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BUILDING YOUR ENCORE RESUME

Plan: realize your resume is for someone else, not you.

An architect designing a house first finds out what the owners are looking for. This approach works for
designing resumes as well. Your resume will connect with a hiring manager and get you in the door for an
interview if it achieves these essential goals:

e Reads quickly and easily. The average person spends about 30 seconds with a resume so it must
be clear, concise, well organized, easy to follow and formatted for speed reading.

o Differentiates your experience. What sets you apart, makes you stand out, reduces hiring risk?
Identify specialized skills and peak achievements that show you at your best.

e Offers a solution. Think about what you can do, not just what you have done. Find out what
prospective employers need and emphasize relevant parts of your background.

e Speaks their language. Use key words that will be picked up by computer programs, but that
also demonstrate you are familiar with their business and its vocabulary.

e Shows that you fit. Hiring managers also read between the lines: are you a team player; do you
get things done; how do you communicate; can you be productive right away?

Structure: decide what form your resume will follow.

Most resumes are presented in chronological form—your job history listed in reverse order. Functional
resumes are used when your search objective is significantly different from your recent experience,
allowing you to stress your skills and achievements apart from your jobs. This form can be helpful for
encore positions—here’s a recommended structure:

1. Objective. State what you're looking for as specifically as possible; can give more than one.
Summary or Profile. 1dentify 5-6 things that set you apart and prepare you for this role.
Professional Experience. List your achievements in a way that connects them to your search.
Professional History. List your jobs, with dates and responsibilities, but not achievements.
Education. Include courses, certificates or other efforts to prepare for your encore position.
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Finish: give attention to the details—they count for a lot.
Focus on the little things that can make or break your resume. These tips will help you get started...

e Scanners. Be sure your resume can be “read” by a machine—avoid italics, underlines, vertical
lines and fancy type; use basic formatting and send as a .pdf document.

e Continuity. Account for all gaps and include years; consider summarizing older positions for
brevity or truncating experience more than 20 years old not related to your objective.

o Style. Keep it simple—use regular fonts; bullets for readability; short sentences; plenty of white
space; one page, if possible, but not more than two; plain paper when you print.

e (lutter. Some information is unnecessary, like compensation history, references (including the
phrase “references available upon request”), or facts about family or hobbies.

e Check and re-check. Ask someone you trust to help you proofread for spelling, grammar or
formatting errors. Email your resume to a friend to see if it opens properly.

Remember: a great resume will get you an interview, not a job. It’s one part of a larger process.




