  was	
  ranked	
  one	
  of	
  the	
  best	
  employers	
  by	
  J.D.	
  Power	
  &	
  Associates;	
  or	
  it	
  is	
  
a	
  Fortune	
  100	
  firm,	
  etc.)	
  	
  This	
  information	
  is	
  especially	
  helpful	
  if	
  the	
  company	
  is	
  not	
  a	
  well-­‐
known	
  firm,	
  but	
  I	
  recommend	
  you	
  do	
  this	
  for	
  all	
  previous	
  employers.	
  	
  Here	
  are	
  four	
  
examples	
  of	
  what	
  I	
  mean:	
  

11/02	
  –	
  10/05	
  	
  	
  	
  Royce	
  Medical,	
  Camarillo,	
  CA	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
   	
  	
  	
  	
  	
  	
  	
  	
  	
  Sales	
  Training	
  Manager	
  
Now	
  owned	
  by	
  Ossur,	
  Royce	
  Medical	
  supplies	
  medical	
  facilities	
  with	
  prosthetics,	
  bionic	
  
technology,	
  and	
  orthopedic	
  supplies.	
  	
  	
  

7/00	
  –	
  10/02	
  	
  	
  	
  Kinko’s,	
  Ventura,	
  CA	
   	
  Principal	
  Sales	
  Trainer	
  
Largest	
  business	
  services	
  firm	
  in	
  USA	
  with	
  over	
  1100	
  branches,	
  Kinko’s	
  employs	
  over	
  
25,000	
  with	
  700	
  account	
  executives	
  nation-­‐wide.	
  	
  	
  	
  	
  

2/99	
  –	
  6/00	
  	
  	
  	
  	
  Nestlé	
  USA,	
  Glendale,	
  CA	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  Executive	
  Trainer,	
  Leader	
  Development	
  	
  	
  	
  	
  	
  	
  	
  
A	
  Fortune	
  100	
  firm	
  and	
  part	
  of	
  the	
  world’s	
  largest	
  food	
  company,	
  Nestlé	
  employs	
  19,000	
  
and	
  boasts	
  revenues	
  of	
  over	
  8	
  billion	
  dollars.	
  

7/97	
  –	
  1/99	
  	
  	
  	
  	
  Los	
  Angeles	
  Times,	
  Los	
  Angeles,	
  CA 	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  Sales	
  Training	
  Manager	
  
Largest	
  regional	
  newspaper	
  in	
  the	
  United	
  States,	
  employs	
  6,000	
  against	
  revenues	
  of	
  
$800,000,000.	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  

Perhaps	
  I	
  should	
  hasten	
  to	
  add	
  that	
  it	
  does	
  not	
  matter	
  if,	
  following	
  your	
  employment	
  
at	
  a	
  given	
  institution,	
  that	
  institution	
  went	
  out	
  of	
  business,	
  or	
  was	
  acquired	
  or	
  
merged	
  with	
  another	
  company,	
  or	
  changed	
  its	
  name,	
  etc.	
  	
  In	
  the	
  examples	
  above	
  we	
  
find	
  Kinko’s	
  is	
  listed.	
  	
  Kinko’s	
  no	
  longer	
  exists	
  as	
  an	
  independent	
  entity,	
  as	
  it	
  was	
  
acquired	
  by	
  Federal	
  Express	
  in	
  2004.	
  	
  But	
  since	
  this	
  example	
  has	
  the	
  employee	
  
working	
  there	
  till	
  late	
  2002,	
  it	
  was	
  still	
  Kinko’s	
  and	
  in	
  no	
  way	
  associated	
  with	
  
Federal	
  Express	
  at	
  that	
  time.	
  	
  Therefore,	
  the	
  listing	
  on	
  the	
  résumé	
  goes	
  in	
  as	
  Kinko’s	
  
and	
  there	
  is	
  no	
  need	
  to	
  indicate	
  that	
  the	
  company	
  is	
  now	
  absorbed	
  into	
  Federal	
  
Express.	
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Accomplishments	
  vs.	
  Activity	
  

Let’s	
  turn	
  our	
  attention	
  now	
  to	
  a	
  matter	
  of	
  critical	
  importance.	
  

Almost	
  all	
  résumés	
  make	
  one	
  very	
  critical	
  error.	
  	
  And	
  here	
  it	
  is:	
  when	
  describing	
  
something	
  about	
  the	
  work	
  they	
  did	
  at	
  a	
  given	
  organization,	
  they	
  almost	
  always	
  
describe	
  activity.	
  	
  This	
  is	
  a	
  fatal	
  mistake.	
  	
  

Let	
  me	
  be	
  very	
  clear	
  here.	
  	
  In	
  listing	
  their	
  experiences	
  at	
  a	
  given	
  organization,	
  most	
  
people	
  unwittingly	
  describe	
  elements	
  that	
  sound	
  like	
  a	
  job	
  description.	
  	
  In	
  other	
  
words,	
  they	
  list	
  routine	
  things	
  that	
  they	
  were	
  being	
  paid	
  to	
  do	
  on	
  a	
  day-­‐to-­‐day	
  basis.	
  

It	
  is	
  so	
  important	
  that	
  you	
  get	
  this	
  clear	
  in	
  your	
  head,	
  I	
  am	
  going	
  to	
  drill	
  down	
  deep	
  
and	
  give	
  some	
  pointed	
  examples.	
  	
  	
  

Here	
  is	
  some	
  actual	
  verbiage	
  from	
  a	
  résumé	
  by	
  a	
  graphic	
  designer:	
  

• Serviced	
  a	
  variety	
  of	
  clients	
  on	
  quality	
  projects	
  from	
  concept	
  to	
  completion.
• Estimated	
  and	
  negotiated	
  expenses,	
  created	
  production	
  schedules,	
  and

maintained	
  budgets.
• Coordinated	
  and	
  art	
  directed	
  photo-­‐shoots.
• Oversaw	
  and	
  managed	
  the	
  creative	
  team.
• Managed	
  project	
  direction,	
  assignment	
  and	
  workflow.	
  Critiqued	
  and	
  directed

in-­‐progress	
  work.
• Reviewed	
  pre-­‐press	
  and	
  supervised	
  press	
  checks	
  (sheet	
  fed	
  and	
  web).
• Participated	
  in	
  client	
  meetings	
  and	
  maintained	
  client	
  contact	
  throughout

projects.

That	
  résumé	
  goes	
  on	
  in	
  similar	
  manner.	
  	
  	
  

Here’s	
  another	
  one,	
  this	
  time	
  from	
  a	
  sales	
  representative	
  in	
  the	
  lumber	
  industry:	
  

• Provided	
  inside	
  and	
  outside	
  sales	
  representation	
  for	
  leader	
  in	
  hardwood
lumber	
  and	
  plywood	
  industry

• Responsible	
  for	
  finding,	
  developing	
  and	
  expanding	
  customer	
  base
• Developed	
  and	
  maintained	
  a	
  large	
  territory	
  with	
  sales	
  in	
  excess	
  of	
  $1.5

million	
  annually
• Provided	
  day-­‐to-­‐day	
  customer	
  support	
  and	
  problem	
  solving
• Functioned	
  as	
  office	
  manager	
  for	
  a	
  wholesale	
  branch	
  office

Let’s	
  try	
  one	
  more.	
  	
  Here’s	
  one	
  from	
  a	
  Project	
  Support	
  Specialist	
  who	
  has	
  worked	
  in	
  
several	
  large	
  healthcare	
  organizations:	
  

• Assisted	
  analysts	
  in	
  complex	
  research	
  and	
  analysis
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• Designed	
  graphic	
  presentations
• Organized	
  and	
  conducted	
  presentations
• Responsible	
  for	
  all	
  monthly	
  and	
  quarterly	
  financial	
  reports
• Maintain	
  the	
  capital	
  equipment’s	
  budget	
  and	
  ordering	
  inventory
• IMS	
  Administrator	
  –	
  maintaining	
  instruction	
  manual,	
  the	
  quality	
  control	
  of

data	
  input,	
  set	
  up	
  the	
  database,	
  run	
  weekly	
  reports
• Maintained	
  complex	
  and	
  confidential	
  departmental	
  information
• Orchestrates	
  and	
  organizing	
  project	
  meetings,	
  conferences	
  and	
  travel

itineraries

These	
  three	
  sets	
  of	
  examples	
  are	
  typical	
  of	
  almost	
  all	
  of	
  the	
  résumés	
  I	
  evaluate.	
  	
  And	
  
notice	
  that	
  all	
  of	
  them,	
  without	
  exception,	
  describe	
  activity.	
  	
  	
  

Want	
  the	
  blunt,	
  honest	
  truth?	
  	
  

No	
  one	
  cares.	
  	
  	
  

I	
  am	
  dead	
  serious.	
  	
  Not	
  one	
  single	
  recruiter	
  or	
  hiring	
  manager	
  reading	
  any	
  of	
  that	
  
cares	
  even	
  a	
  little	
  that	
  the	
  graphic	
  designer	
  coordinated	
  photo-­‐shoots,	
  or	
  that	
  the	
  
sales	
  rep	
  was	
  responsible	
  for	
  expanding	
  his	
  customer	
  base,	
  or	
  that	
  the	
  project	
  
support	
  specialist	
  maintained	
  confidential	
  departmental	
  information.	
  	
  	
  

These	
  candidates	
  are	
  using	
  their	
  résumés	
  to	
  bore	
  the	
  living	
  daylights	
  out	
  of	
  the	
  very	
  
people	
  whom	
  they	
  are	
  supposed	
  to	
  be	
  dazzling!	
  	
  	
  

The	
  reason	
  no	
  one	
  cares	
  about	
  any	
  of	
  that	
  stuff	
  is	
  because	
  recruiters	
  and	
  hiring	
  
managers	
  assume	
  you	
  did	
  those	
  things.	
  	
  They	
  assume	
  you	
  performed	
  those	
  tasks	
  
since	
  that	
  was	
  your	
  job.	
  	
  You	
  were	
  being	
  paid	
  to	
  do	
  those	
  things.	
  	
  Listing	
  such	
  tasks	
  
is	
  only	
  slightly	
  less	
  absurd	
  as	
  stating	
  on	
  your	
  résumé	
  you	
  showed	
  up	
  for	
  work	
  every	
  
day.	
  	
  You	
  want	
  an	
  award	
  or	
  something?	
  	
  	
  

Fortunately,	
  there	
  is	
  a	
  solution.	
  	
  I	
  don’t	
  claim	
  it	
  is	
  an	
  easy	
  solution	
  for	
  the	
  simple	
  
reason	
  that	
  the	
  solution	
  requires	
  you	
  to	
  think	
  differently	
  than	
  you	
  are	
  probably	
  used	
  
to.	
  	
  But	
  if	
  you	
  follow	
  the	
  advice	
  contained	
  in	
  this	
  special	
  report	
  carefully,	
  you’ll	
  do	
  
fine.	
  	
  	
  

Here’s	
  the	
  solution	
  in	
  a	
  nutshell:	
  rather	
  than	
  bore	
  recruiters	
  by	
  writing	
  down	
  the	
  
activities	
  that	
  you	
  were	
  paid	
  to	
  do,	
  list	
  instead	
  your	
  accomplishments.	
  	
  	
  

Here	
  is	
  where	
  many	
  of	
  my	
  clients	
  start	
  to	
  hyperventilate	
  and	
  experience	
  a	
  panic-­‐
attack.	
  	
  The	
  reason	
  they	
  do	
  this	
  is	
  because	
  they	
  have	
  this	
  strange,	
  innate	
  fear	
  that	
  
they	
  probably	
  failed	
  to	
  accomplish	
  anything	
  that’s	
  noteworthy	
  while	
  at	
  the	
  various	
  
places	
  they	
  worked.	
  	
  Thus,	
  they	
  are	
  afraid	
  they	
  will	
  now	
  be	
  exposed	
  for	
  the	
  useless	
  
frauds	
  they	
  are.	
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Except,	
  they	
  are	
  not	
  useless	
  frauds.	
  	
  Instead,	
  they	
  just	
  aren’t	
  quickly	
  recalling	
  their	
  
accomplishments,	
  and	
  that	
  panics	
  them.	
  	
  	
  

I	
  understand	
  such	
  feelings.	
  	
  I’ve	
  had	
  them	
  myself.	
  	
  However,	
  I	
  discovered,	
  perhaps	
  
through	
  trial	
  and	
  error,	
  that	
  such	
  fears	
  are	
  largely	
  unfounded.	
  	
  And	
  unnecessary.	
  	
  
Let	
  me	
  help	
  you	
  get	
  through	
  this.	
  	
  Keep	
  reading.	
  

For	
  every	
  single	
  activity	
  you	
  may	
  have	
  listed	
  in	
  your	
  résumé,	
  ask	
  yourself	
  the	
  
following:	
  “Therefore	
  what?”	
  

In	
  other	
  words,	
  when	
  the	
  Project	
  Support	
  Specialist	
  mentioned	
  above	
  lists	
  on	
  her	
  
résumé	
  the	
  following:	
  

• Maintain	
  the	
  capital	
  equipment’s	
  budget	
  and	
  ordering	
  inventory

she	
  needs	
  to	
  ask	
  herself	
  the	
  question:	
  “Therefore,	
  what?”	
  	
  What	
  was	
  the	
  outcome	
  of	
  
her	
  having	
  maintained	
  the	
  budget	
  and	
  ordering	
  inventory?	
  	
  Was	
  she	
  able	
  to	
  come	
  in	
  
under	
  budget	
  at	
  year’s	
  end?	
  	
  As	
  a	
  result	
  of	
  her	
  overseeing	
  the	
  budget	
  was	
  she	
  able	
  to	
  
identify	
  gaps	
  or	
  waste	
  in	
  spending	
  and	
  put	
  a	
  stop	
  to	
  that?	
  	
  If	
  so,	
  how	
  much	
  waste	
  did	
  
she	
  curtail?	
  	
  Was	
  her	
  maintenance	
  of	
  the	
  ordering	
  inventory	
  done	
  in	
  such	
  a	
  way	
  as	
  
to	
  avoid	
  any	
  unnecessary	
  duplication	
  of	
  ordering?	
  	
  And	
  if	
  so,	
  how	
  much	
  did	
  that	
  save	
  
the	
  company	
  in	
  terms	
  of	
  hard	
  dollars?	
  	
  	
  

Notice	
  the	
  nature	
  of	
  the	
  questions	
  I	
  am	
  asking	
  here.	
  	
  I	
  am	
  trying	
  to	
  get	
  a	
  read	
  on	
  not	
  
only	
  the	
  general	
  result	
  or	
  outcome	
  a	
  specific	
  activity	
  garnered,	
  but	
  I	
  am	
  also	
  trying	
  to	
  
identify	
  some	
  quantitative	
  measurement	
  of	
  that	
  outcome,	
  if	
  possible.	
  	
  	
  

And	
  admittedly,	
  it’s	
  not	
  always	
  possible	
  to	
  identify	
  an	
  outcome	
  in	
  a	
  quantitative	
  
way.	
  	
  But	
  you	
  should	
  try	
  to	
  identify	
  such	
  quantitative	
  measurements	
  wherever	
  
possible.	
  	
  	
  

And	
  these	
  measurements	
  can	
  be	
  a	
  raw	
  number,	
  a	
  percentage,	
  a	
  dollar	
  figure,	
  etc.	
  	
  
And	
  the	
  numbers	
  can	
  be	
  positive	
  (i.e.,	
  an	
  increase)	
  or	
  negative	
  (i.e.,	
  a	
  decrease.)	
  	
  
Obviously,	
  the	
  positive	
  numbers	
  should	
  be	
  about	
  things	
  the	
  organization	
  wants	
  (i.e.,	
  
revenue,	
  new	
  customers,	
  new	
  patents,	
  profit	
  margin,	
  etc),	
  and	
  the	
  negative	
  numbers	
  
should	
  be	
  about	
  things	
  the	
  organization	
  does	
  not	
  want	
  (i.e.,	
  turnover,	
  waste,	
  
injuries,	
  sexual	
  harassment	
  claims,	
  etc.)	
  

A	
  helpful	
  phrase	
  to	
  guide	
  your	
  thinking	
  in	
  this	
  regard	
  include	
  the	
  words	
  resulting	
  in.	
  	
  

Thus,	
  it’s	
  no	
  sin	
  to	
  write,	
  as	
  our	
  Project	
  Support	
  Specialist	
  did,	
  a	
  task	
  like	
  	
  

• Maintain	
  the	
  capital	
  equipment’s	
  budget	
  and	
  ordering	
  inventory
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(once	
  she	
  changed	
  it	
  from	
  present	
  tense	
  to	
  past	
  tense	
  –	
  a	
  common	
  mistake)	
  
provided	
  she	
  follows	
  the	
  word	
  “inventory”	
  with	
  the	
  words	
  “resulting	
  in”	
  or	
  
something	
  equivalent.	
  	
  	
  

Had	
  she	
  done	
  so,	
  it	
  might	
  have	
  come	
  out	
  in	
  any	
  number	
  of	
  ways,	
  such	
  as	
  the	
  
following	
  examples	
  illustrate:	
  

• Maintained	
  the	
  capital	
  equipment’s	
  budget	
  and	
  ordering	
  inventory	
  resulting
in	
  a	
  12%	
  drop	
  in	
  the	
  ordering	
  of	
  duplicate	
  parts

• Maintained	
  the	
  capital	
  equipment’s	
  budget	
  and	
  ordering	
  inventory	
  resulting
in	
  our	
  closing	
  out	
  the	
  year	
  2%	
  under	
  budget

• Maintained	
  the	
  capital	
  equipment’s	
  budget	
  and	
  ordering	
  inventory	
  resulting
in	
  a	
  savings	
  of	
  $47,000	
  applied	
  to	
  next	
  year’s	
  budget

Notice	
  in	
  the	
  first	
  two	
  examples	
  above,	
  the	
  quantitative	
  component	
  involves	
  a	
  
percentage	
  figure,	
  while	
  the	
  third	
  example	
  involves	
  a	
  hard	
  dollar	
  figure.	
  	
  Those	
  are	
  
not	
  the	
  only	
  types	
  of	
  quantitative	
  figures	
  out	
  there	
  but	
  they	
  are	
  common	
  ones	
  that	
  
you	
  should	
  consider.	
  	
  	
  

And	
  just	
  to	
  make	
  my	
  point	
  even	
  clearer,	
  put	
  yourself	
  in	
  the	
  shoes	
  of	
  a	
  recruiter,	
  then	
  
tell	
  me	
  the	
  different	
  reactions	
  you	
  feel	
  when	
  you	
  compare	
  the	
  following	
  two	
  bullet	
  
points:	
  

• Maintained	
  the	
  capital	
  equipment’s	
  budget	
  and	
  ordering	
  inventory

• Maintained	
  the	
  capital	
  equipment’s	
  budget	
  and	
  ordering	
  inventory	
  resulting
in	
  a	
  12%	
  drop	
  in	
  the	
  ordering	
  of	
  duplicate	
  parts

Hopefully	
  it	
  is	
  obvious	
  to	
  you	
  which	
  one	
  bores	
  you	
  and	
  which	
  one	
  catches	
  your	
  eye.	
  

Remembering	
  

Some	
  of	
  you	
  may	
  worry	
  that	
  you	
  cannot	
  think	
  of	
  what	
  the	
  results	
  are	
  that	
  came	
  from	
  
the	
  activities	
  you	
  were	
  tempted	
  to	
  list	
  on	
  your	
  résumé.	
  	
  Admittedly,	
  this	
  can	
  be	
  
worrisome.	
  	
  But	
  it	
  usually	
  means	
  one	
  of	
  two	
  things:	
  

• Either	
  the	
  activity	
  you	
  were	
  going	
  to	
  list	
  on	
  your	
  résumé	
  really	
  does	
  not	
  have
any	
  significant	
  results	
  coming	
  from	
  that	
  activity,	
  and	
  thus,	
  you	
  should
probably	
  consider	
  dropping	
  listing	
  that	
  activity	
  in	
  the	
  first	
  place,	
  or,
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• The	
  activity	
  you	
  were	
  going	
  to	
  list	
  on	
  your	
  résumé	
  does	
  have	
  some
significant	
  results	
  but	
  you	
  are	
  simply	
  having	
  difficulty	
  remembering	
  what
they	
  are.

In	
  the	
  first	
  instance,	
  you	
  have	
  to	
  face	
  the	
  fact	
  that	
  some	
  of	
  the	
  things	
  you	
  initially	
  
thought	
  made	
  sense	
  to	
  include	
  on	
  the	
  résumé	
  simply	
  do	
  not	
  belong	
  there,	
  and	
  you	
  
have	
  to	
  get	
  rid	
  of	
  them.	
  	
  If	
  the	
  item	
  is	
  a	
  drab,	
  boring	
  recitation	
  of	
  some	
  job-­‐related	
  
activity	
  you	
  did	
  and	
  you	
  cannot	
  come	
  up	
  with	
  any	
  valuable	
  outcome	
  as	
  a	
  result	
  of	
  
doing	
  that	
  activity,	
  chances	
  are	
  high	
  that	
  the	
  item	
  needs	
  to	
  go.	
  

In	
  the	
  second	
  instance,	
  you	
  need	
  to	
  calm	
  yourself	
  down,	
  quiet	
  yourself,	
  avoid	
  
distractions,	
  and	
  relax	
  your	
  mind.	
  	
  Then	
  concentrate;	
  focus	
  your	
  thinking.	
  	
  As	
  a	
  
result	
  of	
  a	
  given	
  activity	
  or	
  task,	
  what	
  was	
  the	
  outcome?	
  	
  What	
  might	
  have	
  been	
  the	
  
outcome?	
  	
  There	
  should	
  be	
  a	
  logical	
  and	
  somewhat	
  obvious	
  outcome	
  that	
  can	
  be	
  
derived	
  from	
  a	
  given	
  activity.	
  	
  What	
  is	
  it?	
  	
  As	
  you	
  think	
  back	
  to	
  those	
  days	
  when	
  you	
  
did	
  the	
  thing	
  you	
  are	
  writing	
  about,	
  perhaps	
  it	
  makes	
  sense	
  to	
  contact	
  a	
  former	
  co-­‐
worker	
  and	
  see	
  if	
  a	
  colleague	
  from	
  the	
  past	
  can	
  shed	
  some	
  light	
  on	
  the	
  question.	
  	
  	
  

On	
  occasion	
  I	
  find	
  that	
  the	
  problem	
  involves	
  the	
  résumé	
  writer’s	
  assumption	
  that	
  if	
  
they	
  were	
  a	
  part	
  of	
  a	
  team	
  that	
  accomplished	
  something,	
  they	
  are	
  not	
  entitled	
  to	
  
include	
  that	
  accomplishment	
  in	
  their	
  résumé	
  since	
  they	
  only	
  “shared”	
  in	
  the	
  
accomplishment	
  and	
  a	
  résumé	
  is	
  meant	
  to	
  highlight	
  their	
  sole	
  accomplishments,	
  not	
  
their	
  joint-­‐accomplishments.	
  	
  This	
  is	
  not	
  at	
  all	
  the	
  case.	
  	
  If	
  you	
  were	
  part	
  of	
  a	
  team	
  
that	
  accomplished	
  something,	
  by	
  all	
  means	
  go	
  ahead	
  and	
  include	
  such	
  
accomplishments	
  on	
  your	
  résumé!	
  	
  Even	
  if	
  you	
  played	
  a	
  relatively	
  small	
  role,	
  or	
  a	
  
support	
  role,	
  as	
  long	
  as	
  you	
  were	
  involved	
  to	
  some	
  degree	
  you	
  can	
  include	
  it	
  on	
  your	
  
résumé.	
  	
  Of	
  course,	
  you	
  don’t	
  ever	
  fabricate	
  and	
  claim	
  you	
  were	
  the	
  star	
  player	
  (or	
  
the	
  sole	
  player)	
  if	
  you	
  were	
  in	
  a	
  support	
  role.	
  	
  You	
  can	
  be	
  candid	
  by	
  wording	
  it	
  in	
  a	
  
way	
  that	
  demonstrates	
  you	
  were	
  “part	
  of	
  a	
  team”	
  that	
  did	
  such-­‐and-­‐such.	
  	
  	
  

Extrapolation	
  

Here	
  is	
  another	
  common	
  problem	
  that	
  stymies	
  many	
  a	
  résumé	
  writer:	
  coming	
  up	
  
with	
  the	
  correct	
  quantitative	
  figure.	
  	
  	
  

The	
  problem	
  is	
  that	
  numbers	
  (i.e.,	
  hard	
  numbers,	
  dollar	
  figures,	
  percentages,	
  etc.)	
  
come	
  to	
  us	
  from	
  the	
  math	
  sciences,	
  and	
  mathematics	
  has	
  always	
  been	
  looked	
  at	
  as	
  
possessing	
  an	
  objective	
  precision.	
  	
  Whereas	
  fields	
  like	
  philosophy	
  or	
  music	
  or	
  
literature	
  or	
  even	
  history	
  may	
  have	
  some	
  room	
  for	
  interpretation	
  and	
  subjectivity,	
  
mathematical	
  numbers	
  suggest	
  an	
  exactness	
  that	
  doesn’t	
  lend	
  itself	
  to	
  being	
  wrong	
  
or	
  inaccurate.	
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But	
  you	
  need	
  not	
  worry	
  about	
  any	
  of	
  that,	
  and	
  here	
  is	
  why:	
  when	
  you	
  are	
  coming	
  up	
  
with	
  a	
  quantitative	
  measurement	
  for	
  some	
  accomplishment,	
  it	
  need	
  not	
  be	
  stated	
  
with	
  pin-­‐point	
  accuracy.	
  	
  It	
  is	
  perfectly	
  acceptable	
  to	
  give	
  a	
  reasonable	
  estimate	
  of	
  
what	
  the	
  quantitative	
  result	
  conceivably	
  was.	
  	
  	
  

In	
  other	
  words,	
  let’s	
  imagine	
  you	
  were	
  involved	
  in	
  a	
  project	
  that	
  reduced	
  scrap	
  
metal	
  waste.	
  	
  Whether	
  you	
  were	
  the	
  star	
  of	
  the	
  show,	
  or	
  in	
  a	
  support	
  role,	
  you	
  know	
  
for	
  certain	
  that	
  the	
  initiative	
  you	
  wish	
  you	
  include	
  in	
  your	
  résumé	
  reduced	
  scrap	
  
metal	
  waste.	
  	
  You	
  have	
  in	
  your	
  mind	
  a	
  general	
  recollection	
  of	
  waste	
  levels	
  prior	
  to	
  
the	
  initiative.	
  	
  And	
  although	
  you	
  cannot	
  recall	
  precisely	
  how	
  much	
  waste	
  was	
  
reduced,	
  you	
  should	
  have	
  a	
  general	
  gauge	
  in	
  your	
  mind	
  as	
  to	
  the	
  general	
  range	
  in	
  
which	
  the	
  reduction	
  of	
  waste	
  took	
  place.	
  	
  	
  

Let’s	
  imagine,	
  for	
  the	
  sake	
  of	
  this	
  discussion,	
  that,	
  unbeknownst	
  to	
  you,	
  the	
  actual,	
  
exact	
  figure	
  was	
  11.27%	
  reduction	
  in	
  scrap	
  metal	
  waste.	
  	
  But	
  again,	
  you	
  don’t	
  know	
  
that	
  is	
  the	
  exact	
  figure.	
  	
  But	
  it	
  is.	
  	
  	
  

Well,	
  you	
  should	
  have	
  a	
  sense	
  that	
  the	
  figure	
  is	
  something	
  in	
  the	
  general	
  range	
  of	
  
about	
  7%	
  on	
  the	
  low	
  end	
  to	
  perhaps	
  16%	
  on	
  the	
  high	
  end.	
  	
  You	
  should	
  not	
  be	
  
thinking	
  the	
  range	
  was	
  closer	
  to	
  88%	
  -­‐-­‐	
  an	
  outlandishly	
  high	
  figure	
  compared	
  to	
  
reality.	
  	
  Likewise,	
  you	
  should	
  not	
  be	
  thinking	
  the	
  figure	
  is	
  only	
  a	
  mere	
  3%	
  -­‐-­‐	
  
obscenely	
  too	
  low.	
  	
  	
  

So	
  while	
  you	
  won’t	
  likely	
  hit	
  the	
  bulls-­‐eye	
  by	
  guessing	
  correctly	
  that	
  the	
  figure	
  is	
  
11%,	
  you	
  would	
  not	
  be	
  out	
  of	
  bounds	
  to	
  state	
  on	
  your	
  résumé	
  that	
  the	
  initiative	
  
(whatever	
  it	
  is)	
  resulted	
  in	
  an	
  8%	
  reduction	
  in	
  scrap	
  metal	
  waste.	
  	
  You’re	
  a	
  little	
  
low,	
  and	
  thus	
  erring	
  on	
  the	
  side	
  of	
  caution,	
  but	
  you’re	
  in	
  the	
  ball-­‐park.	
  	
  Conversely,	
  
you	
  would	
  not	
  be	
  all	
  that	
  out	
  of	
  bounds	
  to	
  state	
  on	
  your	
  résumé	
  that	
  the	
  initiative	
  
resulted	
  in	
  a	
  14%	
  reduction	
  in	
  scrap	
  metal	
  waste.	
  	
  You’re	
  a	
  little	
  high,	
  and	
  thus	
  
somewhat	
  more	
  optimistic	
  than	
  is	
  warranted,	
  but	
  only	
  somewhat.	
  	
  A	
  recruiter	
  will	
  
not	
  lose	
  sleep	
  over	
  the	
  fact	
  that	
  you	
  were	
  3	
  percentage	
  points	
  off	
  in	
  either	
  direction.	
  	
  
But	
  they	
  would	
  feel	
  outrage	
  were	
  they	
  to	
  later	
  discover	
  you	
  fabricated	
  a	
  number	
  and	
  
padded	
  it	
  in	
  your	
  favor	
  by	
  a	
  large	
  margin.	
  	
  	
  

If	
  you	
  want	
  to	
  play	
  it	
  safe	
  when	
  extrapolating	
  such	
  numbers,	
  simply	
  put	
  in	
  the	
  
qualifier	
  approximately,	
  as	
  in	
  “.	
  .	
  .	
  resulting	
  in	
  a	
  reduction	
  in	
  scrap	
  metal	
  waste	
  of	
  
approximately	
  9%.”	
  	
  	
  

I	
  should	
  hasten	
  to	
  add	
  that	
  most	
  recruiters	
  are	
  a	
  little	
  suspicious	
  of	
  round	
  numbers	
  
such	
  as	
  5%,	
  10%,	
  15%,	
  etc.	
  	
  They	
  do	
  sound	
  a	
  little	
  too	
  convenient.	
  	
  If	
  you	
  can	
  supply	
  
evidence	
  of	
  the	
  validity	
  of	
  any	
  quantitative	
  measurement	
  you	
  have	
  on	
  your	
  résumé,	
  
then	
  it	
  doesn’t	
  matter	
  what	
  number	
  you	
  use.	
  	
  But	
  if	
  you	
  cannot	
  bring	
  solid	
  evidence	
  
to	
  support	
  your	
  numbers,	
  you	
  may	
  wish	
  to	
  save	
  yourself	
  any	
  suspicions	
  by	
  going	
  
with	
  numbers	
  that	
  are	
  not	
  so	
  cut-­‐and-­‐dried.	
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What	
  About	
  References?	
  

Most	
  résumés	
  end	
  with	
  a	
  segment	
  on	
  references,	
  and	
  the	
  only	
  information	
  under	
  
that	
  subheading	
  is	
  something	
  like	
  “References	
  provided	
  upon	
  request.”	
  	
  	
  

That	
  bland,	
  robotic	
  statement	
  is	
  not	
  all	
  that	
  helpful	
  to	
  a	
  recruiter.	
  	
  They	
  know	
  that	
  
already	
  because	
  they	
  read	
  it	
  on	
  almost	
  all	
  résumés.	
  	
  As	
  putting	
  such	
  a	
  subheading	
  
and	
  the	
  trite	
  but	
  useless	
  statement	
  in	
  your	
  résumé	
  takes	
  up	
  space,	
  it	
  may	
  be	
  best	
  to	
  
leave	
  it	
  off	
  altogether.	
  	
  If	
  a	
  recruiter	
  gets	
  serious	
  enough	
  to	
  want	
  to	
  explore	
  your	
  
candidacy,	
  the	
  recruiter	
  will	
  let	
  you	
  know	
  when	
  to	
  supply	
  references	
  –	
  often	
  on	
  the	
  
company’s	
  own	
  job	
  application.	
  	
  	
  

There	
  is	
  an	
  alternative	
  option	
  you	
  may	
  wish	
  to	
  consider.	
  	
  I	
  personally	
  believe	
  that	
  
testimonials	
  and	
  endorsements	
  by	
  past	
  co-­‐workers	
  (especially	
  if	
  they	
  are	
  superiors	
  
on	
  the	
  organization	
  chart)	
  or	
  past	
  clients	
  I	
  have	
  done	
  work	
  for	
  go	
  a	
  long	
  way	
  in	
  
establishing	
  credibility.	
  	
  While	
  I	
  rarely	
  use	
  an	
  actual	
  résumé	
  myself	
  these	
  days,	
  I	
  do	
  
have	
  one.	
  	
  On	
  the	
  third	
  and	
  final	
  page	
  of	
  my	
  résumé	
  is	
  a	
  listing	
  of	
  about	
  a	
  half-­‐dozen	
  
testimonials	
  which	
  serve	
  as	
  excellent	
  references	
  and	
  endorsements	
  of	
  my	
  value	
  as	
  a	
  
contributor.	
  	
  Here	
  is	
  an	
  example	
  of	
  one:	
  

Having worked in Corporate America for the past 12 years, and having 
experienced many "trainers," I can say with confidence that Ara Norwood is in 
the top 1% of facilitators I have worked with. . . Ara creates an atmosphere of 
sharing that is top-notch.  A refreshing change. 

Notice	
  the	
  bold	
  print	
  in	
  a	
  few	
  places.	
  	
  This	
  is	
  meant	
  to	
  draw	
  the	
  eye	
  of	
  the	
  reader	
  to	
  
the	
  most	
  salient	
  points	
  being	
  made.	
  	
  And	
  while	
  here	
  I	
  deleted	
  the	
  name	
  of	
  the	
  person	
  
who	
  wrote	
  that,	
  in	
  my	
  actual	
  résumé	
  I	
  list	
  the	
  name	
  of	
  the	
  person,	
  her	
  title,	
  and	
  her	
  
company	
  right	
  underneath	
  the	
  quote.	
  	
  	
  

That	
  particular	
  endorsement	
  is	
  very	
  strong.	
  	
  And	
  I	
  have	
  a	
  number	
  of	
  similar	
  glowing	
  
testimonials	
  on	
  page	
  3	
  of	
  my	
  résumé.	
  	
  As	
  they	
  were	
  all	
  written	
  by	
  different	
  
individuals	
  with	
  different	
  styles	
  of	
  writing,	
  testifying	
  of	
  different	
  aspects	
  of	
  my	
  
abilities,	
  they	
  don’t	
  all	
  sound	
  the	
  same.	
  	
  Yet	
  they	
  all	
  have	
  in	
  common	
  one	
  thing:	
  they	
  
send	
  a	
  message	
  to	
  any	
  recruiter	
  that	
  I	
  am	
  a	
  force	
  to	
  be	
  reckoned	
  with	
  –	
  that	
  I	
  
possess	
  significant	
  capability	
  to	
  produce	
  results.	
  	
  It’s	
  a	
  very	
  strong	
  part	
  of	
  my	
  
résumé.	
  	
  	
  

If	
  you	
  either	
  have	
  such	
  endorsements	
  now,	
  or	
  if	
  you	
  can	
  go	
  back	
  to	
  the	
  people	
  who	
  
can	
  write	
  you	
  such	
  endorsements	
  and	
  get	
  them	
  to	
  do	
  so	
  quickly,	
  you	
  may	
  wish	
  to	
  
include	
  them	
  in	
  your	
  résumé.	
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Templates	
  

There	
  are	
  many	
  different	
  styles	
  of	
  résumés	
  out	
  there,	
  and	
  you	
  can	
  find	
  just	
  about	
  
every	
  imaginable	
  format	
  for	
  a	
  résumé	
  on	
  the	
  internet.	
  	
  By	
  simply	
  opening	
  up	
  your	
  
favorite	
  search	
  engine	
  (i.e.,	
  Google,	
  Bing,	
  etc)	
  and	
  typing	
  in	
  the	
  search	
  words	
  
“résumé	
  templates”	
  (note:	
  you	
  don’t	
  need	
  the	
  accents)	
  you	
  will	
  be	
  taken	
  to	
  an	
  
unending	
  number	
  of	
  hits.	
  	
  While	
  some	
  of	
  the	
  online	
  sites	
  featuring	
  free	
  templates	
  
are	
  fairly	
  bland,	
  others	
  offer	
  a	
  wide	
  array	
  of	
  interesting	
  designs.	
  	
  Here	
  are	
  some	
  of	
  
the	
  better	
  ones:	
  

http://office.microsoft.com/en-­‐us/templates/CT010104337.aspx	
  

https://docs.google.com/templates?q=resume	
  

The	
  main	
  thing	
  to	
  keep	
  in	
  mind	
  with	
  respect	
  to	
  templates	
  is	
  that	
  a	
  template	
  is	
  one	
  
designer’s	
  idea	
  on	
  how	
  a	
  résumé	
  could	
  or	
  should	
  look.	
  	
  But	
  you	
  are	
  not	
  bound	
  by	
  
that	
  designer’s	
  ideas.	
  	
  You	
  can	
  and	
  should	
  feel	
  free	
  to	
  take	
  liberties	
  with	
  their	
  design.	
  	
  
Don’t	
  be	
  bashful	
  about	
  tweaking	
  their	
  design.	
  	
  Make	
  it	
  your	
  own.	
  	
  	
  

Cover	
  Letters	
  

Frankly,	
  I	
  used	
  to	
  believe	
  that	
  cover	
  letters	
  were	
  not	
  all	
  that	
  important.	
  	
  I	
  	
  used	
  to	
  
advise	
  my	
  clients	
  not	
  to	
  worry	
  about	
  what	
  to	
  say	
  in	
  a	
  cover	
  letter,	
  just	
  make	
  sure	
  the	
  
addressee’s	
  name	
  is	
  spelled	
  correctly.	
  	
  	
  I	
  was	
  wrong.	
  	
  	
  

The	
  cover	
  letter	
  can	
  be	
  as	
  important,	
  or	
  even	
  more	
  important,	
  than	
  the	
  résumé	
  
itself.	
  	
  The	
  cover	
  letter	
  allows	
  you	
  to	
  tell	
  your	
  story	
  your	
  way,	
  without	
  the	
  shackles	
  
of	
  convention	
  that	
  go	
  hand-­‐in-­‐hand	
  with	
  the	
  typical	
  résumé.	
  	
  	
  

I	
  recommend	
  that	
  before	
  you	
  write	
  your	
  cover	
  letter,	
  you	
  find	
  out	
  who	
  it’s	
  going	
  to.	
  	
  
Know	
  the	
  name	
  of	
  the	
  hiring	
  manager,	
  get	
  their	
  name	
  spelled	
  correctly,	
  and	
  get	
  their	
  
title	
  correct.	
  	
  If	
  you	
  blow	
  the	
  spelling	
  of	
  their	
  name,	
  you	
  blow	
  your	
  chances	
  of	
  getting	
  
an	
  interview	
  –	
  not	
  because	
  you	
  offended	
  the	
  person,	
  but	
  because	
  your	
  inattention	
  
and	
  carelessness	
  to	
  a	
  detail	
  such	
  as	
  this,	
  which	
  should	
  be	
  a	
  slam-­‐dunk,	
  is	
  suggestive	
  
that	
  you	
  are	
  equally	
  careless	
  and	
  inattentive	
  to	
  other,	
  more	
  substantive	
  matters.	
  	
  No	
  
one	
  wants	
  to	
  hire	
  someone	
  with	
  such	
  flaws.	
  	
  	
  

You	
  also	
  want	
  to	
  do	
  some	
  research	
  about	
  both	
  the	
  organization	
  in	
  general	
  and	
  the	
  
hiring	
  manager	
  in	
  particular.	
  	
  In	
  the	
  case	
  of	
  the	
  organization,	
  you	
  need	
  to	
  
understand	
  the	
  industry	
  they	
  are	
  competing	
  in,	
  what	
  their	
  place	
  is	
  in	
  that	
  industry	
  
(i.e.,	
  what	
  their	
  products	
  or	
  services	
  consist	
  of,	
  what	
  unique,	
  competitive	
  advantage	
  
they	
  bring	
  to	
  the	
  market,	
  etc.)	
  	
  You	
  also	
  want	
  to	
  know	
  where	
  they	
  are	
  vulnerable,	
  or	
  
where	
  they	
  have	
  weaknesses.	
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Further,	
  you	
  want	
  to	
  know	
  what	
  their	
  annual	
  sales	
  revenues	
  are,	
  what	
  their	
  profit	
  
margin	
  is,	
  and	
  compare	
  those	
  figures	
  to	
  the	
  same	
  figures	
  from	
  the	
  previous	
  year.	
  	
  
The	
  reason	
  for	
  this	
  comparison	
  is	
  simple:	
  you	
  want	
  to	
  understand	
  whether	
  the	
  
organization	
  is	
  growing,	
  or	
  is	
  shrinking.	
  	
  If	
  the	
  company	
  in	
  question	
  is	
  a	
  publicly	
  
traded	
  firm,	
  then	
  it’s	
  easy	
  to	
  acquire	
  this	
  data.	
  	
  It’s	
  all	
  in	
  their	
  annual	
  report,	
  and	
  is	
  
probably	
  somewhere	
  on	
  their	
  website.	
  	
  The	
  annual	
  report	
  will	
  tell	
  you	
  a	
  great	
  deal.	
  
In	
  fact,	
  the	
  letter	
  to	
  shareholders,	
  located	
  in	
  the	
  front	
  of	
  most	
  annual	
  reports	
  (and	
  
written	
  by	
  the	
  Chairman	
  or	
  CEO	
  usually)	
  can	
  tell	
  you	
  a	
  great	
  deal	
  about	
  how	
  the	
  
company	
  is	
  doing,	
  what	
  issues	
  it	
  is	
  facing,	
  whether	
  any	
  new	
  products	
  are	
  about	
  to	
  
launch,	
  etc.	
  	
  	
  

Aside	
  from	
  this	
  basic	
  data	
  about	
  the	
  organization,	
  you	
  want	
  to	
  find	
  out	
  all	
  you	
  can	
  
about	
  the	
  hiring	
  manager:	
  what	
  are	
  his	
  concerns,	
  what	
  are	
  his	
  needs,	
  what	
  keeps	
  
him	
  up	
  at	
  night,	
  what	
  does	
  he	
  value?	
  	
  Admittedly,	
  this	
  can	
  be	
  very	
  tough	
  to	
  figure	
  
out.	
  	
  Sometimes	
  you	
  can	
  find	
  someone	
  on	
  LinkedIn	
  who	
  knows	
  the	
  individual.	
  	
  
Sometimes	
  you	
  can	
  get	
  the	
  hiring	
  manager	
  to	
  agree	
  to	
  meet	
  you	
  for	
  an	
  information	
  
interview	
  –	
  an	
  interview	
  where	
  he	
  is	
  not	
  really	
  looking	
  at	
  your	
  capability	
  and	
  
qualifications	
  to	
  possibly	
  hire	
  you,	
  but	
  instead	
  is	
  allowing	
  you	
  to	
  ask	
  him	
  questions	
  
to	
  see	
  how	
  people	
  succeed	
  in	
  his	
  world,	
  how	
  they	
  don’t	
  succeed,	
  what	
  he	
  values,	
  
how	
  people	
  get	
  ahead	
  there,	
  what	
  he	
  is	
  really	
  looking	
  for	
  in	
  a	
  candidate,	
  etc.	
  	
  If	
  you	
  
approach	
  the	
  hiring	
  manager	
  appropriately	
  and	
  professionally,	
  and	
  simply	
  explain	
  
that	
  you	
  are	
  trying	
  to	
  position	
  yourself	
  as	
  a	
  serious	
  candidate	
  to	
  join	
  his	
  team	
  down	
  
the	
  road	
  and	
  you’d	
  like	
  to	
  meet	
  him	
  for	
  breakfast	
  or	
  take	
  him	
  to	
  lunch	
  to	
  ask	
  him	
  
some	
  questions,	
  there	
  is	
  a	
  fair	
  chance	
  he	
  might	
  say	
  yes.	
  	
  	
  

Once	
  you	
  think	
  you	
  have	
  the	
  necessary	
  information	
  about	
  both	
  him	
  and	
  the	
  
organization,	
  you	
  are	
  ready	
  to	
  write	
  your	
  cover	
  letter.	
  	
  	
  

The	
  cover	
  letter	
  should	
  be	
  concise,	
  and	
  should	
  demonstrate	
  you	
  understand	
  what	
  
his	
  needs	
  consist	
  of,	
  you	
  understand	
  the	
  market	
  the	
  organization	
  competes	
  in,	
  and	
  
that	
  you	
  have	
  specific	
  skills	
  and	
  attributes	
  that	
  are	
  exactly	
  what	
  the	
  company	
  needs.	
  	
  
Point	
  out	
  specifically	
  how	
  you	
  can	
  either	
  increase	
  sales,	
  or	
  reduce	
  waste,	
  or	
  improve	
  
products,	
  or	
  lend	
  innovation,	
  or	
  effectively	
  manage	
  others,	
  or	
  impact	
  organizational	
  
efficiency,	
  or	
  whatever	
  it	
  is	
  you	
  bring	
  to	
  the	
  table	
  that	
  they	
  also	
  value.	
  	
  Make	
  bold	
  
claims	
  that	
  if	
  they	
  hire	
  you,	
  they	
  will	
  be	
  dazzled.	
  	
  Spell	
  out	
  why	
  you	
  will	
  be	
  the	
  best	
  
new	
  hire	
  they	
  ever	
  brought	
  on	
  board.	
  	
  	
  

7	
  Final	
  Tips	
  

1. As	
  indicated	
  above,	
  make	
  sure	
  you	
  find	
  out	
  who	
  the	
  hiring	
  manager	
  is.	
  	
  Send
your	
  résumé	
  and	
  cover	
  letter	
  to	
  that	
  person	
  directly,	
  not	
  to	
  someone	
  in	
  HR
(unless,	
  of	
  course,	
  you	
  are	
  trying	
  to	
  get	
  a	
  job	
  in	
  the	
  HR	
  Department.)
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2. Don’t	
  get	
  too	
  crazy	
  and	
  outlandish	
  with	
  respect	
  to	
  the	
  fonts	
  you	
  choose.	
  	
  This
special	
  report	
  you	
  are	
  now	
  reading	
  is	
  written	
  using	
  Cambria	
  font.	
  	
  Others
fonts,	
  such	
  a	
  Times New Roman,	
  or	
  Arial,	
  are	
  rather	
  standard.	
  	
  	
  Same	
  with
Tahoma	
  or	
  Garamond.	
  	
  But	
  if	
  you	
  start	
  trying	
  to	
  be	
  over-­‐the-­‐top	
  and	
  turn	
  to
fonts	
  like	
  Braggadocio	
  or	
  Chalkduster,	
  you	
  are	
  asking	
  for	
  trouble.
Not	
  only	
  might	
  it	
  make	
  the	
  wrong	
  impression	
  to	
  the	
  person	
  reading	
  it,	
  when
it	
  is	
  sent	
  electronically,	
  it	
  might	
  not	
  be	
  read	
  at	
  all	
  by	
  the	
  programs	
  that
receive	
  it.

3. If	
  your	
  résumé	
  is	
  more	
  than	
  a	
  page,	
  I	
  would	
  suggest	
  you	
  come	
  up	
  with	
  an
additional	
  résumé	
  that	
  is	
  a	
  condensed	
  version	
  of	
  your	
  main	
  résumé.	
  	
  The
reason	
  I	
  suggest	
  this	
  has	
  to	
  do	
  with	
  some	
  insane	
  programming	
  issues	
  certain
companies	
  have	
  with	
  their	
  online	
  application	
  system.	
  	
  There	
  are	
  quite	
  a
number	
  of	
  companies	
  that	
  won’t	
  accept	
  online	
  résumés	
  if	
  they	
  are	
  of	
  certain
length.	
  	
  This	
  is	
  maddening,	
  but	
  it’s	
  reality,	
  so	
  have	
  a	
  back	
  up	
  plan;	
  create	
  a
more	
  condensed	
  résumé,	
  a	
  mini-­‐version	
  of	
  your	
  main	
  résumé	
  to	
  use	
  in	
  such
situations.

4. In	
  addition	
  to	
  your	
  standard	
  résumé,	
  be	
  prepared	
  to	
  create	
  a	
  customized
résumé	
  on	
  the	
  fly	
  for	
  the	
  specific	
  job	
  you	
  are	
  applying	
  for.	
  	
  After	
  reading	
  the
job	
  description	
  and	
  the	
  job	
  qualifications	
  for	
  the	
  job	
  opening	
  you	
  wish	
  to
apply	
  for,	
  you	
  can	
  tweak	
  your	
  standard	
  résumé	
  into	
  a	
  customized	
  résumé
using	
  the	
  specific	
  verbiage	
  used	
  in	
  the	
  job	
  description	
  and	
  send	
  the
customized	
  résumé	
  rather	
  than	
  your	
  standard	
  résumé.	
  	
  Just	
  don’t	
  be	
  so
blatant	
  in	
  using	
  entire	
  sentences	
  from	
  the	
  job	
  description	
  verbatim.

5. It	
  bears	
  repeating:	
  always	
  try	
  to	
  find	
  out	
  the	
  name	
  of	
  the	
  hiring	
  manager	
  for
the	
  job	
  you	
  seek.	
  	
  The	
  best	
  way	
  to	
  do	
  this	
  is	
  to	
  call	
  the	
  company	
  and	
  ask	
  to
speak	
  to	
  the	
  Vice	
  President	
  (or	
  the	
  person	
  in	
  charge	
  –	
  you	
  want	
  to	
  start	
  at	
  the
top)	
  of	
  the	
  department	
  in	
  question.	
  	
  And	
  ask	
  the	
  receptionist	
  or	
  operator	
  for
the	
  name	
  of	
  that	
  person	
  before	
  you	
  get	
  transferred.	
  	
  For	
  instance,	
  if	
  you	
  are
applying	
  for	
  a	
  job	
  as	
  a	
  sales	
  rep,	
  or	
  sales	
  manager,	
  or	
  sales	
  trainer,	
  or	
  some
sort	
  of	
  sales	
  support	
  role,	
  find	
  out	
  the	
  name	
  of	
  the	
  Vice	
  President	
  of	
  Sales
before	
  you	
  get	
  transferred	
  (sometimes	
  you	
  can	
  ascertain	
  this	
  person’s	
  name
from	
  the	
  company’s	
  website.)	
  	
  Likewise,	
  if	
  you	
  are	
  applying	
  for	
  a	
  job	
  in
accounting,	
  or	
  customer	
  service,	
  or	
  Shipping	
  &	
  Receiving,	
  you	
  want	
  to	
  try	
  to
get	
  the	
  name	
  of	
  the	
  person	
  who	
  runs	
  that	
  operation	
  –	
  probably	
  a	
  VP-­‐level
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individual,	
  perhaps	
  a	
  Director-­‐level.	
  	
  You	
  want	
  the	
  highest-­‐ranking	
  person	
  
because	
  that	
  is	
  usually	
  the	
  person	
  who	
  makes	
  decisions	
  about	
  hiring.	
  	
  Then,	
  
when	
  you	
  have	
  that	
  person’s	
  name,	
  call	
  them	
  and	
  tell	
  them	
  you	
  are	
  interested	
  
in	
  interviewing	
  for	
  the	
  job	
  opening.	
  	
  Tell	
  them	
  you	
  wish	
  to	
  forward	
  a	
  copy	
  of	
  
your	
  résumé	
  directly	
  to	
  them,	
  and	
  see	
  if	
  they	
  will	
  give	
  you	
  their	
  mailing	
  
address	
  or	
  email	
  address.	
  	
  Ask	
  if	
  they	
  will	
  meet	
  you	
  for	
  an	
  interview.	
  	
  If	
  they	
  
choose	
  to	
  delegate	
  this	
  to	
  someone	
  who	
  reports	
  to	
  them,	
  that’s	
  fine,	
  but	
  at	
  
least	
  you	
  were	
  referred	
  to	
  that	
  lower-­‐level	
  person	
  by	
  their	
  boss.	
  	
  	
  

6. If	
  you	
  call	
  a	
  large	
  company	
  and	
  find	
  yourself	
  in	
  an	
  automated	
  system,	
  listen
carefully	
  to	
  the	
  instructions	
  and	
  if	
  there	
  is	
  a	
  dial-­‐by-­‐name	
  directory,	
  dial	
  any
combination	
  of	
  3	
  letters	
  (i.e.,	
  numbers),	
  and	
  keep	
  track	
  of	
  what	
  you	
  dial.
Have	
  pen	
  and	
  paper	
  ready	
  and	
  keep	
  notes	
  on	
  the	
  3	
  letters	
  you	
  dialed.	
  	
  Start
out	
  with	
  222,	
  then	
  223,	
  then	
  224,	
  then	
  225,	
  etc,	
  all	
  the	
  way	
  to	
  229.	
  	
  Then	
  go
with	
  232,	
  233,	
  234,	
  etc.,	
  and	
  do	
  this	
  until	
  you	
  reach	
  a	
  live	
  human	
  being.
When	
  they	
  answer,	
  tell	
  that	
  person	
  you	
  may	
  have	
  the	
  wrong	
  extension	
  but
that	
  you	
  were	
  trying	
  to	
  reach	
  the	
  VP	
  whatever	
  department	
  you	
  are
interviewing	
  for	
  and	
  ask	
  that	
  person	
  if	
  they	
  happen	
  to	
  know	
  the	
  name	
  and
extension	
  of	
  the	
  VP	
  of	
  that	
  department.	
  	
  Often	
  times	
  they	
  will	
  and	
  often	
  times
they	
  will	
  be	
  happy	
  to	
  supply	
  you	
  with	
  that	
  information.	
  	
  If	
  they	
  don’t	
  know
(or	
  won’t	
  help	
  you),	
  thank	
  them	
  for	
  their	
  time,	
  then	
  call	
  back	
  the	
  automated
system	
  and	
  repeat	
  the	
  process,	
  picking	
  up	
  where	
  you	
  left	
  off	
  in	
  your	
  random
number	
  dialing.	
  	
  Do	
  this	
  until	
  you	
  find	
  someone	
  who	
  is	
  willing	
  and	
  able	
  to
provide	
  you	
  with	
  the	
  needed	
  information.	
  	
  (Bear	
  in	
  mind	
  you	
  might	
  happen
to	
  call	
  the	
  very	
  person	
  who	
  is	
  making	
  the	
  hiring	
  decisions	
  for	
  the	
  job	
  in
question.)

7. Set	
  up	
  a	
  profile	
  on	
  LinkedIn	
  if	
  you	
  don’t	
  already	
  have	
  one.
(www.linkedin.com).	
  	
  Once	
  you	
  are	
  logged	
  in,	
  click	
  on	
  the	
  Tab	
  labeled
Companies.	
  	
  Then	
  in	
  the	
  drop	
  down	
  menu,	
  click	
  on	
  Search	
  Companies.	
  	
  Then
type	
  in	
  the	
  name	
  of	
  the	
  company	
  you	
  are	
  targeting	
  in	
  the	
  appropriate
window	
  and	
  click	
  the	
  Search	
  button.	
  	
  Several	
  results	
  from	
  the	
  search	
  will
come	
  up,	
  and	
  usually	
  the	
  first	
  one	
  is	
  the	
  right	
  target	
  company.	
  	
  Click	
  on	
  that
and	
  you	
  will	
  be	
  exposed	
  to	
  a	
  lot	
  of	
  potentially	
  valuable	
  information	
  about	
  the
company	
  and	
  the	
  people	
  who	
  work	
  there.	
  	
  You	
  might	
  even	
  find	
  that	
  some	
  of
their	
  employees	
  are	
  already	
  in	
  your	
  network	
  or	
  a	
  generation	
  or	
  two	
  away
from	
  your	
  network.	
  	
  Then,	
  you	
  might	
  be	
  able	
  to	
  send	
  a	
  request	
  to	
  that	
  person
to	
  add	
  them	
  to	
  your	
  network.
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If	
  you	
  implement	
  the	
  things	
  you	
  have	
  learned	
  from	
  this	
  report,	
  you	
  will	
  absolutely	
  and	
  
unequivocally	
  set	
  yourself	
  apart	
  from	
  96%	
  of	
  the	
  competition.	
  	
  With	
  odds	
  like	
  that	
  ,	
  what	
  
are	
  you	
  waiting	
  for?	
  

*	
   *	
   *	
   *	
   *	
   *	
  

We	
  hope	
  you	
  have	
  found	
  value	
  in	
  this	
  Special	
  Report.	
  	
  If	
  even	
  one	
  idea	
  is	
  embraced	
  and	
  
acted	
  upon	
  by	
  you,	
  then	
  some	
  good	
  has	
  been	
  accomplished.	
  	
  Feel	
  free	
  to	
  communicate	
  your	
  
reactions	
  and/or	
  your	
  success	
  stories	
  upon	
  adopting	
  any	
  or	
  all	
  of	
  the	
  ideas	
  contained	
  in	
  
this	
  Special	
  Report.	
  	
  You	
  can	
  email	
  me	
  at	
  ara@aranorwood.com.	
  

If	
  you	
  would	
  like	
  more	
  information	
  on	
  our	
  services,	
  (such	
  as	
  one-­‐on-­‐one	
  coaching)	
  visit	
  us	
  
online	
  at	
  www.aranorwood.com	
  


