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Technology has made searching and 
applying for jobs easier than ever

All you need is an internet connection 
and a computer, smart phone or tablet

What does this mean to applicants?

Hiring Managers are receiving hundreds of resumes for each 
Job Posting.  

How can your resume stand out from the hundreds 

of others they receive?



Does Your Resume Standout?

Your resume is a summary of your:

• educational background and training 
• business or professional experience 

and qualifications 
• achievement highlights

Your resume should touch on all things 
which influence your qualifications for a 
particular position or type of employment

But does your STANDOUT?



Great tips for building a STANDOUT Resume

1. Understand what the hiring manager is looking for. 

Read through the job posting to determine what the company is looking for in their new employee.  
Be sure to reflect this in your resume.

2. Describe Accomplishments, Not Responsibilities. 

A duty describes what you did, and an accomplishment describes how well you did it. For 
example, “planned events” would be considered a job duty, whereas “raised $100,000 by selling out 
tickets to a 200-person charity event” is an accomplishment. 

3. Include a header (contact information) and summary or objective. 

A concise career summary should appear near the top of your resume no matter if you have 
decades of work experience or are a recent grad. ... The career objective is helpful if you're not 
applying to a specific job posting, but instead are sending out unsolicited applications to potential 
employers.

Does Your Resume Standout? Con’t



Person 1:

Duties included taking field measurements and maintaining records, setting up and tracking 
project using Microsoft Project, and developing computerized material take-off sheets.

Person 2:

Initiated and managed tracking systems used for the Green District water decontamination 
project, saving $125,000 on the overall project through a 30% decrease of staff allocation time.

Which person would you hire?

4. Utilize quantitative information whenever possible.

5.                 Use a visually appealing style and format 

6.                 Prepare a Cover letter specific to each job you are applying to

7.                  Proofread!!  Have someone else proofread it for you also.
Watch your grammar and be sure to use the present tense when speaking of current position and past 
tense when referring to prior position.

Does Your Resume Standout? Con’t



Gathering YOUR Important Information

• Employment history, including company names, location, 
position(s), dates, references, phone numbers, email 
addresses

• Evaluations

• Letters of Recommendations

• Awards

• School Degrees and Information

These are not all necessarily intended to send out with 
your resume, but rather to have your accomplishments 
fresh on your mind.



Rough Draft

This can be done on a computer, legal pad, or typewriter.  

Get everything written down, including your summary, 
accomplishments, employment, education, and skills.

You will edit it later.  First get your ideas out.

Stumped as to what to write for your summary?

Google resume summaries.  Google sample 
resumes for your position.  The internet is your 
resource.  USE IT!



Not only can you can google sample resumes to jog your 
mind and help you determine what you want to say on 
your resume, you can also use job listing search engines.

Using search engines such as Indeed.com. and 
Monster.com to search for available job postings that 
match what you are looking for will help you understand 
exactly what the hiring manager is looking for.

Scroll through the listing to see the qualifications skills 
and requirements the position expects.

USE THIS INFORMATION IN YOUR RESUME.



Templates

Microsoft offers resume 
templates for free through 
the Microsoft 
Word program. 

You can find them in 
the Resume Wizard by 
clicking File, then New.

You can download many 
additional free resume 
templates from Microsoft
Office's website.










