
Resume Writing 



Module 1 – Purpose and Direction 

Module 2 -  Resume Writing 

Module 3 – Marketing Yourself 

Module 4 – Identifying Opportunities 

Module 5 – Responding To Opportunities 

Module 6 – Networking 
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Module 8 – Negotiating Offers 

We Are Here 
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 Step 1:  Decide on resume format 
 

 Step 2:  Understand key elements and 
attributes of a resume 
 

 Step 3:  Complete STAR worksheet 
 

 Step 4:  Write your resume 
 

 Step 5:  Review and tailor your resume 

3 



C
h
ro

n
o
lo

g
ic

a
l 

 

 

 

•Most commonly used resume 

format. 

 

•Provides job titles, job 

responsibilities, and 

achievements in reverse 

chronological order for each 

employer.   

 

•Useful if all/most of your 

experience is in one field, you 

have no large employment 

gaps, and you plan to stay in 

the same field of employment. 
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•Least common of the resume 

types. 

 

•Arranges job history to 

highlight special skills, 

functions, and achievements 

without associating the 

information with a specific 

time period or employer.  

Shifts the focus from 

dates/positions/employers to 

skills and work functions. 

   

•Useful if there are unexplained 

gaps in your employment 

history, you are a more mature 

job seeker, you want to change 

career direction, you’ve 

changed jobs frequently, or 

you are seeking employment 

opportunities at higher levels. 
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•Highlights skills and 

achievements that might 

otherwise be buried within 

your job history, while 

providing (but de-

emphasizing) job chronology. 

  

•Focuses on transferrable 

skills and experiences that are 

applicable to the job posting. 

 

•Useful if you have a varied job 

history that doesn’t reflect a 

clear career path, if your work 

experience doesn’t link to the 

desired position, or if you 

have large employment gaps 

or numerous jobs of short 

duration. 
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Most Current Position 

Prior Position 

Prior Position 

Prior Position 
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Functional Category 

Functional Category 

Functional Category 
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Highlight 
Achievements 

Brief Chronology 
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Acronym Differentiated Resume 

 M 

◦ Metrics driven 

 A 

◦ Accomplishments based 

 K 

◦ Keyword embedded 

 E 

◦ Electronically friendly 
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Key Elements 

Other Information 

Other Categories 

•Contact Information 

•Professional Summary 

•Employment History 

•Education/Training 

•Military Experience 

•Affiliations or Memberships 

•Languages 

•Security Clearances 

•Licenses/Certifications 

•Additional Training 

•Patents 

•Computer Skills 

•Awards 

•Publications 
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Acronym STAR Worksheet 

 ST 
◦ Description of Situation 

or Task in which you 
were involved. 

 A 
◦ What Action you took or 

how you Accomplished 
your success 

 R 
◦ Result of your action or 

success 

ST 

A 

R 
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 Beware of resume templates.  Employers can recognize them.  They could infer a 
lack of imagination. 

 List information in the order of importance to potential employer. For example, 
list your position title before your dates of employment. If your education or 
computer skills are most relevant to the position, list them first. 

 Use the active voice and bullet points to make information easier to digest.  Steer 
clear of passive verbs. 

 Do not use personal pronouns like “I” or “me.”  
 Fit your resume on no more than two pages, no matter how extensive your 

experience. Only include information that will help you land an interview.  
 Leave white space on all four margins; don’t crowd your resume. 
 Your resume should be organized with consistent headings, fonts, bullets and 

style.  

 Do not use Times Roman; it is most commonly used.  Consider using Georgia or 
Tahoma.  

 Print should be large enough to read off a screen without eye-strain.  
 No typos.  Your document should be perfect. 
 Do not list references on your resume.  Provide them only when requested.  Mirror 

the format used in your resume. 
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 One-Size Does Not Fit All 
 If you want to grab a potential employer’s attention, you need to 

give them what they want.  Expecting one resume to address the 
requirements of all employers is not realistic. You need to 
customize your resume for each job opportunity to achieve the 
best results.  
 

 Customization requires reviewing job qualifications/credentials 
for each job posting and addressing them (reusing the exact 
language and “keywords” used in the job posting) in your 
resume, to the extent possible. Every job listing contains clues 
about the specific skills, credentials, education, computer skills, 
etc. the employer is seeking (“keywords”). 
 

 Organize your resume, highlighting how your abilities match 
these needs (See Module 5). The easiest way to accomplish this is 
to have a Master Resume that can be tweaked or customized for 
each job posting. 
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