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resume that

will get
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Eileen Mole, CEO of The Recruiter Gal
Eileen Mole, CEO of The Recruiter Gal, has spent the last 16 years working
in Talent Acquisition & Human Resources, and has the inside track on
what makes a candidate stand out, what hiring managers are looking
for, and how to best prepare for the workforce.  In addition to working in
Recruitment, Eileen has also worked for 4 years as a college business
professor. Eileen also possesses an MBA, M.Ed, and a BA in psychology.
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Creating your resume is a very
important step in moving towards
your career goal.  A resume provides
an employer a snapshot of you and
your experiences.  It helps an
employer determine if you are a
suitable candidate to be considered
for a role within their company. Putting
in some quality time to create a good
resume is a worthwhile investment in
yourself.

Anatomy
of a
Resume
A strong resume will get
you where you wan to be!

"Recruiters spend an average

of 6 seconds viewing a resume

before determining if the

candidate is moved forward or

are rejected."

Understanding the various sections
of a resume and how to maximize
each section is key.  Let's look at
each part of a resume on the next
page.
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CONTACT INFORMATION
Be sure that this is
accurate and updated.
This is how a Recruiter will
contact you about a job, so
being able to reach you is
extremely important.  Be
sure that you have a
professional email address.  
Typically just using your
first and last name is your
best bet.

OBJECTIVE STATEMENT
An objective statement is
simply a statement of what
you are looking for. More
seasoned professionals
find that Objective
statements are not really
needed because their
experience speaks to that
already.

PROFESSIONAL SUMMARY
A Professional Summary is
exactly what it sounds like
– a brief summary of your
education, experience and
skills.  It is up to you which
you’d like to include, or
choose to include both.
Also, a Professional
Summary is not a
mandatory component of
the resume, so it’s totally
up to you in you choose to
include it.



Writing your
Objective Statement
To obtain the                     position to further enhance my                   

&                           skills.

To utilize my         years of experience as a(n)                   to help

contribute to the success of the company.

Accomplished                          professional seeking to leverage

extensive knowledge of                         ,                   and                 in

a                             position that ensures a positive experience.

Goal-focused individual seeking a                       role with a thriving,

growing company to apply                            ,                               

 and                                   skills when overseeing a team of

professionals and working toward a common goal to increase

productivity.

Enthusiastic and dedicated                          looking for a position

with                               to provide support  to the                           

 department, as well as apply excellent communication skills.



E D U C A T I O N
Be sure to list all degrees
you have achieved.  If you
have a 4-year degree or
higher, you do not need to
include your High School
educational information. 
 You should list your
highest degree first and
work backwards.  

As a rule of thumb, you should include the
institution, the degree, and the program
(major). Some optional items can include
your GPA, extracurricular activities, and the
year you graduated.  If your degree is in
progress, be sure that you indicate it. Failure
to indicate that will imply that you have
completed that degree program and can be
considered falsification.

You can also choose to include other items
such as any honors you've received, such as
Dean's list or designations such as Summa
Cum Laude.  
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E X P E R I E N C E
You’ll want to include all of your
relevant work experience.  Work
experience is listed from most
recent to least recent.  You’ll
want to include the name of
the company, your job title,
your dates of employment
(typically month & year), and
your job responsibilities.  Bullet
pointing your job
responsibilities is a great way
to organize your information. 
 Be sure that when listing the
job duties you are using the
present tense for your current
job, and for previous jobs you
should use past tense.

Be sure that you are starting each line with an action verb, such
as "developed" or "lead" or "initiated."  You can also incorporate
important skills into your work experience section.  For example,
some of your job responsibilities might include problem solving,
troubleshooting, following protocols, customer service, etc.  These
skills can help enhance describing your job responsibilities.

You can also list some
achievements that you
obtained.  Listing
achievements and results
of your work are
important to include if
you are in management
or at the executive level.
Military experience and
volunteer work can be
included in your work
experience section as
well.  If you have a
significant amount of
volunteer experience, you
might consider listing that
in a section all of its own.
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SKILLS ,  CERTIF ICATIONS,
EXTRAS,  KEYWORDS
Including all of your skills,
certifications, and extras, which
can include awards,
recognitions, presentations, etc.
are important to include on
your resume.  You can also
utilize keywords so your resume
will appear in specialized
searches. Computer
proficiencies are important in
most jobs, so listing all the
software you have used is
important.  You also need to
consider your industry and
know what employers would be
looking for.  For example, as an
IT professional, you will know
that you should list all of your IT
certifications and proficiencies.
As a Recruitment professional,
you will know that you should
list the various Applicant
Tracking Systems you’ve used. 
 As a Medical Lab Scientist, you
will know that you should list all
the instrumentation you’ve
used.  Etc.
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Submitting your resume in PDF format
is the best way to ensure that the
formatting you intended in your
document stays intact.  Submitting as
a Word document runs the risk that
some formatting will be lost if the
employer's version of Microsoft Word
differs from your version.

Formatting
your
Resume
Ensure your resume looks
great no matter where you
send it!

For some jobs, recruiters can

receive over 100 applications in

one day.  Tailoring your resume

to the job you're applying to will

help you to stand out.

You’ll want to be sure that you are using a
consistent font throughout and that the font
is a professional one.  Times New Roman,
Arial, Tahoma, Verdana, Poppins, Calibri, and
Helvetica are a few examples.  Your font size
should not be any smaller than 10pt, and you
should aim to use 12pt if possible.  Your
resume should be succinct and concise,
and not exceed 2 pages unless 20+ years of
experience.  Adding some pops of color on
your resume is fine, but don't go overboard.  

In the United States, it is not common
practice to include a photo of yourself
on your resume.  Although you might
feel that it sets you apart and helps the
interviewer remember you, it can be
cause for discrimination, so it’s better to
leave the photo off.  Finally, proofread
your resume, use spell/grammar
check, and have a second person
proofread as well.
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Chronological
vs. 

Functional
Resume

A chronological resume, sometimes
referred to as a traditional resume, typically
opens with an objective statement or
professional summary.  It then lists
employment history beginning with most
recent and goes backwards in time.  The
employment history section names each
employer/company and some related job
duties & accomplishments.  Education &
certifications can go ahead of employment
history if you prefer.  Special work-related
skills are also listed, typically after the
Education and Experience sections.

This type of resume is best for someone
who has a lot of relevant experience in their
field.  An individual who is changing careers
or just beginning their career with limited
work experience may want to consider a
functional resume instead.

Functional resumes focus more on skills
and abilities.  Work history is still included,
but usually at the bottom of the resume
and isn't the focus. Skills and abilities are
listed more prominently towards the top
of the resume after the objective &
professional summary.

This type of resume is ideal for people
who have gaps in their work history,
people who are returning to the workforce
after being away for some time, people
who have changed jobs frequently, or
people who have changed career paths.

"Your resume says a lot about

you.  It determines whether you

will be called in for an interview

or not."

WHICH IS
BETTER?
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Returning to
the

Workforce

If you have spent some time away from the
workforce, for whatever reason, you will
want to structure your resume in such a
way that that highlights your skills and
accounts for the gaps.

Whether you took time off from the
workforce due to raising a family, caring for
a sick family member, volunteering,
traveling the world, etc. consider structuring
your resume as a functional resume
instead of a chronological, or traditional
resume. 

You'll want to be sure that you address your
time away since there will be a gap in
employment.  While doing this, highlight the
skills that you gained during that time.

Be sure that you are including an
objective statement at the top of your
resume since it may be unclear what
type of position you're seeking since you
spent some time away from the
workforce.

Including a cover letter will be essential. 
 You can explain what you were doing
during your gap in employment and
discuss the skills that you've gained and
how they will transfer into the position
you're applying to.

Highlight the skills that you

have gained during your time

away from the workforce.

HOW TO
STRUCTURE

YOUR
RESUME
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If you are entering a career field after
having spent time in a completely
different career field, you might consider
structuring your resume as a functional
resume instead of a chronological, or
traditional, resume.

You would want to highlight skills that are
transferable from your previous career to
your new career.  There's no doubt that
you gained valuable skills no matter what
your previous career field was and you
will want to highlight that.

Be sure that you are including an
objective statement at the beginning of
your resume so it's clear what are you
are looking for, and that you are not
pursuing a position in your previous
career field.

Including a cover letter will be essential
when you are changing careers.

Changing
Careers

Changing careers is not seen as a

negative by any means.  It shows

that you were brave enough to

make a change.

Structure your resume in a
way that enhances your
career change and that your
previous skills are
transferrable.
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Updated & Correct Contact Information

Professional Email Address

Clear Headings for Each Section

Clear Objective Statement or Professional Summary

Education is Accurate & Contains Degree Type

It is clear whether you’ve graduated or if degree is in progress

Work experience is listed from most recent to least recent

You have month/year of each job listed

Current job uses present tense / previous jobs use past tense

Skills / Certifications / Extras / Keywords are listed

Consistent Font Throughout

Font is not smaller than 10pt, and is a professional looking font

Does not exceed 2 pages unless 20+ years of experience

No Photo included

Proofread and have a second person proofread

The Recruiter will spend an average of 6 seconds looking at a resume for the first time
before determining if that candidate will move forward in the process or be
rejected.  It’s important that you make yourself & your skills standout, and have your
information organized, to get attention.  The Recruiter does not have time to hunt for
what they are looking for, so organizing your resume and making sure it looks
professional is important.  Follow this checklist before submitting your resume.

Resume Checklist
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Returning to the
Workforce Resume
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Cover Letter

There is a lot of debate over whether or not a
cover letter is completely necessary.  To me,
it's just another opportunity to make yourself
stand out from the crowd and express your
interest in the position you're applying to.  Your
cover letter is your opportunity to state your
goals, explain why you want a particular job,
and state the reasons you feel you are
qualified for the job you're applying to.  It can
be thought of as a mechanism to explain your
resume and provide additional details that
might not be on your resume.

For example, when I was relocating to from
Ohio to Washington D.C., I included details
surrounding my timeline for moving in my
cover letter.  That information helped the
Recruiter to understand when I would be in the
area and could begin work.

Recruiters and Hiring Managers may look at
your cover letter and they may not.  It's better
to err on the side of being over-prepared and
detail oriented so that you have a leg up on
others who have applied to the same job.

A cover letter is a formal letter and
should be structured as such.  It should
include the name and address of the
company, today's date, a salutation, body
of the letter, and closing.

The body of the cover letter should
convey your interest in the position,
mention your skills and how they relate to
the position, as well as provide any
additional detail about your previous
work history.  Be sure to keep the cover
letter professional and do not provide
anything that is too personal.

The cover letter should be broken up into
2-4 paragraphs so it is easy to read.  It
should only be 1 page in length.  Be sure
that your cover letter is the same style as
your resume so it matches.  That means
using the same font and font size.

Your cover letter gives you a

chance to show off your

personality in a professional way.

WHAT IS IT
AND HOW TO
STRUCTURE IT
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References

You'll likely need to provide a list of references
at  some point during the interview or offer
process.  Choosing the right references is very
important. The purpose of the reference check
is to obtain another perspective on you and to
verify that the information you've provided is
correct.

It's important that you choose references that
will speak highly of you, and are well-spoken.
Understand that there are two types of
references: personal & professional.  Personal
references are people from your personal life.
These could be friends, family members, or
other people from social groups that you
belong to.  Professional references are people
that you’ve worked with.  Typically professional
references are the ones that are requested
during a job interview.  You'll want to be
prepared with at least five professional
references.

In addition, you should select a varied group of
people to be references.  For example, don't
have all of your references be former
coworkers from the same company. Choosing
a combination of people from different
organizations, different titles, and different
relationships is a good idea. You can select a
blend of past managers, subordinates,
coworkers, clients, customers.  

If you are early in your career, you might
consider listing previous teachers or
professors.  It’s good to have a mix, but
ensure that you have at least 1 past
manager that will speak on your behalf.

When putting your reference page
together, you should use the same
heading with name and contact
information that you used for your resume.  
That way, the two documents match.

Be sure to bring a few copies of your
references to your interview, just incase
you are asked for them.

Choosing the right references can

make or break your chances at a job.

WHO TO
INCLUDE &

HOW TO
STRUCTURE
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Closing

The resume is the first glimpse of who you are
as an applicant and future employee.  All the
parts that make up a resume are very
important. Your contact information and
objective statement are just the first pieces of
the puzzle.  While some sections of your
resume may be stronger than others, all parts
are necessary to make up the resume. Any
gaps or errors in the process of creating your
resume may leave a potential employer
wondering and possibly doubting your abilities.
Introducing yourself in a professional manner
is important, as is stating what job you want
and why.

Putting in the time to put together a quality
resume will help you tremendously in the long
run.  Always have a second pair of eyes review
your resume to ensure there are no errors. 
 Attention to detail is a key quality that
employers look for and with the resume being
their first impression of you, make it a good
one!

The cover letter is a very important piece
of the job application process.  There are
similarities between a resume and a
cover letter, but a cover letter has unique
qualities that complement the resume.
For example, your cover letter allows you
to communicate in more detail why you
want a particular job and give further
insight into your personality & skills and
what will make you a valuable asset to
the company.  It helps you stand out
among other applicants.  Putting a strong
resume and cover letter together as an
employment document package will
increase your chances of success and
being offered an interview.  I highly
recommend including a cover letter when
you apply to positions.

You got this.

This is not just a resume, but the

evolution of passion throughout the

years of diligent work on the way to

becoming an expert.

FINAL
THOUGHTS

Page 23



For more career-related content and 
courses, please visit

www.therecruitergal.co


