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You never know where professional Friendships may lead!

How to Construct a Dynamite Resume


In today’s competitive employment market your resume must stand out to get the attention of the decision maker and to create a strong impression. When you meet the prospective employer face to face, a strong resume will act as a valuable tool during the interviewing process.  You need a dynamite resume.

Truth in Advertising


In addition to providing a factual representation of your background, your resume serves as an advertisement of your availability.  Although there is no regulatory agency to act as a watchdog, it is ethical common sense to honestly and clearly document your credentials. In other words, do not make exaggerated claims about your past.

The best way to prepare a dynamite resume is to not change the facts but make them more presentable. You can strengthen the content of your resume and enhance its appearance.  Remember, your resume is written for the employer, not for you. Its main purpose is to answer the following questions: How do you present yourself to others? What have you done in the past? What are you likely to accomplish in the future?

Ten Keys to Dynamite Resume


To help you construct a better, more powerful resume, the following are ten overall considerations with regard to your resumes content and presentation:

[1] 
Position title and job description. Provide your title plus a detailed explanation of your daily activities and measurable results. Job titles are often misleading and functions vary from one company to another so your resume should state exactly what you have done. Titles such as account manager, business analyst and internal consultant are especially vague.

[2] 
Clarity of dates and place. Document your work history accurately. Do not leave the reader guessing where you were employed or for how long. If you have had overlapping jobs, find a way to pull them apart on paper to avoid confusion.

[3] 
Detail. Specify some of the more technical or involved aspects of your past work or education. Have you performed tasks of any complexity or significance? If so, do not be shy; give a one or two sentence description. Specify quantifiable successes where possible such as increased EBITDA by 18%.

[4] 
Proportion. Give appropriate attention to jobs or educational credentials according to their length or importance to the reader. For example, if you wish to be considered for a position at a bank you would spend the majority of your resume describing your current job as a loan officer rather than your previous job as a lifeguard.

[5] 
Relevancy. Confine yourself to job-related experiences and concentrate on the needs of the employer.

[6] 
Explicitness. Leave nothing to the imagination. Don’t use abbreviations or slang.

[7] 
Length. Fill up only a page or two. If you write more than two pages, it sends a signal to the reader that you cannot organize your thoughts or you are trying too hard to make a good impression. If your content is strong, you will not need more than two pages.

[8] 
Spelling, grammar and punctuation. Create an error-free document that is representative of an educated person. At the very least you must carefully proofread your resume and you can consult a professional writer or copy editor particularly if English is your second language.

[9] 
Readability. Organize your thoughts in a clear, concise manner. Avoid writing in a style that is either fragmented or long-winded. Use concise action words to describe your abilities such as “formulate and implement strategic plans.”

[10] 
Overall appearance and presentation. Select a standard visual format and font. Resume readers like the customary and predictable format and fonts because it is easy to read.


We suggest that you invest the time, write several drafts and allow yourself the time to proofread for errors and ruminate over what you have written. Practice makes perfect. If you have a professional associate whose opinion you trust, by all means, listen to what he or she has to say. A simple critique can save you a great deal of time and money.


A resume should be tailored specifically to each company and position for which it is submitted so that it emphasizes your skills and background relative to the needs of that particular company or position.

Building a Stronger Case


To get the most mileage out of your resume, you will want to emphasize certain aspects of your background. By doing so, you will present your qualifications in the most favorable light and help give the employer a better understanding of your potential value to his or her organization. You can build a stronger case for your candidacy by highlighting the following areas of interest:

•
Professional achievements of particular interest to your reader. For example, if you are in sales, the first thing a hiring manager will want to know is your sales volume and how it ranks with your peers. Let the employer know if you have won awards or reached goals. If you are in management, let the reader know the number of people you supervise and their titles.

•
Educational accomplishments. List your degree(s) and/or relevant course work, thesis, dissertation or specialized training. Be sure to mention any special honors, scholarships or awards you may have received such as Dean’s List, Cum Laude or Phi Beta Kappa.

•
Additional areas of competency. These might include computer software fluency, dollar amount of monthly raw materials purchased or specialized training.

•
Professional designations that carry weight in your field. Let your reader know that you are licensed or certified in your chosen profession i.e., CPA, CPM, PE or that you belong to a trade organization such as ASTD or ASQC. 

•
Success indicators. You should include anything in your past that might distinguish you as a leader or achiever. Milestones such as Eagle Scout, college class president, scholarship recipient or valedictorian will help employers identify you as a potential winner. If you worked full time to put yourself through school it should be mentioned on your resume. 

•
Related experience. Include anything that would be relevant to your prospective employer’s needs. For example, if your occupation requires overseas travel or communication, list your knowledge of foreign languages. If you had worked as a co-op student in college, especially in your current industry, let the reader know.

•
Military history. List your service in the armed forces; describe your length of service, branch of service, rank, special training, medals and discharge and/or reserve status. Employers generally react favorably to military service experience.

•
Security clearances. Some industries place a premium on security clearances when it comes to getting hired or being promoted. If you are targeting an industry such as aerospace or defense give your current and/or highest clearable status and whether you have been specially checked by an investigative agency.

•
Citizenship. This should be mentioned if your industry requires it. Dual citizenship should also be mentioned if you will be working in a foreign country.  


In a competitive market, employers are always on the lookout for traits that distinguish one candidate from another. A dynamite resume will make the employer warm up to your resume and want to interview you.

Summary or Chronological?


Your resume can be arranged in one of two basic formats: summary or chronological. The summary (or functional) resume distills your total work experience into major areas of expertise and focuses the reader’s attention on your accumulated skills.  The chronological resume presents your skills and accomplishments within the framework of your past employers. 


Our experience has shown that the chronological resume brings the best results since it is the most explicit description of the quality and application of your skills within a specific period. Since most hiring managers are interested in a steady, progressively advancing employment history and the chronological resume presents this well.  


The summary resume works well if the employer’s main concern is your technical or problem-solving ability but your successful career progression will not be highlighted. 

Beware of Artificial Fillers and Additives


So far, we have talked about ways to enhance or adjust the content of your resume. Now let us look at what should be left out or at least minimized.

[1] 
Salary history or salary requirements. We have never heard one good reason to mention your past, current or expected salary.  

 [2] 
Superfluous materials. When submitting a resume, avoid enclosing such items as your thesis, photos, diplomas, transcripts, product samples, newspaper articles, blueprints, designs or letters of recommendation. These are props you can use during your interview but not before. The only thing other than your resume that is acceptable is your business card. 

[3] 
Personal information. Leave out personal information on your resume.  


Remember, the greater the relevancy between your resume and the needs of the employer the more seriously your candidacy will be considered. 

Our personal lives are becoming more transparent.  In addition, there really is no distinction between your personal and professional social network profiles/information including those on Facebook, Twitter, Flickr, LinkedIn, YouTube and any blogs.  Therefore, take a moment at this time to check your privacy settings to ensure that your information is private.  Also, review your personal and professional network profiles, posts, comments, videos, etc, even if your settings are private, to make sure that they are respectful and responsible.

The keys to a dynamite resume are complete, accurate content and appropriate professional appearance. 
JACK SMITH

27 S. Floral Leaf Circle

Woodlands, VA 44444

(Home) (222) 444-1111

(Cell) (222) 444-1111

E-mail: jsmith@yahoo.com
Strong P&L executive with substantive strengths and accomplishments in prominent startup, emerging, turnaround and business consolidations for industrial, commercial and consumer service and manufacturing businesses, including Fortune 500 companies.  Through strong operations, sales and marketing ability have grown several major corporations through internal growth strategies and over 100 acquisitions, resulting in increased market share, revenues, profits, and shareholder value.

PROFESSIONAL EXPERIENCE

1999 to Present
VICE PRESIDENT-FINANCE – ATLANTIC RICHFIELD COMPANY
Houston, TX

Report directly to Adam Smith, president of ARCO's Pipeline Company. Currently acts as the interim chief financial officer and plays a key leadership role in the turnaround of this $300 million company. Accomplishments include:

(
Led the development of a strategic business plan, increased return on capital employed from 5% to 9% over two years.

(
Negotiated and implemented a joint venture that created $35 million in incremental value.

(
Restructured the debt and cash/dividend policy for a joint interest pipeline as a member of the finance committee.

(
Drove movement of unit cost benchmark to top quartile performance through efficiency measures and increased throughput.

(
Key contributor on the compensation re-design team; advocated and implemented team-based gain sharing.

1989 – 1999
CONTROLLER – TRANSPORTATION COMPANY 

Long Beach, CA

· Developed cooperative relationships with operations that resulted in increased effectiveness of financial controls.

· Automated the transaction process with a purchasing card and a new system, reduced costs and improved accuracy.

· Eliminated the risk of dismantlement costs by surrendering pipeline interest resulting in savings of $10 million.

1985 – 1989
BUSINESS MANAGER – ENVIRONMENTAL REMEDIATION 

Los Angeles, CA

· Developed partnerships with project managers

· Provided financial insight and gained influence in decision-making.

· Systematized environmental liability estimates for inclusion in annual reports and improved consistency across projects and overtime.

1980 – 1985
PLANNING MANAGER-INTERNATIONAL OIL/GAS COMPANY 

Plano, TX

Built a multinational planning group to guide the strategic development and evaluate investment options for expanding capital programs for the International Oil and Gas Company.

Accomplishments include:

· Introduced scenario planning to broaden the environmental and global insights of decision-makers.

· Negotiated financial and accounting covenants of international exploration contracts, improved profitable returns.

1975 – 1980
MARKETING MANAGER – INTERNATIONAL OIL/GAS COMPANY
Anchorage, AK

Established the marketing group in Anchorage. Incorporated natural gas sales, refined product sales, performed crude pricing analysis and established crude transportation logistics.

Additional accomplishments include:

(
Negotiated the sale of natural gas reserves in a 20-year contract using market price escalators.

(
Increased pre-existing gas production by 50%.
(
Was a key contributor in establishing critical internal communication links between the Alaskan production, shipping and refiners.

1973 – 1975
BUDGETS/PERFORMANCE ANALYST – ARCO CORPORATE

Los Angeles, CA

1971 – 1973
EVALUATION ANALYST – ARCO COAL

Denver, CO

1970 – 1971
PRODUCTION PLANNER – KAISER ALUMINUM CORPORATION


City of Industry, CA

EDUCATION
Anderson School, University of California, Los Angeles, CA 

MBA, Finance, Management Science, 1978

Harvey Mudd College, Claremont, CA 

Bachelors, Chemistry, 1974
(209) 532-7772
                       160 Station Way, Suite 102, Arroyo Grande, CA 93421           www.JKConsultants.com

