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Many of our candidates have asked us over the years on the best way to prepare a profes​sional quality re​sume.  Well, here is the quick and dirty approach to the best way to do it!  Follow this outline to make yourself the most presentable on paper!

Do
•
Use a high quality paper - white heavy weight paper is the best.  Size to be 8 1/2" x 11" only.

•
Have your resume engraved, type set or off-set printed — certainly no less than laser printed.

•
Use the standard outline that is provided on the next page.

•
Use success stories - not just job descriptions.

•
Use multiple pages if you have the story to tell - the old idea about keeping a resume to one page is dead.  Just don't cre​ate a novel!

•
Brag on paper — just don't overdo it.

•
Ask your friends, families, and business associates to solicit informa​tion on your strong points.

•
Prepare different resumes for each position for which you are applying to amplify your skills in those areas.

•
Prepare "custom" cover letters for each job that you apply for.

•
Call your Systems Research Group recruiter for constructive criticism.

•
Proofread, proofread, proofread

Don't
•
Photocopy your resume

•
Use a dot matrix printer or a typewriter to prepare your resume.

•
Put your resume in a cover or binder or use a booklet style.

•
Put your resume in anything less than a #10 business enve​lope.

•
Get carried away with typefaces on the resume.

•
List strictly a job description of your employment history.

•
Put any salary or earnings history on your resume.

•
Use "canned" cover letters.

•
Use hand written cover letters or envelopes.

The body of your resume is subject to your personal tastes.  However, the sample format that you will find on the following page has proven to be the most effective format over the years.  The resume should include:

Heading
Your name, address, work and home telephone number.

Objective
This part of your resume is optional.  90% of the hiring managers don't read this section anyhow!  Nearly everybody uses the same canned objective statement.  It is our suggestion that you forget it as part of the resume.  Put it in a clear and concise cover letter in​stead addressing the actual requirements of the job.

Employment

History
The month and years of employment, company name, and your title.  Be certain to put your employment history in reverse chronological order (most recent job first).  The most recent job should show from start date to present (see example).  College employment and part-time jobs are not relevant unless this is your first professional job.

Job Duties
Should include a very brief description of what the specialty of the company is.  The balance of the description should be a brief de​scription of the specific duties that you performed followed by a de​tailed description of your "success stories".


Your job duties should show a clear progression of how your contributions in one job lead to advancement within the company and how your career path from company to company was a planned career progression.


By all means be sure to include how you hired, trained, promoted and best utilized your talents in developing people.

Education
Your formal education and any specialized training that you have earned.

Personal
No sex, drugs, religion, politics, or rock and roll!  Special awards can be in​cluded as well as special skills or unique hobbies that can be considered non-of​fensive.  Very acceptable to leave off the resume altogether.

If you should have any questions about the best way to handle your own personal resume, call your Sys​tems Research Group Executive Recruiter.  Good hunting!

John Sample

1234 Main Street 

Anytown, California  99999

Home Phone (888) 888-8888

Work Phone (in confidence, please) (999) 999-9999

Employment

History
The ABC Company  August, 1985 to present


Vice-President of Sales


The ABC company is the worlds second largest manufacturer of gold plated widgets with worldwide revenues of $50 million.


Responsible for the domestic sales of widgets through dealers and distrib​u​tors.  Managed a team of 4 Regional Sales Managers, 12 District Sales Mangers, and 60 Sales Representatives.  Improved the sales of widgets from $10 - 40 million in two years.  Improved profitability of the product line 32%.  Profit and loss responsibility.


The XYZ Company  June, 1980 through August,1985


The XYZ Company is a $10 million manufacturer of gold plating supply items.


National Sales Director  July, 1983 through August, 1985


Responsible for the sales of plating products to other manufacturers through​out the United States and Canada.  Annual quota of $7 mil​lion.  Achieved 132% of quota in 1983-84 and 147% of quota in 1984-85.  Hired, trained and promoted three district managers.  Trained and promoted my former Area Sales Manager to perform my previous duties of Regional Sales Manager.


Regional Sales Manager  January, 1981 through July, 1983


Top region in the country for both years out of 5 regions.  Showed largest vol​ume increase in sales and profitability.  Achieved Presi​dents Club both years.


Big Green Chemical  January, 1977 through January, 1981


Sales Representative


Big Green Chemical manufactures raw chemical products.  They supply 40% of the nations electroplating manufacturers.


Sold chemicals in a three state area.  Generated over 300 new cus​tomers.  Sold in excess of $3 million in sales each year.  Awarded Salesman of the year in 1978 and 1979.

Education
Bachelor of Science, Business Administration, Enormous State Univer​sity, 1977.  President of Phelta Thi Fraternity.  Lettered in Varsity Football.

Personal
Married, two children.  Private Pilot.  Awarded the Bronze Star for dis​tin​guished service during enlistment in the United States Air Force.
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