


Resume Essentials

Before you write,
take time to do a
self-assessment on
paper. Outline your
skills and abilities as
well as your work
experience and
extracurricular
activities. This will
make it easier to
prepare a thorough
resume.




. The Content of Your Resume




Objective or Summary Profile

An objective tells potential employers the sort of work
you're hoping to do.

Be specific about the job you want. For example:
To obtain an entry-level position within a financial
institution requiring strong analytical and
organizational skills.

Tailor your objective to each employer you
target/every job you seek.




. Personal Information




. Education




Work Experience
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with
emphasis on and achievements.


http://www.jobweb.com/Resumes_Interviews/resume_guide/action.html
http://www.jobweb.com/Resumes_Interviews/resume_guide/comp.html

. Special Skills




. Summary - Resume Checkup




. Sample Resume



. Sample Resume (cont’'d)




. Sample Resume (cont’'d)
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