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Step 1 Step 1 Define the target job.Define the target job.Define the target job.    

(What is the Job Objective?)  

The job objective will guide your entire resume.  

This will inform the employer which type of job you are 

prepared to assume.  It will also allow you to focus on 

identifying those skills required for your target job. Include a 

one ðline description of the type of position you would like.  

 

Step 2 Step 2 Research your skills.Research your skills.Research your skills.    

Research what specific skills, knowledge, and relevant experience are needed for the 

target job.  

Now that you have decided which job you will be applying for, you will need to research 

the specific skills, knowledge, or experience you will need for this job.  The closer your skills 

and experience fit the òneedsó of the job, the greater the likelihood that you will obtain an 

interview for this position.  One way to identify the specific skills needed for the job is to 

review the job description of the position for which you are applying.  It will tell you 

specifically what the employer is looking for in an employee.  

 

Career resources available at the Career Center can be of great assistance to you.  The 

O*Net, and Occupational Outlook Handbook could provide you with the following 

information for each job title listed: specific job duties, occupational information,   

education; and other job requirements.  Use these career resources to obtain ideas on 

language and phrasing that you could include in your resume.  In addition, the Eureka 

Computer Information System offers detailed information on job descriptions, skills and  

abilities.  

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                          

Before you can begin writing 

a resume, you must have a 

clear understanding of the  

job requirements required for 

the targeted  job.  
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Step 3 Step 3 Identify your skills.Identify your skills.Identify your skills.  

Identify and list three or four of your strongest skills, abilities, and specific knowledge that 

make you an ideal candidate for the job.  

To begin this process, write down all of your skills, abilities, and specific 

knowledge (regardless of whether they fit the requirements of the job or 

not).  Consider clustering (and identifying) your skills in the following three 

ways:   

Occupational Skills  

Personal Skills 

Transferable Skills 

 

Step 4 Step 4 Select key skills.  Select key skills.  Select key skills.   

Select the key skills and accomplishments from your past work history that illustrates you are 

a good candidate for the target job.  

Take a minute to review your personal profile completed in Step 3.   Locate those skills that 

best òfitó what the employer is looking for.  Hint:  Use the job description (if available) to 

match the employerõs qualifications for the job and compare those to your current skills.   

Highlight all the key words on the job description that indicate required or preferred skills, 

abilities, attributes, and qualifications. You can use words used by the employer in the job 

description when listing your required skills.  

 

Step 5 Step 5 Describe your accomplishments.  Describe your accomplishments.  Describe your accomplishments.        

Describe each accomplishment in a simple action statement that emphasizes the results, 

which benefit your employer.  

Create an inventory of your accomplishments.  Include tasks that you have done well and 

are proud of demonstrating.   Use action statements that show results.  Hint:  Donõt fall into 

the trap of just listing what you did while on the job; show results by using action words and 

quantifying your results.  Note:  Instead of saying òImplemented marketing strategies which increased 

membership,ó state the degree to which you increased the membership. For Example: òImplemented 

marketing strategies promoting the benefits of participation resulting in chapter membership increase of 35 

percent.ó  (See list of Action Words on page 17.) 
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Step 6 Step 6 Job Experience.Job Experience.Job Experience.  

Make a chronological list of the main jobs you have held (include unpaid or volunteer 

experience which fills a gap or that demonstrates you have the necessary skills for the 

position).  

Remember that experience does not necessarily have to be paid experience.  Be sure to 

include volunteer work/internships, projects, school assignments, travel, and group/team 

activities.  A good tip to remember is to list every job you have held by jotting down duties 

and responsibilities held at the job site.  Do not leave anything out, whether you think it is 

small or menial.  Donõt make the mistake of discarding activities from your job, volunteer, or 

internship site.  Doing so will only limit your work experiences, not clearly represent your skills 

and abilities to the employer, and restrict your job opportunities. Delete work experiences 

that are not relevant to the targeted job.  After you have completed your entire list and 

have exhausted the possibilities of everything ñyou are done!  

 

Step 7 Step 7 Education and Training.Education and Training.Education and Training.  

Make a list of your education and training relevant to the new job objective.  

When listing your education, remember to think of the courses that you have completed, or 

are currently taking.  You may have learned some great skills in college that can easily be 

applied to a job at this very moment .  Scan your course syllabi for skills you have learned or 

projects that you have completed, which could easily be transferred to a job for which you 

are applying.  

 

  

  

  

  

  

  

  

Hint: Use your Class syllabi! Keep 

all your class syllabi as a resource 

to try and recall what you have 

learned. Apply this to your        

resume.  
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Step 8 Step 8 Resume format.Resume format.Resume format.  

Select a resume format that best highlights your individual 

skills and accomplishments.  

Refer to the examples of resume styles described on        

pages 11 -14. 

 
Chronological  

 

The most common of resume formats  

Most employers prefer this style  

Works best if you have plenty of work experience, volunteer or academic ex-

perience related to the specific job for which you are applying  

Contains chronological listing of job titles and responsibilities  

Lists the most current or most recent employment to the least recent  

This format is not suitable if you have gaps in your work experience or little to no 

work history  

  
Skills/ Functional  

 

List your work experience as skill headings (Management, Customer Service, 

Training) not  in chronological order  

Summarize your work history briefly at the bottom of  your resume  

Your acquired skills are the main focus not where or when you developed your 

particular skills set  

Works best for career changers  

A good format if you are trying to move into a field where you have little to no 

work experience  

  
Hybrid/ Combination  

 

Combines both chronological and skills formats  

Experience is listed chronologically and with skill headings  

List experiences with descriptions in reverse chronological order grouped under 

skill headings  

Works best in describing consistent themes to your experience (Marketing, 

Leadership, Teaching or Training)  

Employers like this format because it makes it easy to recognize identifiable 

skill areas and work history  


