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The technology revolution of the past two decades has impacted the employment 
market on a scale even more dramatic than the Industrial Revolution. As a result of 
technology innovation, three remarkable things have happened:

 1. Virtually everyone can be part of the technology revolution, from the 
22-year-old video-game programmer to the 55-year-old systems and software 
engineer. Opportunities abound for both permanent employment and free-
lance/consulting work.

 2. There are now thousands of new careers in technology. Twenty years 
ago, who had heard of Web site designers, Java scripters, C++ programmers, 
database administrators, CIOs, CTOs, and CKOs? Now, there is a wealth of 
opportunity, and every economic projection indicates continuous growth in the 
demand for technology professionals.

 3. Hundreds of new industries have emerged, from Web site hosting to the 
design of advanced telecommunications and networking technologies. Many of 
these industries did not exist a decade or so ago but have become major con-
tributors to the number and diversity of careers now available in technology.

These new technology professions exist across all businesses and industries, from 
old-line manufacturing to emerging health-care ventures; from major retail con-
glomerates to small real estate brokerages; from Ivy League colleges to multi-
national technology companies. Most important, there are dramatically more 
employment opportunities than there are qualified professionals, and that’s great 
news for you!

Learning to write a powerful resume that positions you as a competitive candidate 
in the employment market is what this book is all about. As you read through the 
early chapters, you’ll learn that a resume is much more than just your job history, 
academic credentials, technical skills, and awards. A truly effective resume is a con-
cise yet comprehensive document that focuses on your achievements, contribu-
tions, and the value you bring to a company. Read this book, review the scores of 
samples, and you’ll have the tools you need to create your own winning resume.

Once you have written your resume, this book will instruct you in the methods 
for preparing resumes for electronic distribution, as well as the traditional printed 
resume.

By using Expert Resumes for Computer and Web Jobs as your guide, you will suc-
ceed in developing a powerful and effective technology resume that opens doors, 
gets interviews, and helps you land your next great career opportunity!

ABOUT THIS 
BOOK
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INTRODUCTION

Job search and career management become remarkably more complex and more 
competitive with each passing year. One major contributor to the new complexity 
is technology itself, which has created entirely new methods and systems for job 
search, recruitment, hiring, and lifelong career development.

Fortunately, this new employment landscape offers a host of opportunities for 
everyone employed in the technology and allied industries and occupations. What’s 
more, that trend is projected to continue through the year 2018.

According to the U.S. Department of Labor’s Bureau of Labor Statistics, technol-
ogy continues to be one of the fastest-growing industries. Consider these impres-
sive statistics:

  Percentage of

   Growth Through

  Specialization 2018

 Network Systems and Data Communications Analysts 53%

 Computer Software Engineers, Applications 34%

 Computer Software Engineers, Systems Software 30%

 Computer and Information Scientists, Research 24%

 Network and Computer System Administrators 23%

 Operations Research Analysts 22%

 Database Administrators 20%

In total, the Bureau projects 22 percent overall growth within the technology sec-
tor between now and 2018. What great news for you and everyone else employed 
in a technology position or a technology industry!

To take advantage of these opportunities, you must be an educated job seeker. 
That means you must know what you want, where the hiring action is, what 
additional skills you might need to reach your career objectives, and how best to 
market yourself. It is no longer enough to be a talented game programmer, user 
support specialist, or CIO. Now you have to be a strategic marketer, able to pack-
age and promote your experience to take advantage of this wave of employment 
opportunity.
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The employment market has changed dramatically over the past decade, and you 
should expect to hold between 10 and 20 different jobs during your career. No 
longer is stability the status quo. Today, the norm is movement, onward and 
upward, in a fast-paced and constantly changing technology market. To stay on 
top of all of the changes and capture the right opportunities, you must take control 
of your career. The first step in that process is to write a powerful resume that is 
rich in content, achievements, and visual appeal, because this document will be at 
the very forefront of your job search and career management efforts.

Read on to learn how to do that and do it well.

The What, How, Which, and Where of Resume Writing
Without a clearly defined career objective, resume writing becomes much more dif-
ficult because there is no direction for the resume. To define your career objective, 
ask yourself these four critical questions:

 • What type of position/career track are you going to pursue? Your cur-
rent career goals dictate the entire resume writing and design process. If you’re 
looking for a position where you will have responsibilities similar to what you 
do now as a software engineer, you’ll write your resume with one strategy and 
format. However, if you’re now interested in pursuing IT project management 
opportunities or e-commerce systems development opportunities or any one 
of a host of other positions, then your resume will be focused in a different 
direction and will showcase different skills, qualifications, projects, and achieve-
ments.

 • How are you going to paint a picture of your skills and qualifications that 
will make you an attractive candidate for your targeted position? What 
information are you going to highlight about your past experiences that ties 
directly to your current objectives? What accomplishments, skills, and qualifica-
tions are you going to “sell” in your resume to support your new career objec-
tives? Always remind yourself that your objective drives the entire resume 
writing process—what you write, where you write it, and why you write it.

 • Which resume format are you going to use? Is a chronological, functional, 
or hybrid resume format going to work best for you? Which format will give 
you the greatest flexibility to highlight the skills you want to bring to the fore-
front to support your current career goals?

 • Where are you going to look for a job? Once you have decided what type of 
position you are interested in, how do you plan to identify and approach those 
companies and organizations that offer those positions?

When you can answer the what, how, which, and where, you’ll be prepared to 
write your resume and launch your search campaign.

Use chapters 1 and 2 to guide you in developing the content for your resume and 
selecting the appropriate design and layout. Your resume should focus on your 
skills, achievements, and qualifications, demonstrating the value and benefit you 
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bring to a prospective employer. The focus should be on the role you want to fill 
now and not necessarily what you have done in the past.

Chapter 3 will lead you through the preparation of multiple formats of your 
resume that you’ll need for both online and offline job search. The well-designed 
resume that you print and hand to someone is not the same document that you’ll 
upload to an online resume database. We’ll walk you through the various formats, 
explaining what you’ll need, why and when you’ll need it, and how to prepare 
each version.

Review the sample resumes in chapters 4 through 10 to see what other people 
have done—people in similar situations to yours who faced similar challenges. 
You’ll find interesting formats, unique skills presentations, achievement-focused 
resumes, project-focused resumes, and much more. Most importantly, you’ll see 
samples written by the top resume writers in the world. These are real resumes that 
got real interviews and generated real job offers. They’re the “best of the best” 
from us to you.

Next, review chapters 11 and 12 for best-in-class cover letter strategies and sam-
ples. As you’ll read, your cover letter is an essential partner to your resume and 
your entire job search effort.

Finally, don’t overlook the appendices. We’ve provided two highly useful resources 
for managing your career now and in the future. Appendix A is a resume work-
sheet that you can use to develop your resume and capture career information in 
the years ahead to make updating your resume faster and easier. In Appendix B, 
you’ll find every resume writer’s secret weapon—a list of powerful, distinctive, and 
descriptive verbs that you can use to add meaning, impact, and variety to your 
resume.

Job Search Questions and Answers
Before we get to the core of this book—resume writing and design—we would 
like to offer some practical job search advice that is valuable to virtually every job 
seeker, whether you are currently employed in the technology field or looking to 
enter the profession for the first time.

HOW DO YOU ENTER THE TECHNOLOGY INDUSTRY?
As with any other industry, education, credentials, and experience are the keys to 
entry and long-term success. It is difficult to obtain a position in the technology 
industry without some related work experience, relevant education, or technical 
credentials. Here are a few pointers:

 • If you’re just starting to plan and build your career, consider a four-
year degree in a technology-related discipline—such as Information Systems, 
Information Technology, Computer Science, or Engineering—or the comple-
tion of a technology certification program. Be advised, however, that you must 
stay current on new technical certification programs and how they are accepted 
in the market. What’s hot one day is passé the next!
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 • If you’re a technology professional who wants to make the move to a 
true technology company, sell your technology knowledge and experience to 
“connect” yourself to the industry. Perhaps you’re a network administrator, 
database administrator, programmer, or MIS manager in a traditional, nontech-
nology industry. The technical skills and experiences you’ve acquired are real 
and valuable to others. Make the case that you’re not an outsider, but rather an 
insider who understands technology and its applications.

 • If you’re a successful sales and marketing professional, customer service 
specialist, or trainer seeking to enter the technology market but have no 
technology experience, focus your resume on your revenue performance and 
the people skills you bring to an organization. “Sell” the fact that you built and 
managed customer relationships, improved revenues, designed innovative train-
ing programs, and the like. Place the emphasis on you and your performance, 
not unrelated products or services.

 • If you’re an experienced business manager or executive but have never 
worked in the technology industry, highlight the value you bring to an organi-
zation: your leadership skills, achievements, financial contributions, and more. 
Many companies seeking talented and effective leadership are more than willing 
to provide technical training to the “right” candidate.

WHAT IS THE BEST RESUME STRATEGY IF YOU’RE ALREADY IN THE 
TECHNOLOGY INDUSTRY?
If you’re already employed in the technology field but are interested in moving 
onward and upward, remember one critical fact:

Your resume is a marketing tool written to sell YOU!

If you’re a computer systems programmer, sell the fact that you’ve helped to man-
age development projects; restored nonperforming systems; and created new, 
user-friendly applications. If you’re a technical consultant, sell major projects, key 
clients, and innovative technologies. If you’re a CIO, sell your achievements—
financial, operational, and technological.

When you are writing your resume, your challenge is to create a picture of knowl-
edge, action, and results. In essence, you’re stating, “This is what I know, this is 
how I’ve used it, and this is how well I’ve performed.” Success sells, so be sure to 
highlight yours. If you don’t, no one else will.

WHERE ARE THE JOBS?
The jobs are everywhere—from technology giants such as IBM, Cisco, and 
Hewlett-Packard seeking well-qualified hardware, software, and network engineers 
to the small manufacturing company recruiting a Webmaster or MIS director.

 • The jobs are in development of new products, technologies, systems, and 
applications.

 • The jobs are in the manufacture of these products and technologies.
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 • The jobs are in the sale, marketing, and support of these products and tech-
nologies.

 • The jobs are in the installation, operation, maintenance, and management 
of these technologies in nontechnology companies—virtually every other com-
pany in the world.

 • The jobs are in the delivery of technology services, as either an employee or a 
contractor/consultant.

Technology jobs are in every market sector, every industry, and every profession. 
Technology is everywhere.

HOW DO YOU GET TECHNOLOGY JOBS?
To answer this question, we need to review the basic principle underlying job 
search:

Job search is marketing!

You have a product to sell—yourself—and the best way to sell it is to use all appro-
priate marketing channels just as you would for any other product.

Suppose you wanted to sell office furnishings, systems, and technologies. What 
would you do? You would market your products using newspaper, magazine, 
and radio advertisements. You would create a company Web site to build your 
e-business, and perhaps you would hire a field sales representative to market to 
major retail chains. Each of these is a different marketing channel through which 
you would be attempting to reach your target audience.

The same is true for job search. You must use every marketing channel that’s right 
for you. Unfortunately, there is no single formula. What’s right for you depends 
on your specific career objectives—position, industry, geographic restrictions, salary 
requirements, and more.

Following are the most valuable marketing channels for a successful job search in 
technology. These are ordered from most effective to least effective, as a general 
rule. Just remember that everyone’s job search is different and what works for your 
colleague may not work for you and vice versa.

 1. Referrals. There is nothing better than a personal referral to a company, orga-
nization, or person, either in general or for a specific position. Referrals can 
open doors that, in most instances, would never be accessible any other way. If 
you know anyone who could possibly refer you, contact that person immedi-
ately and ask for his or her assistance.

 2. Offline networking. Networking is the backbone of every successful job 
search. Although you might consider it a chore, it is essential that you network 
effectively with your professional colleagues and associates, past employers, past 
coworkers, neighbors, friends, and others who might know of opportunities 
that are right for you. Another good strategy is to attend meetings of technol-
ogy associations in your area to make new contacts and expand your profes-
sional network.
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  In today’s nomadic job market, where you’re likely to change jobs every few 
years, the best strategy is to keep your network “alive” even when you’re not 
searching for a new position. Reach out and communicate once, twice, or three 
times a year with your contacts to find out what’s happening in their careers, 
bring them up-to-date on your career, and share any potential opportunities.

 3. Online networking. Because of online networking and communication capa-
bilities, it has never been easier to connect with someone you don’t know or 
share information about yourself to a wide group of contacts. Use these capa-
bilities wisely to shorten your job transition time and remain visible throughout 
your career.

  As of this writing, the predominant online networking tools are LinkedIn (the 
top site for professional networking) and Facebook (the top site for social net-
working). The fastest-growing social sharing site is Twitter, which has prompt-
ed an entire book (The Twitter Job Search Guide, JIST Publishing, 2010) about 
using the power of Twitter to advance your career. In addition, countless blogs 
and online communities offer opportunities for you to share your opinions and 
connect with others.

  We suggest that you make full use of these amazing capabilities! Our brief rec-
ommendations will get you started:

 • LinkedIn: Build your professional profile. Create a powerful profile 
based on your new resume. Join appropriate groups to share your exper-
tise, ask questions, and benefit from group wisdom. Build your connec-
tions and use LinkedIn’s capabilities to connect with people at your target 
organizations. Compile strong recommendations from colleagues, supervi-
sors, and others who have seen you at work.

 • Facebook: Develop an appropriate personal profile. Even if you choose 
to use Facebook primarily for social networking, be certain that everything 
you post is appropriate and will not damage you should it be read by a 
professional contact or a potential employer. Use Facebook’s enormous 
network to connect with people at your target organizations, and make 
sure your personal contacts know what you’re looking for so they can refer 
appropriate people, opportunities, and information to you. 

 • Twitter: Showcase your expertise. Use your Twitter persona to share 
knowledge about your profession, keep colleagues and followers informed 
of your activities, and build your visibility. Let the network work for you 
by sharing what you’re looking for and who you’re trying to connect with.

 • Additional forums: Strengthen your online identity. More and more, 
employers and recruiters are searching online to find new employees who 
have the right mix of skills, knowledge, attitude, and expertise. The more 
visible and knowledgeable you appear to be online, the more easily they’ll 
find you. By creating a robust and professional online image, you’ll open 
yourself up to opportunities you wouldn’t hear about otherwise, and you’ll 
make every aspect of career management easier and more seamless.

 4. Responses to online job postings. One of the greatest advantages of the tech-
nology revolution is an employer’s ability to post job announcements online 
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and a job seeker’s ability to respond immediately via e-mail. In most (but not 
all) instances, these are bona fide opportunities, and it’s well worth your effort 
to spend time searching for and responding to appropriate postings. However, 
don’t make the mistake of devoting too much time to searching the Internet. 
It can consume a huge amount of your time that you should spend on other 
job search marketing efforts.

  To expedite your search, here are the largest and most widely used online job-
posting sites—presented alphabetically and not necessarily in order of effective-
ness or value. We’ve expanded this list to include some of our favorite sites 
designed specifically for people employed in the technology professions:

www.americanjobs.com

www.careerbuilder.com

www.employmentguide.com

www.execunet.com

www.dice.com

www.flipdog.com

www.hirediversity.com

www.informationtechnologycrossing.com

www.job-hunt.org

www.monster.com

www.netshare.com

www.net-temps.com

www.tech-centric.net

www.theladders.com

 5. Responses to newspaper, magazine, and journal advertisements. Although 
the opportunity to post online has reduced the overall number of print adver-
tisements, they still abound. Do not forget about this tried-and-true marketing 
strategy. If they’ve got the job and you have the qualifications, it’s a perfect fit.

 6. Targeted e-mail campaigns (resumes and cover letters) to recruiters. 
Recruiters have jobs, and you want one. It’s pretty straightforward. The only 
catch is to find the recruiters who have the right jobs for you. Therefore, 
you must devote the time and effort to finding the “right” recruiters. There 
are many resources on the Internet where you can access information about 
recruiters (for a fee), and then sort that information by industry and profession 
(technology, computer science, software development, and so on). This allows 
you to identify the recruiters who would be interested in a candidate with your 
qualifications. What’s more, because these campaigns are transmitted electroni-
cally, they are easy and inexpensive to produce.

  When working with recruiters, you must keep in mind that they do not work 
for you! Their clients are the hiring companies that pay their fees. They are not 
in business to “find a job” for you, but rather to fill a specific position with a 
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qualified candidate, either you or someone else. To maximize your chances of 
finding a position through a recruiter, don’t rely on just one or two, but dis-
tribute your resume to many who meet your specific criteria.

 7. Online resume postings. The Internet is swarming with reasonably priced (if 
not free) Web sites where you can post your resume. It’s quick, easy, and the 
only passive thing you can do in your search. All of the other marketing chan-
nels require action on your part. With online resume postings, once you’ve 
posted, you’re done. You then just wait (and hope!) for some response.

 8. Targeted e-mail and print campaigns to companies. Just as with campaigns 
to recruiters (see item 6), you must be extremely careful to select just the com-
panies that would be interested in a candidate with your qualifications. The 
closer you stick to “where you belong” in relation to your specific experience, 
the better your response rate will be.

 9. In-person “cold calls” to companies and recruiters. We consider this the 
least effective and most time-consuming marketing strategy for any job, includ-
ing technology positions. It is extremely difficult to just walk in the door and 
get in front of the right person or any person who can take hiring action. 
You’ll be much better off focusing your time and energy on other, more pro-
ductive channels.

WHAT ABOUT OPPORTUNITIES IN TECHNOLOGY CONSULTING AND 
CONTRACTING?
Although, of course, most people will have (and want) full-time jobs, there are 
now a wealth of opportunities for work as a technology consultant or contractor. 
According to the U.S. Bureau of Labor Statistics, the demand for consultants is 
strong and growing at an unprecedented rate. The government’s projections indi-
cate a 24 percent increase in the number of consulting opportunities between the 
years 2008 and 2018.

The term consultant or contractor generally refers to an individual who moves 
from one organization to another, from project to project, where his or her partic-
ular expertise is most needed and most highly rewarded (and compensated). More 
and more people in technology, telecommunications, and related occupations are 
flocking towards these types of working arrangements because of the tremendous 
flexibility they offer. And what a great phenomenon for companies! They can now 
hire the staff they need, when they need them, and only when they need them.

If you are seriously considering a consulting career, keep in mind that no matter 
your area of consulting expertise, one of your most vital functions as an indepen-
dent consultant will be to market yourself. Consider the computer systems opera-
tor who now wants to pursue a career in developing Web applications. Her suc-
cess as a consultant will not only be tied to her technology expertise but, just as 
significantly, to her ability to proactively market her consulting practice, establish 
her clientele, and build a strong revenue stream. If you’re not an astute marketer 
and not willing to invest the time and resources essential to market your consult-
ing practice, then consider joining an established consulting company where the 
firm itself will capture the clients and you’ll only be responsible for product and/
or service delivery.
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As part of your ongoing efforts to market your consulting practice, you’ll need 
to invest your time in targeted online and offline networking. Initially, you may 
devote an extraordinary amount of time to rekindling past business relationships 
and building new ones. In order to establish yourself within the consulting mar-
ketplace, you must commit yourself to a structured networking and relationship 
development program.

The income streams of consultants often vary widely from month to month. 
There will be good months where money will be flowing in, and there will be 
slow months where money may only trickle in. Established consultants know that 
this fluctuation is the norm and have learned to manage their money accordingly. 
Learning to manage your financial resources can be an extremely difficult lesson 
and may require some practice, but it is critical to your long-term consulting 
success.

Learning to “live with the risk” and the volatility of a consulting career can also be 
an extreme challenge. Unpredictability is the status quo for most consultants, so 
you must learn to live comfortably with that risk and not allow the stress associ-
ated with it to overtake your life and your mental health!

Before you proceed any further in evaluating your potential opportunities in con-
sulting, be sure to take advantage of the thousands of online resources devoted 
to consulting. If you do an extensive Internet search, you’ll find Web sites where 
you can search for consulting opportunities, sites where you can post your resume 
for review by companies seeking consultants, hundreds of sites with articles about 
consulting, other sites that offer the many tools you’ll need to manage your prac-
tice, and much more. Many of these resources are free; others have a small fee 
associated with them.

Give careful thought and consideration to the prospect of “contract” work. This 
rapidly emerging career track is becoming extremely prevalent in technology-
related professions. How great to be able to work on the projects that interest 
you and then move on to something else! There are definite benefits to consider 
as well as perceived negatives of “not having a permanent job.” However, in 
today’s transitory work culture, not having a permanent job is not such a negative! 
Working as a contractor or consultant allows you, not a company, to control your 
own career destiny.

Conclusion
Career opportunities abound within technology industries and professions today. 
What’s more, it has never been easier to learn about and apply for jobs. Arm 
yourself with a powerful resume and cover letter, identify your most appropriate 
marketing channels, and start your search today. You’re destined to reach the next 
rung on your career ladder.
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Resume Writing Strategies for 
Technology Professionals
If you’re reading this book, chances are you’ve decided to make 
a career move. It may be because

 • You’re graduating from college or technical school and are ready 
to launch your professional career.

 • You’ve just earned your graduate degree or advanced technical 
certification and are ready to make a step upward in your career.

 • You’re ready to leave your current position and move up the 
ladder to a higher-paying and more responsible position.

 • You’ve decided on a career change and will be looking at oppor-
tunities in mobile applications and other emerging technology 
sectors.

 • You’re unhappy with your current company or management 
team and have decided to pursue opportunities elsewhere.

 • You’ve been laid off or downsized, or otherwise lost your posi-
tion, and you must find a new one.

 • You’ve completed a contract assignment and are looking for a 
new “free-agent” job or perhaps a permanent position.

 • You’re relocating to a new area and need to find a new job.

 • You’re returning to the workforce after several years of unem-
ployment or retirement.

 • You’re simply ready for a change.

No matter the reason for your career transition, a powerful 
resume is an essential component of your search campaign. In fact, 
it is virtually impossible to conduct a search without a resume. It 
is your calling card that briefly, yet powerfully, communicates 
the skills, qualifications, experience, and value you bring to a pro-
spective employer. It is the document that will open doors and 

CHAPTER 1
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generate interviews. It is the first way people will learn about you when you for-
ward it in response to an advertisement, and it is the last thing they’ll remember 
when they’re reviewing your qualifications after an interview. 

Your resume is a sales document, and you are the product! You must identify the 
features (what you know and what you can do) and benefits (how you can help an 
employer) of that product, and then communicate them in a concise and hard-
hitting written presentation. Remind yourself over and over as you work your way 
through the resume process that you are writing marketing literature designed to 
sell a new product—you—into a new position.

Your resume can have tremendous power and a phenomenal impact on your job 
search. So don’t take it lightly. Rather, devote the time, energy, and resources that 
are essential to developing a resume that is well-written, visually attractive, and 
effective in communicating who you are and how you want to be perceived.

Resume Strategies
Following are the nine core strategies for writing effective and successful resumes.

RESUME STRATEGY #1: WRITE TO THE JOB YOU WANT

Now that you’ve decided to look for a new position, the very first step is to iden-
tify your career interests, goals, and objectives. This task is critical, because it is the 
underlying foundation for what you include in your resume, how you include it, 
and where you include it. You cannot write an effective resume without knowing, 
at least to some degree, what type or types of positions you will be seeking. 

There are two concepts to consider here:

 • Who you are: This relates to what you have done professionally and/or aca-
demically. Are you a programmer, network administrator, systems analyst, or 
telecommunications engineer? Are you a technology sales professional, field 
support specialist, or technical training manager? Are you a recent graduate 
from the DeVry Institute of Technology with a certificate in computer pro-
gramming? Who are you?

 • How you want to be perceived: This relates to your current career objectives. 
If you’re a computer analyst looking for a position in project management, 
don’t focus just on your technical qualifications. Put an equal emphasis on 
projects, personnel, schedules, team leadership, and more. If you’re a techni-
cal sales engineer interested in a product-management position, highlight your 
involvement in product development, product support, multidisciplinary team-
ing, and other skills related to the design, creation, commercialization, and 
launch of new products. 

The strategy, then, is to connect these two concepts by using the Who you are 
information that ties directly to the How you want to be perceived message to 
determine what information to include in your resume. By following this strategy, 
you’re painting a picture that allows a prospective employer to see you as you wish 
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to be seen—as an individual with the qualifications for the type of position you are 
pursuing.

WARNING: If you prepare a resume without first clearly identifying what your 
objectives are and how you want to be perceived, your resume will have no 
focus and no direction. Without the underlying knowledge of “This is what I 
want to be,” you do not know what to highlight in your resume. In turn, the 
document becomes an historical overview of your career and not the sales 
document it is designed to be.

RESUME STRATEGY #2: SELL IT TO ME… DON’T TELL IT TO ME

We’ve already established the fact that resume writing is sales. You are the prod-
uct, and you must create a document that powerfully communicates the value of 
that product. One particularly effective strategy for accomplishing this is the “Sell 
It to Me… Don’t Tell It to Me” strategy that impacts virtually every single word 
you write on your resume.

If you “tell it,” you are simply stating facts. If you “sell it,” you promote it, adver-
tise it, and draw attention to it. Look at the difference in impact between these 
examples:

Tell It Strategy: Assisted in development of company Web site and
e-commerce capability.

Sell It Strategy: Member of 8-person technology team credited with 
the design and implementation of company Web site and launch of 
e-commerce capability (now generating $2.1 million in annual product 
sales).

Tell It Strategy: Increased sales revenues within the Northeastern U.S. 
region.

Sell It Strategy: Delivered a 45% revenue increase and 22% gain in 
customer base while managing technology sales throughout the $8.4 
million Chicago sales territory.

Tell It Strategy: Improved systems performance, reliability, and func-
tionality.

Sell It Strategy: Reengineered all system hardware and software, 
implemented quality assurance standards, upgraded supporting business 
processes, and significantly improved overall IT performance, reliability, 
and functionality.
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What’s the difference between “telling it” and “selling it”? In a nutshell…

 Telling It Selling It                                                                     

Describes features. Describes benefits.

Tells what and how. Sells why the “what” and “how” are  
 important.

Details activities. Includes results.

Focuses on what you did. Details how what you did benefited  
 the company, department, team
 members, customers, and so on.

RESUME STRATEGY #3: USE KEYWORDS

No matter what you read or who you talk to about job search, the concept of 
keywords is sure to come up. Keywords (or, as they were previously known, buzz-
words) are words and phrases specific to a particular industry or profession. For 
example, keywords for technology include architecture, artificial intelligence, C++, 
functionality, hardware, Internet, software, systems analysis, technical training, user 
support, and many, many more.

When you use these words and phrases—in your resume, in your cover letter, or 
during an interview—you are communicating a very specific message. For example, 
when you include the words “software development” in your resume, your reader 
will most likely assume that you have experience in user needs analysis, software 
engineering, testing, prototype development, troubleshooting, hardware interface, 
and more. As you can see, people will make inferences about your skills based on 
the use of just one or two individual words.

Here are a few other examples:

 • When you use the words multimedia technology, people will assume you 
have experience with videoconferencing, teleconferencing, CD-ROM, graphic 
interfaces, Internet broadcasting, and more.

 • When you mention e-commerce, readers and listeners will infer that you have 
experience with the Internet, online technology, online advertising and promo-
tion, secure shopping carts, and more.

 • By referencing systems architecture in your resume, you convey that you have 
experience with hardware, software, systems configuration, systems migration, 
applications, functionality, systems performance, and more.

 • When you use the word network, most people will assume you are familiar 
with LAN and WAN technology, network protocols, network interfaces, net-
work administration, and the like.

Part I: Resume Writing, Strategy, and Formats
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Keywords are also an integral component of the resume scanning process, whereby 
companies and recruiters electronically search resumes for specific terms to find 
candidates with the skills, qualifications, and technical expertise for their particular 
hiring needs. In many instances, electronic scanning has replaced the more tradi-
tional method of an actual person reading your resume (at least initially). There-
fore, to some degree, the only thing that matters in this instance is that you have 
included the “right” keywords to match the company’s or the recruiter’s needs. 
Without them, you will most certainly be passed over.

Of course, in virtually every instance your resume will be read at some point by 
human eyes, so it’s not enough just to throw together a list of keywords and leave 
it at that. In fact, it’s not even necessary to include a separate “keyword sum-
mary” on your resume. A better strategy is to incorporate keywords naturally into 
the text within the appropriate sections of your resume. 

Keep in mind, too, that keywords are arbitrary; there is no defined set of key-
words for a Web site developer, network administrator, or any other profession. 
Employers searching to fill these positions develop a list of terms that reflect the 
specifics they desire in a qualified candidate. These might be a combination 
of technical skills, education, length of experience, and other easily defined quali-
fications, along with “soft skills,” such as leadership, problem solving, and 
communication. 

NOTE: Because of the complex and arbitrary nature of keyword selection, we 
cannot overemphasize how vital it is, especially in the technology industry 
where precise technical qualifications are often the primary hiring criteria, to be 
certain that all of the keywords that represent your experience and knowledge 
are included in your resume!

How can you be sure that you are including all the keywords and the right key-
words? Just by describing your work experience, projects, technical qualifications, 
and the like, you will naturally include most of the terms that are important in 
your field. To cross-check what you’ve written, review online job postings for 
positions that are of interest to you. Look at the precise terms used in the ads and 
be sure you have included them in your resume (as appropriate to your skills and 
qualifications). 

RESUME STRATEGY #4: USE THE “BIG” AND SAVE THE “LITTLE” 
When deciding what you want to include in your resume, try to focus on the 
“big” things—new products, new technologies, system enhancements, productivity 
and quality gains, major projects, major customers, improvements to functional-
ity, new applications, sales increases, profit improvements, and more. Give a good 
broad-based picture of what you did and how well you did it. Here’s an example:
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Managed a $12 million robotics development project in cooperation with 
the company’s largest retail customer. Orchestrated the entire project, from 
initial planning and design through prototype development and final 
customer delivery. Matrix-managed a 42-person development team.

Then, save the “little” stuff—the details—for the interview. With this strategy, you 
will accomplish two things: You’ll keep your resume readable and of a reasonable 
length (while still selling your achievements), and you’ll have new and interesting 
information to share during the interview, rather than merely repeating what is 
already on your resume. Using the above example, when discussing this experience 
during an interview, you could elaborate on the design process, your involvement 
with marketing, the specific technologies that were involved, and the long-term 
benefits of the system.

RESUME STRATEGY #5: MAKE YOUR RESUME “INTERVIEWABLE”
One of your greatest challenges is to make your resume a useful interview tool. 
Once you’ve passed the keyword scanning test and are contacted for a telephone 
or in-person interview with a real person, the resume becomes all-important in 
leading and prompting your interviewer during your conversation.

Your job, then, is to make sure the resume leads the reader where you want to go 
and presents just the right organization, content, and appearance to stimulate a 
productive discussion. To improve the “interviewability” of your resume, consider 
these tactics:

 • Make good use of Resume Strategy #4 (Use the “Big” and Save the “Little”) 
to invite further discussion about your experiences.

 • Be sure your greatest “selling points” are featured prominently, not buried 
within the resume.

 • Conversely, don’t devote lots of space and attention to areas of your back-
ground that are irrelevant or about which you feel less than positive; you’ll 
only invite questions about things you really don’t want to discuss.

 • Make sure your resume is highly readable—this means plenty of white space, 
an adequate font size, and a logical flow from start to finish.

RESUME STRATEGY #6: ELIMINATE CONFUSION WITH STRUCTURE AND 
CONTEXT

Keep in mind that your resume will be read very quickly by hiring authorities! You 
may agonize over every word and spend hours working on content and design, 
but the average reader will skim quickly through your masterpiece and expect to 
pick up important facts in just a few seconds. Try to make it as easy as possible for 
readers to grasp the essential facts:

 • Be consistent. For example, put job titles, company names, and dates in the 
same place for each position.

Part I: Resume Writing, Strategy, and Formats
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 • Make information easy to find by clearly defining different sections of your 
resume with large, highly visible headings.

 • Define the context in which you worked (for example, the company, your 
department, the specific challenges you faced) before you start describing your 
activities and accomplishments.

RESUME STRATEGY #7: USE FUNCTION TO DEMONSTRATE ACHIEVEMENT

When you write a resume that focuses only on your job functions, it can be dry 
and uninteresting and will say very little about your unique activities and contribu-
tions. Consider the following example:

Responsible for the development and administration of all database 
functions for the company.

Now, consider using that same function to demonstrate achievement and see what 
happens to the tone and energy of the sentence. It becomes alive and clearly com-
municates that you deliver results.

Reengineered the corporation’s database systems, introduced new 
applications, and improved user satisfaction by 18%.

Try to translate your functions into achievements and you’ll create a more power-
ful resume presentation.

RESUME STRATEGY #8: REMAIN IN THE REALM OF REALITY

We’ve already established that resume writing is sales. So, as any good salesperson 
would, you might feel somewhat inclined to stretch the truth just a bit. However, 
be forewarned that you must stay within the realm of reality. Do not push your 
skills and qualifications outside the bounds of what is truthful. You never want to 
be in a position where you have to defend something that you’ve written on your 
resume. If that’s the case, you’ll lose the opportunity before you ever get started.

RESUME STRATEGY #9: BE CONFIDENT

You are unique. There is only one individual with the specific combination of 
employment experience, technical qualifications, achievements, and educational 
credentials that you have. In turn, this positions you as a unique commodity with-
in the competitive job search market. To succeed, you must prepare a resume that 
is written to sell you and to highlight your qualifications and your success. If you 
can accomplish this, you will have won the job search game by generating interest, 
interviews, and offers.
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There Are No Resume Writing Rules
One of the greatest challenges in resume writing is that there are no rules to the 
game. There are certain expectations about information that you will include: 
principally, your employment history and your educational qualifications. Beyond 
that, what you include is entirely dependent upon you and what you have done in 
your career. What’s more, you have tremendous flexibility in determining how to 
include the information you have selected. In chapter 2, you’ll find a complete list-
ing of each possible category you might include in your resume, the type of infor-
mation in each category, preferred formats for presentation, and sample text you 
can edit and use.

Although there are no rules, there are a few standards to live by as you write your 
resume. The following sections discuss these standards in detail.

CONTENT STANDARDS

Content is, of course, the text that goes into your resume. Content standards 
relate to the writing style you should use, items you should be sure to include, 
items you should avoid including, and the order and format in which you list 
your qualifications.

Writing Style

Always write in the first person, dropping the word “I” from the front of each sen-
tence. This style gives your resume a more aggressive and more professional tone 
than the passive third-person voice. Here are some examples:

First Person

Manage 12-person team in the design and market commercialization of 
next-generation SAP technology.

Third Person

Mr. Jones manages a team of 12 in the design and market commercial-
ization of next-generation SAP technology.

By using the first-person voice, you are assuming “ownership” of that statement. 
You did such-and-such. When you use the third-person, “someone else” did it. 
Can you see the difference?

Stay Away From…

Try not to use phrases such as “responsible for” or “duties included.” These words 
create a passive tone and style. Instead, use active verbs to describe what you did.

Compare these two ways of conveying the same information:

Part I: Resume Writing, Strategy, and Formats
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Duties included the development, implementation, and marketing of an 
innovative intranet system offering a secure portal with centralized access 
to records, test results, and medical information. Responsible for training 
and customer-service staff, vendor-employed network engineers, and Web 
developers. Also responsible for $1.3 million operating budget. 

Managed the development, implementation, and marketing of an inno-
vative Intranet system offering a secure portal with centralized access to 
records, test results, and medical information. Supervised training and 
customer-service staff. Directed the activities of vendor-employed network 
engineers and Web developers. Developed and administered $1.3 million 
operating budget. 

Resume Style

The traditional chronological resume lists work experience in reverse-
chronological order (starting with your current or most recent position). 
The functional style de-emphasizes the “where” and “when” of your career 
and instead groups similar experiences, talents, and qualifications regardless of 
when they occurred.

Today, however, most resumes follow neither a strictly chronological nor strictly 
functional format; rather, they are an effective mixture of the two styles, usually 
known as a “combination” or “hybrid.”

Like the chronological resume, the hybrid includes specifics about where you 
worked, when you worked there, and what your job titles were. Like a functional 
resume, a hybrid emphasizes your most relevant qualifications—perhaps within 
chronological job descriptions, in an expanded summary section, in several “career 
highlights” bullet points at the top of your resume, or in project summaries. Most 
of the examples in this book are hybrids and show a wide diversity 
of organizational styles you can use as inspiration for your own resume.

Resume Format

Resumes, principally career summaries and job descriptions, are most often writ-
ten in a paragraph format, a bulleted format, or a combination of both. Following 
are three job descriptions, all very similar in content, yet presented in each of the 
three different formats. The advantages and disadvantages of each format are also 
addressed.

Paragraph Format

Team Leader—Client/Server Implementation Project 2007 to 2010

VERIZON, Baltimore, Maryland

Co-led $950 million investment to develop client/server order-entry system 
to service operations in 50 locations throughout 6 northeastern states and 
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support 1,600 users processing 140,000 orders per year ($32 billion in 
revenue). Directed a staff of 73. Wrote and presented the business case 
for $7.9 million in board-approved funding.

Planned and orchestrated a successful technology development and imple-
mentation project, achieving all performance goals and objectives and 
delivering the project on time and within budget. Most notably, increased 
billing accuracy from 80% to 91% and coordinated integration of $1.2 
million of capital equipment into existing data center. Delivered major cost 
reductions including 66% savings in development of technical specifica-
tions (through competitive RFP and subsequent negotiation of offshore 
development contract) and 15-person reduction in client staffing expense.

Advantages:

Requires the least amount of space on the page. Brief, succinct, and to the point.

Disadvantages: 

Achievements get lost in the text of the second paragraph. They are not visually 
distinctive, nor do they stand alone to draw attention to them.

Bulleted List Format

Team Leader—Client/Server Implementation Project 2007 to 2010

VERIZON, Baltimore, Maryland
 • Co-led $950 million investment to develop client/server order-entry 

system to service operations in 50 locations throughout 6 north-
eastern states and support 1,600 users processing 140,000 orders 
per year ($32 billion in revenue). Directed a staff of 73.

 • Wrote and presented a business case for $7.9 million in board-
approved funding.

 • Planned and orchestrated a successful technology development and 
implementation project, achieving all performance goals and objec-
tives and delivering the project on time and within budget. Most 
notably, increased billing accuracy from 80% to 91%.

 • Coordinated integration of $1.2 million of capital equipment into 
existing data center.

 • Delivered major cost reductions including 66% savings in develop-
ment of technical specifications (through competitive RFP and subse-
quent negotiation of offshore development contract) and 15-person 
reduction in client staffing expense.

Part I: Resume Writing, Strategy, and Formats

12

(continued)

01 J8114 Exp Com CH01 3.indd   1201 J8114 Exp Com CH01 3.indd   12 11/22/10   8:06:32 AM11/22/10   8:06:32 AM



13

Chapter 1: Resume Writing Strategies for Technology Professionals

Advantages:

Quick and easy to peruse. 

Disadvantages: 

Responsibilities and achievements are lumped together with everything of equal 
value. In turn, the achievements get lost further down the list and are not immedi-
ately recognizable. 

Combination Format

Team Leader—Client/Server Implementation Project 2007 to 2010

VERIZON, Baltimore, Maryland

Co-led $950 million investment to develop client/server order-entry system 
to service operations in 50 locations throughout 6 northeastern states and 
support 1,600 users processing 140,000 orders per year ($32 billion in 
revenue). Directed a staff of 73.

 • Wrote and presented a business case for $7.9 million in board-
approved funding.

 • Planned and orchestrated a successful technology development and 
implementation project, achieving all performance goals and objec-
tives and delivering project on-time and within budget. Most notably, 
increased billing accuracy from 80% to 91%.

 • Coordinated integration of $1.2 million of capital equipment into 
existing data center.

 • Delivered major cost reductions including 66% savings in develop-
ment of technical specifications (through competitive RFP and subse-
quent negotiation of offshore development contract) and 15-person 
reduction in client staffing expense.

Advantages:

Our recommended format. Clearly presents overall responsibilities in the introduc-
tory paragraph and then accentuates each achievement as a separate bullet.

Disadvantages: 

If you don’t have clearly identifiable accomplishments, this format is not effective. 
It also may shine a glaring light on the positions where your accomplishments 
were less notable. 
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E-mail Address and URL

Be sure to include your e-mail address prominently at the top of your resume. 
E-mail is one of the most preferred methods of communication in job search, par-
ticularly within the technology industry.

We advise against using your employer’s e-mail address on your resume. Not only 
does this present a negative impression to future employers, it will become useless 
once you make your next career move. Instead, obtain a private e-mail address that 
will be yours permanently. A free e-mail address from a provider such as Yahoo!, 
Hotmail, or Gmail is perfectly acceptable to use on your resume.

In addition to your e-mail address, if you have an online portfolio, online profile, 
or other site that shares additional information about yourself and your career, be 
sure to display the URL at the top of your resume. For more information on Web 
resumes, refer to chapter 3.

PRESENTATION STANDARDS

Presentation is the way your resume looks. It refers to the fonts you use, the paper 
you print it on, any graphics you might include, and how many pages your resume 
should be.

Font

Use a font (typestyle) that is clean, conservative, and easy to read. Stay away from 
anything that is too fancy, glitzy, curly, and the like. Here are a few recommended 
fonts: 

Part I: Resume Writing, Strategy, and Formats
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Although it is extremely popular, Times New Roman is our least preferred font 
simply because it is overused. More than 90 percent of the resumes we see are 
typed in Times New Roman. Your goal is to create a competitive, distinctive docu-
ment, and, to achieve that, we recommend an alternative font.
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Your choice of font should be dictated by the content, format, and length of your 
resume. Some fonts look better than others at smaller or larger sizes; some have 
“bolder” boldface type; some require more white space to make them readable. 
Once you’ve written your resume, experiment with a few different fonts to see 
which one best enhances your document.

Type Size

Readability is everything! If the type size is too small, your resume will be difficult 
to read and difficult to skim for essential information. Interestingly, a too-large 
type size, particularly for senior-level professionals, can also give a negative impres-
sion by conveying a juvenile or unprofessional image. 

As a general rule, select type from 10 to 12 points in size. However, there’s no 
hard-and-fast rule, and a lot depends on the font you choose. Take a look at the 
following examples:

Very readable in 9-point Verdana:

Difficult to read in too-small 9-point Gill Sans MT:

Concise and readable in 12-point Times New Roman:

A bit overwhelming in too-large 12-point Bookman Old Style:

15
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Type Enhancements

Bold, italics, underlining, and CAPITALIZATION are ideal to highlight certain 
words, phrases, achievements, projects, numbers, and other information you want 
to draw special attention to. However, do not overuse these enhancements. If 
your resume becomes too cluttered, nothing stands out.

NOTE: Resumes intended for electronic transmission and computer scanning 
have specific restrictions on font, type size, and type enhancements. We discuss 
these details in chapter 3.

Page Length

A one- or two-page resume is preferred. Use three or more pages only in a par-
ticularly unusual circumstance. For instance, if you’re an experienced CIO with 
a 25-year career and a host of major accomplishments in every position, don’t 
shortchange yourself by insisting on a two-page resume. If you’re a free agent with 
many diverse projects under your belt, a longer resume that includes just about 
all of your projects could give you a competitive edge over other, less-experienced 
freelancers.

If you must create a resume that’s longer than two pages, consider making it more 
reader-friendly by segmenting the information into separate components. For in-
stance, you might summarize your project-management experience on page 1 of 
the resume, and then create an addendum that provides more detail about each 
project. Or you could write an all-encompassing technical summary, and then 
detail a long list of specific technologies on a separate page.

Paper Color

Be conservative. White, ivory, and light gray are ideal. Other “flashier” colors are 
inappropriate for individuals in the technology industry.

Graphics and Color

An attractive, relevant graphic can really enhance your technical resume. When 
you look through the sample resumes in chapters 4 through 10, you’ll see some 
excellent examples of the effective use of graphics to enhance the visual presenta-
tion of a resume. Just be sure not to get carried away… be tasteful and relatively 
conservative.

Similarly, do feel free to use color in your resume. Just be certain that it is tasteful 
and does not detract from readability. We recommend that you use color for bor-
ders and graphics, but not for text. You want to be certain that all of the text on 
your resume can be clearly read on-screen and when printed, and color can some-
times compromise readability.

White Space 

We’ll say it again—readability is everything! If people have to struggle to read your 
resume, they simply won’t make the effort. Therefore, be sure to leave plenty of 
white space. It really does make a difference.

Part I: Resume Writing, Strategy, and Formats
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ACCURACY AND PERFECTION

The final step, and one of the most critical in resume writing, is the proofreading 
stage. It is essential that your resume be well written; visually pleasing; and free 
of any errors, typographical mistakes, misspellings, and the like. We recommend 
that you carefully proofread your resume a minimum of three times, and then have 
two or three other people also proofread it. Consider your resume an example of 
the quality of work you will produce on a company’s behalf. Is your work product 
going to have errors and inconsistencies? If your resume does, it communicates to 
a prospective employer that you are careless, and this is the “kiss of death” in a job 
search.

Take the time to make sure that your resume is perfect in all the little details that 
do, in fact, make a big difference to those who read it.

17
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CHAPTER 2

Writing Your Resume
For many technology professionals, resume writing is not at the top 
of the list of fun and exciting activities! How can it compare to solv-
ing a programming bug, developing a new technology, advancing a 
mobile application, cracking a longstanding systems malfunction, or 
launching a global systems upgrade? In your perception, we’re sure 
that it cannot.

However, resume writing can be an enjoyable and rewarding task. 
Once your resume is complete, you can look at it proudly, remind-
ing yourself of all that you have achieved. It is a snapshot of your 
career and your success. When it’s complete, we guarantee you’ll 
look back with tremendous self-satisfaction as you launch and suc-
cessfully manage your job search.

The very first step in finding a new position or advancing your 
career, resume writing can be the most daunting of all tasks in your 
job search. For most of you in technology, writing may not be 
your primary skill. In fact, writing is a right-brain skill, the exact 
opposite of what you do when you use your left brain to develop 
theories, analyze, synthesize, extrapolate, plan a process, or handle a 
variety of other functions related to the technology industry. 

Therefore, to make the writing process easier, more finite, and more 
“analytical,” we’ve consolidated it into six discrete sections.

 • Contact Information. This data uniquely identifies you and 
provides the end user of your resume (the hiring manager) a 
means of access.

 • Career Summary. Think of your Career Summary as the archi-
tecture of your resume. It is the accumulation of everything that 
allows the system (you) to work. It is the backbone, the founda-
tion, of your resume.

 • Technical Qualifications. Your technical qualifications are 
equivalent to the functionality, the underlying foundation of 
the system and of your career. This section is a consolidated yet 
comprehensive summary of your specific technical qualifications 
and expertise. 
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 • Professional Experience. Professional Experience is much like the software 
and applications of your system. It shows how you put all of your capabilities 
to work… in ways that benefit “users” (employers).

 • Education, Credentials, and Certifications. Think of this section as the sys-
tem specifications, the specific qualifications of the system and of your career.

 • The “Extras” (Professional Affiliations, Civic Affiliations, Publications, Public 
Speaking, Honors and Awards, Personal Information, and so on). These are 
the bits and bytes of your resume, the “extra stuff” that helps distinguish you 
from others with similar technical qualifications.

Step-by-Step: Writing the Perfect Resume
In the preceding section, we outlined the six resume sections. Now, we’ll detail 
the particulars of each section—what to include, where to include it, and how to 
include it.

CONTACT INFORMATION

Let’s briefly address the very top section of your resume: your name and contact 
information.

Name

You’d think this would be the easiest part of writing your resume… writing your 
name! But there are several factors you should consider:

 • Although most people choose to use their full, formal name at the top of a 
resume, it has become increasingly more acceptable to use the name by which 
you prefer to be called. 

 • Bear in mind that it’s to your advantage to have readers feel comfortable call-
ing you for an interview. Their comfort level may decrease if your name is 
gender-neutral, difficult to pronounce, or very unusual; they don’t know who 
they’re calling (a man or a woman) or how to ask for you. Here are a few ways 
you can make it easier for them:

Lynn T. Cowles (Mr.)

(Ms.) Michael Murray

Tzirina (Irene) Kahn

Ndege “Nick” Vernon

Address

You should always include your home address on your resume. If you use a post 
office box for mail, include both your mailing address and your physical residence 
address. However, if you upload your resume to an online site, it’s a good practice 
to remove the address, leaving just your e-mail address and phone number as con-
tact information.
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Telephone Number(s)

We recommend that you include just one phone number on your resume—the 
number where you can be reached most readily and where callers can leave a 
voice mail message for a speedy return call. For many people, this number is a cell 
phone number; for others, it is a home number.

In certain cases, you should include more than one number on your resume. If 
cell coverage is spotty or you are often unable to take calls on your cell phone, 
include your home number as well as your cell number. Be sure to have a brief, 
professional-sounding voice mail greeting for all phone numbers that appear on 
your resume and to regularly monitor your messages.

E-mail Address

Always include your e-mail address on your resume. E-mail is now often the pre-
ferred method of communication in job searches, particularly in the early stages of 
each contact. Do not use your employer’s e-mail address, even if you access e-mail 
through your work computer. Instead, obtain a free, accessible-anywhere address 
from a provider such as Yahoo!, Hotmail, or Gmail.

As you look through the samples in this book, you’ll see how resume writers have 
arranged the many bits of contact information at the top of a resume. You can use 
these as models for presenting your own information. The point is to make it as 
easy as possible for employers to contact you! 

Now, let’s get into the nitty-gritty of the core content sections of your resume.

CAREER SUMMARY

The Career Summary is the section at the top of your resume that summarizes and 
highlights your knowledge and expertise.

You might be thinking, “But shouldn’t my resume start with an Objective?” 
Although many job seekers still use Objective statements, we believe that a Career 
Summary is a much more powerful introduction. The problem with Objectives is 
that they are either too specific (limiting you to a “Flash Developer position” or 
too vague (doesn’t everyone want a challenging opportunity with a progressive 
organization offering the opportunity for growth and advancement?). In addition, 
Objectives can be read as self-serving, because they describe what you want rather 
than suggesting what you have to offer an employer.

In contrast, an effective Career Summary allows you to position yourself as you 
wish to be perceived and immediately “paint a picture” of yourself that supports 
your current career goals. It is critical that this section focus on the specific skills, 
qualifications, and achievements of your career that are related to your current 
objectives. Your summary is not a historical overview of your career. Rather, it is 
a concise, well-written, and sharp presentation of information designed to sell you 
into your next position. 
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This section can have various titles, such as the following:

Career Achievements  Management Profile
Career Highlights  Professional Qualifications
Career Summary  Professional Summary 
Career Synopsis   Profile
Executive Profile   Summary 
Expertise    Summary of Achievement
Highlights of Experience  Summary of Qualifications 

Or, as you will see in the first sample format (Headline Format), your summary 
does not have to have any title at all.

Here are five sample Career Summaries. Consider using one of these as the tem-
plate for developing your Career Summary, or use them as the foundation to cre-
ate your own presentation. You will also find some type of Career Summary in just 
about every resume included in this book. 

Headline Format

SENIOR INFORMATION TECHNOLOGY EXECUTIVE

Information Systems / Telecommunications / Web / Voice & Data

Harvard MBA—Specialization in Information Systems and Technologies

Paragraph Format

PROFILE Highly skilled and experienced 
 Database Developer / Technical 
 Project Lead with a track record of 
 managing on-time, on-budget projects 
 that deliver substantial business 
 benefits. Solid business background 
 and innate understanding of how 
 technology systems impact business 
 processes. Known for ability to 
 rapidly assess business needs and 
 quick-start technology solutions.
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Core Competencies Summary Format
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Bulleted List Format

PROFESSIONAL QUALIFICATIONS

 • Business analyst with a track record of translating business require-
ments into technical specifications for projects executed on target, on 
time, and within budget.

 • Particular skill in facilitating interactive cooperation, consensus, col-
laboration, and commitment with stakeholders, business users, and 
team members.

 • Diverse industry expertise that includes banking, education, financial 
trading, consumer market research, e-commerce, retail markets, insur-
ance, and commercial software.

 • Advanced-level knowledge of development methodologies—Waterfall, 
Spiral, Scrum, Extreme Programming—and processes—Software 
Development Life Cycle (SDLC) and Rational Unified Process (RUP).
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Category Format

CAREER HIGHLIGHTS

Experience: 12 years in IT Systems Design, Analysis,    
 Programming & Operations

Education: MS—Information Technology—University 
 of California

 BS—Computer Operations—California Institute 
 of Technology

Publications: “Enhancing Systems Functionality,” AITP Annual 
 Journal, 2010

 “Power In Performance,” Computing Weekly, 2008

Awards: Technologist of the Year, Dell Corporation, 2010

 Product Design Award, Dell Corporation, 2008

 Recognition of Outstanding Project 
 Leadership, Dell Corporation, 2007

TECHNICAL QUALIFICATIONS

The Technical Qualifications section is a vital component of just about every tech-
nology professional’s resume. It is here that you will summarize all of your techni-
cal skills and qualifications to clearly demonstrate the value and knowledge you 
bring to an organization.

There are instances, however, for which a Technical Qualifications section may not 
be appropriate. These may include the following: 

 • Senior technology executives (CIO, CTO, CKO, MIS Director, VP of 
Information Technology)

 • Technology sales and marketing professionals

 • Technology support professionals

For these individuals, technical qualifications are not the focus of the resume, 
although their technical experience is vital. For senior executives, the resume 
should focus on organizational development and leadership, financial and opera-
tional achievements, and other general management functions and achievements. 
For sales and marketing professionals, the resume should highlight performance, 

Part I: Resume Writing, Strategy, and Formats
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numbers, and revenue/market growth. For support professionals, the emphasis is 
on customer relationship management, troubleshooting, and problem solving. 

For all of the rest of you who will include this section in your resume, here are five 
samples of Technical Qualifications that you can use as a model. More inspiration 
can be found in the sample resumes in chapters 4 through 10. 

Technical Skills Summary Format

TECHNICAL PROFILE

Requirements Management Rational Requisite Pro and
    Telelogic DOORS

Database & Reporting Access, Oracle, SQL, Sybase,
  and MicroStrategy

Languages MySQL, DHTML/HTML, JavaScript

E-commerce IBM WebSphere Administrator,
  Web site integration with 
  richrelevance, bazaarvoice
  Mercado, ForeSee, and 
  Omniture

Quality Assurance Rational ClearQuest and 
  Hewlett-Packard Quality 
  Center

Double-Column Bullet Format

TECHNOLOGY PROFILE:

Programmer / Systems Analyst / Project Manager with expert 
qualifications in

 • Systems specification, design &  • Multimedia & videoconferencing 
analysis  systems

 • Voice & data communications • Internet & intranet solutions

 • Data systems engineering &  • C++ programming, HTML & Flash 
integration  coding

 • Application architecture &  • Project planning & team leadership
deployment
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Multiple-Column List Format

PROJECT SUMMARY

Range of Applications Developed

Part I: Resume Writing, Strategy, and Formats

Partial List of Clients

 • Product Evaluation

 • Quality Assurance

 • Defect Tracking

 • Clinical Testing

 • Notification Reporting

 • Component Catalog

 • Production 
Scheduling

 • Vendor/Contract 
Management

 • Timesheet/Expense 
Accounting

 • Facilities Relocation

 • Lead Generation/
Tracking

 • Market Segment 
Tracking

 • Rates and Booking

 • Employee Skills 
Inventory

 • Training/
Certification 
Tracking

 • Kraft

 • UPS

 • ConAgra

 • Solo Cup Corporation

 • Motorola

 • Baxter International

 • McGraw-Hill

 • Sara Lee Corporation

 • Nalco

 • Northwestern 
Hospital

 • Abbott Laboratories

 • Hewitt Associates

 • University of Illinois

 • DePaul University

 • State of Illinois

Combination Technical Qualifications/Education Format

TECHNICAL EXPERTISE & EDUCATION

Technical Knowledge: Comprehensive know-how of frameworks, 
project methodologies, and development tools including C#, .Net, Web 
services, WCF, Oasis WS, and SQL2008 • e-business multitiered hard-
ware and software • requirements gathering and functional specifications 
• performance and capacity planning • security threat modeling

Project Skills: Project planning • project management • Waterfall & 
Agile methodologies • SDLC & SDL integration

Education: B.S. program in physics, Wayne State University, Detroit, MI

Completed 172 out of 180 credit hours

Certifications: CISSP, CISSP-ISSAP, CSSLP • Certified BizTalk/MCAD/
MCSD.net
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Combination Career Summary/Technical Skills Summary Format

— TECHNOLOGY PROFILE —

Visionary IT leader, inventor, and network security expert with 18 years of 
experience developing software, architecting systems, and implementing 
very large-scale projects. Awarded 2 spam-filtering patents while manag-
ing technical operations for Gmail. Consistently demonstrated ability to 
accomplish more with less by making optimal use of existing staff and 
resources. Technical expertise includes

Databases: Oracle (10g, 9i), DB2, MS SQL Server, MySQL

Operating Systems: Solaris, HP-UX, AIX, Windows XP, RedHat Linux 
(and other distributions), Ubuntu

Packaged Software: Business Objects, Oracle tools, BEA Tuxedo, 
BEA WebLogic, Symantec i3, Wily Introscope, Quest TOAD, Quest STAT, 
Oracle PeopleSoft CRM/Financials and related PeopleSoft tools, IBM 
WebSphere, EMC Patrol, Mercury

Languages/Frameworks: SQL, PL/SQL, PeopleTools, UNIX shell 
scripting, PHP, CakePHP, Symfony, PERL, JavaScript, HTML, Java, 
.NET, C#, C++, XML, BPEL, Ruby on Rails, Ant, Python, Apache, JBoss, 
Hibernate, JDeveloper, Eclipse

PROFESSIONAL EXPERIENCE

The Professional Experience section is the meat of your resume—the “software 
and applications,” as we discussed before. It’s what gives your resume substance, 
meaning, and depth. It is also the section that will take you the longest to write. 
If you’ve had the same position for 10 years, how can you consolidate all that you 
have done into one short section? If, on the opposite end of the spectrum, you 
have had your current position for only 11 months, how can you make it seem 
substantial and noteworthy? And, for all of you whose experience is in between, 
what do you include?

These are not easy questions to answer. In fact, the most truthful response to each 
question is, “it depends.” It depends on you, your experience, your achievements 
and successes, and your current career objectives.

Here are five samples of Professional Experience sections. Review how each indi-
vidual’s unique background is organized and emphasized, and consider your own 
background when using one of these as the template or foundation for developing 
your Professional Experience section.

27
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Achievement Format

Emphasizes each position, overall scope of responsibility, and resulting achieve-
ments.

PROFESSIONAL EXPERIENCE

ABC TECHNOLOGY INTERNATIONAL, INC., Tokyo, Japan

Board Member / Senior Consultant (2009 to Present)

President & Chief Executive Officer (2007 to 2009)

Recruited by corporate joint-venture partners to launch the start-up of a 
new technology company to market remote radar systems technology 
and imagery worldwide. Given full leadership, negotiating, and decision-
making responsibility for creating a strategic business plan, negotiating 
complex government approvals and funding, developing market vision 
and tactical business development plans, staffing, establishing a global 
distributor network, and building an operating infrastructure.

 • Created and commercialized Japan’s first radar satellite company 
(replacing less reliable optical/solar technology), requiring a massive 
initiative to educate the marketplace in the functionality of this pio-
neering technology. Far exceeded the financial, technological, and 
operational objectives of investors, the Japanese government, and the 
industry.

 • Devoted five years to obtaining government funding ($600 million), 
negotiating sales and distribution rights, establishing business opera-
tions, and developing advanced technologies. 

 • Launched operations in 2007 and achieved profitability by end of 
first year. Built sales to $25 million with a staff of 150. Major clients 
included Georgia Pacific, BP, Lockheed Martin, Canadian Coast 
Guard, and Swedish and Norwegian governments. Won business in 
Indonesia, Singapore, and Colombia.

 • Structured and negotiated a second round of government financing 
($250 million) to fund the development of a second satellite system. 
Spurred further growth and expansion throughout new markets.

EXCEL TECHNOLOGIES, Washington, DC

Vice President—Marketing (2003 to 2007)

Recruited to provide executive marketing and business-development 
leadership for an innovative RCA / Sony joint venture to commercialize 
satellite remote-sensing technology from government to the private sector. 
Created the entire marketing organization, established a “for-profit” busi-
ness culture, and recruited talented sales professionals.

Part I: Resume Writing, Strategy, and Formats
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 • Established a worldwide sales and marketing division and built rev-
enues to $22 million. Delivered phenomenal growth in international 
markets (60% of total company sales). Negotiated profitable sales in 
China, Germany, UK, Spain, Israel, Japan, and Brazil. 

 • Personally structured and negotiated marketing agreements, part-
nerships, and alliances with foreign governments, international sales 
agents, and product/technology development firms worldwide.

 • Built in-house software and applications development group to elim-
inate reliance on third-party vendors.

 • Reduced workforce from 300 to 150, recruited 70+ professional 
staff, introduced field sales automation, and restructured field sales 
teams. Rationalized and balanced technology offerings.

Challenge, Action, and Results (CAR) Format

Emphasizes the challenge of each position, the action you took, and the results 
you delivered.

PROFESSIONAL EXPERIENCE

Director of Networking & Telecommunications (2006 to Present)

Telecommunications Project Manager (2005 to 2006)

Telecommunications Engineer (2002 to 2005)

PACBELL TECHNOLOGY SERVICES CORPORATION, Los Angeles, California

Challenge: To transition an antiquated 
 organization into a state-of-the-
 art telecommunications organization 
 to support PTSC’s rapid market 
 growth and services expansion. 
 Working to position the company as 
 one of the top 5 players in the 
 global technology market.

Action: Built an entirely new 
 telecommunications organization 
 with new architecture, hardware, 
 software, and network protocols. 
 Restaffed with experienced 
 telecommunications operators, 
 engineers, and project managers. 
 Full P&L responsibility.
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Results:

 • Orchestrated the selection and implementation of a T1 backbone to 
support the implementation of a global telecommunications network. 
Invested more than $2.8 million to build one of the nation’s most 
sophisticated networks.

 • Achieved/surpassed all corporate objectives for system performance, 
functionality, reliability, and quality. Earned top rankings from inter-
nal and external audit teams evaluating the corporation’s technologi-
cal competencies.

 • Dramatically increased user/customer responsiveness and satisfac-
tion. Closed 2010 with less than .2% customer complaints and a bet-
ter than 98.7% customer retention rate.

 • Partnered with HP, IBM, and Dell to integrate their systems architec-
ture with proprietary networks and network protocols.

 • Contributed to a more than 125% increase in annual gross sales and 
a 150%+ increase in bottom-line profitability.

Functional Format

Emphasizes the functional areas of responsibility within the job and associated 
achievements.

TECHNOLOGY MANAGEMENT & LEADERSHIP EXPERIENCE

HEAD OF ENTERPRISE IT SERVICES, The Hyland Insurance Group, 
Worcester, MA (2008 to present)

Develop IT strategy to promote long-term business growth and align pro-
cesses/systems with business needs. Direct cross-functional team with up to 
55 employees and manage $15 million budget. Report to CTO.

Performance Milestones

 • Technology Planning & Direction: Formulated a comprehen-
sive IT strategy and introduced a $20 million, 3-year roadmap to 
align emerging technologies with long-range business objectives.

 • Profitability Enhancement: Decreased project management and 
process methodology costs 40% by eliminating process overhead and 
integrating iterative software development practices.

 • Cost Reduction: Eliminated approximately $5 million in system 
maintenance costs and reduced lost productivity by restructuring more 
than 33,000 database applications, reports, and reporting tools.

Part I: Resume Writing, Strategy, and Formats

(continued)

02 J8114 Exp Com CH02 3.indd   3002 J8114 Exp Com CH02 3.indd   30 11/22/10   8:07:11 AM11/22/10   8:07:11 AM



 • Process Improvement: Increased work productivity 30% and 
generated $2 million in annual savings by partnering with offshore 
company for application development services.

 • Standard Policies & Procedures: Instituted standard policies/
procedures and streamlined selection processes for reporting tools 
that helped company avoid $700,000 in annual costs.

DIRECTOR ARCHITECTURE & STRATEGY, The Bell Insurance 
Group, Hartford, CT (2006 to 2008)

Selected as one of top 100 executives to serve on company’s business 
strategy group. Tasked with application and information infrastructure 
evaluations and enterprise IT strategy development. Reported to the CIO 
and business unit COO.

Performance Milestones

 • Capacity Planning: Assembled and chaired an Enterprise IT 
governance program that decreased IT development costs 15% and 
eliminated redundant capabilities in just 8 months.

 • Cost Reduction: Slashed application development costs 40% by 
pioneering cosourcing and offshore outsourcing strategies.

 • IT Direction & Initiatives: Secured $10 million in technology 
funds to formulate a 3-year business strategy program for the 
company. Devised a 5-year, $40 million strategic IT roadmap and 
execution plan.
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Consulting and Project Format

Emphasizes clients and project highlights.

PROJECT HIGHLIGHTS

DEVELOPER: Maxx Data Applications

CLIENT: Value Enhancement Services, Inc., June 2009–Present

PROJECT:

 • Prepare system and design requirements for the Maxx system.

 • Write specifications and database definitions.
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 • Work with development team and end users to complete system 
development.

 • Continue to modify and enhance the system.

PLATFORMS:

 • Microsoft Access XP, VBA, ADO, SQL Server

 • Microsoft Excel XP, UML Use Case Studies, UML Use Case Diagrams

BENEFITS:

 • System helps clients recover “lost” money by identifying oversights, 
overpayments, and missed opportunities following an expense audit 
conducted by Value Enhancement.

 • On the first project following implementation, slashed audit time in 
half—from 3 months to 6 weeks—and doubled recovered funds, 
thereby doubling revenue to the firm.

DEVELOPER: Microsoft Access Database 

CLIENT: City of Plano, Texas, May 2006–June 2009

PROJECT:

 • Stepped in on short notice to identify enhancement requirements and 
then define, specify, and complete enhancements to the Construx 
project-management system.

PLATFORMS: MS Access XP, VBA, MS Excel XP

BENEFITS:

 • Responded to client urgency to complete system modification within a 
rapid timeframe…completed using only 23 of the 40 hours allocated.

Part I: Resume Writing, Strategy, and Formats
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Technology Skills Format

Emphasizes technological expertise and notable projects/achievements.

—PROFESSIONAL EXPERIENCE—

HONEYWELL IAC 2008–2011

Applications Engineer, Specialty Chemicals Division, Cincinnati, OH

Procter & Gamble Shampoo and Conditioner Plant Expansion, Mariscala, 
Mexico—2011

 • Assisted in definition of HPM and PLC logic for core control box.

 • Developed software (CL, control language) to simulate batch produc-
tion of shampoo and conditioner. 

B.F. Goodrich Carbopol Plant Upgrade Project, Paducah, KY—2010

 • Implemented and adapted old TDC 2000 MFC database, interlocks, 
and complex control loops into current TPS (Total Plant System) 
control system.

 • Implemented and adapted old GE FANUC PLC ladder logic to a 
series of logic points in the Honeywell system that wrote and read to 
the PLC through a serial interface.

 • Developed installation qualification and operational qualification 
documentation for testing procedures. 

 • Assisted in startup and commissioning of new control system—loop 
checking, troubleshooting wiring problems, and testing complex 
control schemes.

Control System Engineer, North American Projects Division, Phoenix, AZ

TCO Project, Tengiz, Kazakhstan—2009

 • Translated and then implemented Control Bailey control schematics 
into current TPS control system.

 • Assisted in creating serial interface points on Honeywell system to 
connect to Wonderware system. 

 • Developed software to simulate a nitrogen-generation unit for 
expansion area added to Tengiz plant.

 • Assisted in establishing termination drawings that entailed 
segregation of IS and non-IS field wires.

33

Chapter 2: Writing Your Resume

(continued)

02 J8114 Exp Com CH02 3.indd   3302 J8114 Exp Com CH02 3.indd   33 11/22/10   8:07:11 AM11/22/10   8:07:11 AM



34

 • Created intelligent P&IDs of the refinery using Rebis and AutoCAD 
software.

 • Came on board midstream while project was in danger of being lost 
due to client dissatisfaction. Met critical deadlines through intensive 
team efforts; contract extended for contingency phase.

Control System Engineer, CSCC, Ashland, KY

Ashland Petroleum Steam Project, Catlettsburg, KY—2008–2009

 • Established real-time steam model for Catlettsburg refinery using 
G2-based Visual-MESA (a steam optimization program).

 • Developed real-time control schematics for G2-based ASM 
(Abnormal Situation Management).

 • Created a search program for ASM using G2 code.

 • Calculated boiler efficiency curves for all boilers in the refinery.

 • Worked with interface technology between G2 and Microsoft 
products. 

 • Rapidly learned G2 programming on the job. Became primary 
project engineer midstream. Contract extended.

EDUCATION, CREDENTIALS, AND CERTIFICATIONS

Your Education section should include college, certifications, credentials, licenses, 
registrations, and continuing education. Be succinct, and be sure to bring any 
notable academic credentials or certifications to the forefront—either in your 
Education section or in your Career Summary, as demonstrated in the first Career 
Summary example shown previously. If you have attended numerous continuing 
education programs, list only the most recent, most relevant, and most distin-
guishing.

Here are five sample Education sections that illustrate a variety of ways to organize 
and format this information.

Academic Credentials Format

EDUCATION

MBA—Information Systems & Technology—Xavier University—2008

BSEE—Electronics Engineering & Systems Design—The Ohio State 
University—2004

Part I: Resume Writing, Strategy, and Formats
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Highlights of Continuing Professional Education:

 • Robotics & Systems Automation, Rensselaer Polytechnic University, 
2010

 • Advanced Computer Science Applications, The Ohio State University, 
2010

 • Executive Leadership Skills, Dale Carnegie, 2009

 • Web Systems Design & Integration, University of Cincinnati, 2008

Microsoft Systems Certified Engineer (MSCE), 2002

FCC Registered Mobile Radio Operator, 2001

Executive Education Format

EDUCATION

Executive Development Program STANFORD UNIVERSITY

Executive Development Program UNIVERSITY OF CALIFORNIA    
  AT IRVINE

Bachelor of Science Degree UNIVERSITY OF CALIFORNIA 
  AT LOS ANGELES

Certifications Format

TECHNICAL CERTIFICATIONS & EDUCATION

Microsoft Certified Systems Engineer (MCSE), 2009

Microsoft Certified Professional (MCP), 2007

Cisco Certified Network Associate (CCNA), 2007

Computer Systems Management Major, University of Michigan, 2004

A.A.S. Degree in Computer Technology, Michigan Community College, 
2002
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Professional Training Format

PROFESSIONAL TRAINING & DEVELOPMENT

Computer Statistics & Methodologies, Baruch College, 2008

Computer Operations Management, Baruch College, 2008

C++ Programming for Technology Professionals, University of Maryland, 
2007

Voice & Data Systems Design, New York University, 2006

Network Administrator, New York University, 2008

Anne Arundel Community College, Arnold, Maryland, 2004–2006

Nondegree Format

TECHNICAL TRAINING & EDUCATION

UNIVERSITY OF ILLINOIS, Urbana, Illinois

BBA Candidate—Management Information Systems (senior class status)

UNIVERSITY OF MICHIGAN, Ann Arbor, Michigan

Dual Major in Computer Systems & Programming (2 years)

Graduate, 200+ hours of continuing professional and technical 
education through AITP, Chicago Technology Institute, IBM, HP, and 
DePaul University

THE “EXTRAS”
The primary focus of your resume is on information that is directly related to your 
career goals. However, you also should include things that will distinguish you 
from other candidates and clearly demonstrate your value to a prospective employ-
er. And, not too surprisingly, it is often the “extras” that get you the interviews.

Following is a list of the other categories you might or might not include in your 
resume, depending on your particular experience and your current career objec-
tives. Review the information. If it’s pertinent to you, use the samples for format-
ting your own data. Remember, however, that if something is truly impressive, 
you might want to include it in your Career Summary at the beginning of your 
resume to draw even more attention to it. If this is the case, it’s not necessary to 
repeat the information at the end of your resume.

Part I: Resume Writing, Strategy, and Formats
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Affiliations—Professional 

If you are a member of any professional, leadership, or technology associations, 
be sure to include that information on your resume. It communicates a message 
of professionalism, a desire to stay current with the industry, and a strong profes-
sional network. Here’s an example:

PROFESSIONAL AFFILIATIONS

 • Member, Association of Information Technology Professionals 
(Training Program Chairperson—2010) 

 • Member, Institute for Technology Enterprise (Convention 
Chairperson—2008)

 • President, Project Management Institute (New York Chapter—
2006–2007)

Affiliations—Civic

Civic affiliations are fine to include if they fall into one or more of the following 
categories: 

 • Are with a notable organization 

 • Demonstrate leadership experience 

 • May be of interest to a prospective employer 

However, things such as treasurer of your local condo association and volunteer at 
your child’s day care center are not generally of value in marketing your qualifica-
tions. Here’s an example of what to include:

 • Volunteer Chairperson, United Way of America—Detroit Chapter, 
2008 to Present

 • President, Lambert Valley Conservation District, 2005 to Present

 • Treasurer, Habitat for Humanity—Detroit Chapter, 2002 to 2004

Public Speaking

Experts are the ones who are invited to give public presentations at conferences, 
technical training programs, symposia, and other events. So if you have public 
speaking experience, others must consider you an expert. Be sure to include this 
very complimentary information in your resume. Here’s one way to present it:
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 • Keynote Speaker, 2010 Conference of Internet Executives—Las Vegas

 • Presenter, 2009 International AITP Conference—Dallas

 • Presenter, 2007 IBM Technology Training Symposium—New York

Publications 

If you’re published, you must be an expert (or at least most people will think so). 
Just as with your public speaking engagements, be sure to include your publica-
tions. They validate your knowledge, qualifications, and credibility. Publications 
can include books, articles, Web site content, manuals, and other written docu-
ments. Here’s an example:

 • Author, “Winning Web Marketing Strategies,” TechBusiness 
Magazine, January 2010

 • Author, “Web Marketing 101: Compete To Win,” TechBusiness 
Online, February 2008

 • Coauthor, “Op-Cit Technology Training Manual,” Op-Cit 
Corporation, December 2007

Honors and Awards

If you have won honors and awards, you can either include them in a separate 
section on your resume or integrate them into the Education or Professional 
Experience section, whichever is most appropriate. If you choose to include them 
in a separate section, consider this format:

 • Winner, 2009 “President’s Club” award for outstanding contribu-
tions to new product development.

 • Winner, 2006 “Innovator’s Club” award for outstanding contribu-
tions to technology innovation.

 • Named “Graduate Student of the Year,” Hofstra University, 2002

 • Summa Cum Laude Graduate, Washington & Lee University, 2000

Teaching and Training Experience

Many professionals in the technology industry also teach or train at institutions 
and organizations other than their full-time employer. If this is applicable to you, 
you will want to include that experience on your resume. If someone hires you 
(paid or unpaid) to speak to an audience, it communicates a strong message about 
your qualifications and credibility. Here’s a format you might use to present this 
information:
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 • Adjunct Faculty—Information Technology, Contra Costa Community 
College, Spring 2009

 • Instructor—Programming Principles, Contra Costa Community 
College, Fall 2007

 • Instructor—Systems Architecture, Valley Mead University, Fall 
2005–Spring 2006

NOTE: If teaching or training is your primary occupation, don’t include this 
section in your resume. Rather, include your teaching and training in your 
Professional Experience section.

Personal Information

We do not recommend that you include such personal information as birth date, 
marital status, number of children, and related data. However, there may be 
instances when personal information is appropriate. If this information will give 
you a competitive advantage or answer unspoken questions about your back-
ground, then by all means include it. Here’s an example:

 • Born in Argentina. U.S. Permanent Residency Status since 2000.

 • Fluent in English, Spanish, and Portuguese.

 • Competitive Triathlete. Top-5 finish, 2008 Midwest Triathlon and 
2010 Des Moines Triathlon.

Consolidating the Extras

Sometimes you have so many extra categories at the end of your resume that spac-
ing becomes a problem. You certainly don’t want to have to make your resume 
a page longer to accommodate five lines, nor do you want the “extras” to over-
whelm the primary sections of your resume. Yet you believe the “extra” informa-
tion is important and should be included. Or perhaps you have a few small bits 
of information that you think are important but don’t merit an entire section 
for each “bit.” In these situations, consider consolidating the information using 
one of the following formats. You’ll save space, avoid overemphasizing individual 
items, and present a professional, distinguished appearance.

PROFESSIONAL PROFILE

Affiliations American Management Association

 Association of Information Technology 
 Professionals

 Information Technology Executives Leadership Council
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Public Speaking Keynote Speaker, AMA Leadership Conference, Dallas,  
 2010

 Presenter, AITP National Conference, San Diego, 2010

 Panelist, AITP National Conference, Chicago, 2008

Foreign Languages Fluent in English, Spanish, and German

ADDITIONAL INFORMATION

 • Founder and Program Chair, Detroit Technical Professionals 
Association

 • Bilingual—Spanish/English

 • Available for relocation

Writing Tips, Techniques, and Important Lessons
At this point, you’ve done a lot of reading, probably taken some notes, highlight-
ed samples that appeal to you, and are ready to plunge into writing your resume. 
To make this task as easy as possible, we’ve compiled some “insider” techniques 
that we’ve used in our professional resume writing practices. These techniques 
were learned the hard way through years of experience! We know they work; they 
will make the writing process easier, faster, and more enjoyable for you.

GET IT DOWN—THEN POLISH AND PERFECT IT

Don’t be too concerned with making your resume “perfect” the first time around. 
It’s far better to move fairly swiftly through the process, getting the basic informa-
tion organized and on paper (or on-screen), rather than agonizing about the 
perfect phrase or ideal formatting. Once you’ve completed a draft, we think you’ll 
be surprised at how close to “final” it is, and you’ll be able to edit, tighten, and 
improve formatting fairly quickly.

WRITE YOUR RESUME FROM THE BOTTOM UP 
Here’s the system:

 • Start with the easy things—Education, Professional Affiliations, Public 
Speaking, and any other extras you want to include. These items require little 
thought, other than formatting considerations, and can be completed in just a 
few minutes. 

 • Write short job descriptions for your older positions, the ones you held 
years ago. Be very brief and focus on highlights such as rapid promotion, proj-
ect highlights, notable achievements, technology innovations, industry recogni-
tion, or employment with well-respected, well-known companies. 

Part I: Resume Writing, Strategy, and Formats
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  Once you’ve completed this, look at how much you’ve written in a short peri-
od of time!

 • Write the job descriptions for your most recent positions. This will take 
a bit longer than the other sections you have written. Remember to focus on 
the overall scope of your responsibility, major projects, and significant achieve-
ments. Tell your reader what you did and how well you did it. You can use any 
of the formats recommended earlier in this chapter, or you can create some-
thing that is unique to you and your career.

  Now, see how far along you are? Your resume is 90 percent complete with 
only one small section left to do.

 • Write your career summary. Before you start writing, remember your objec-
tive for this section. The summary should not simply rehash your previous 
experience. Rather, it is designed to highlight the skills and qualifications you 
have that are most closely related to your current career objective(s). The sum-
mary is intended to capture the reader’s attention and “sell” your expertise.

That’s it. You’re done. We guarantee that the process of writing your resume will 
be much, much easier if you follow the “bottom-up” strategy. Now, on to the 
next tip.

INCLUDE NOTABLE OR PROMINENT “EXTRA” STUFF IN YOUR CAREER 
SUMMARY

Remember the “bits and bytes” sections that are normally at the bottom of your 
resume? If this information is particularly notable or prominent—for example, you 
won a notable award, spoke at an international technology conference, invented a 
new product, or taught at a prestigious university—you may want to include it at 
the top in your Career Summary. Remember, the summary section is written to 
distinguish you from the crowd of other qualified candidates. As such, if you’ve 
accomplished anything that clearly demonstrates your knowledge, expertise, and 
credibility, consider moving it to your Career Summary for added attention. 
For examples, refer to the sample Career Summaries earlier in the chapter and in 
chapters 4 through 10.

USE RESUME SAMPLES TO GET IDEAS FOR CONTENT, FORMAT, AND 
ORGANIZATION

This book is just one of many resources where you can review the resumes of 
other technology professionals to help you in formulating your strategy, writing 
the text, and formatting your resume. These books are published precisely for that 
reason. You don’t have to struggle alone. Rather, use all the available resources at 
your disposal.

Be forewarned, however, that it’s unlikely you will find a resume that fits your life 
and career to a “t.” It’s more likely that you will use “some of this sample” and 
“some of that sample” to create a resume that is uniquely “you.”
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STICK TO THE HIGHLIGHTS

If you have more information than will fit comfortably into a single category on 
your resume, include just the highlights. This is particularly relevant to the “extra” 
categories such as Professional Affiliations, Civic Affiliations, Foreign Languages, 
Honors and Awards, Publications, Public Speaking, and the like. Suppose you have 
won 10 different awards throughout your career, but you’re limited in the amount 
of space available at the bottom of your resume. Instead of listing all 10 and forc-
ing your resume onto an additional page, simply title the category “Highlights of 
Honors & Awards” or “Notable Honors & Awards” and include just the most 
impressive and relevant ones. By using the words “highlights” and “notable,” you 
are communicating to your reader that you are providing just a partial listing. 

INCLUDE DATES OR NOT?
Unless you are over age 50, we recommend that you date your work experience 
and your education. Without dates, your resume becomes vague and difficult for 
the typical hiring manager or recruiter to interpret. What’s more, it often com-
municates the message that you are trying to hide something. Maybe you haven’t 
worked in two years, maybe you were fired from each of your last three positions, 
or maybe you never graduated from college. Being vague and creating a resume 
that is difficult to read will, inevitably, lead to uncertainty and a quick toss into the 
“not interested” pile of candidates. By including the dates of your education and 
your experience, you create a clean and concise picture that one can easily follow 
to track your career progression.

If you are over age 50, dating your early positions must be an individual deci-
sion. On the one hand, you do not want to “date” yourself out of consideration 
by including dates from the 1970s and 1980s. On the other hand, it may be that 
those positions are worth including for any one of a number of reasons. Further, 
if you omit those early dates, you might feel as though you are misrepresenting 
yourself (or lying) to a prospective employer.

Here is a strategy to overcome those concerns while still including your early 
experience: Create a separate category titled “Previous Professional Experience” in 
which you summarize your earliest employment. You can tailor this statement to 
emphasize just what is most important about that experience.

If you want to focus on the reputation of your past employers, include a statement 
such as this:

 • Previous experience includes several programming, applications- 
development, and project-management positions with IBM, Tandem, 
and Hewlett Packard.
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If you want to focus on the rapid progression of your career, consider this 
example:

 • Promoted rapidly through a series of increasingly responsible 
project management positions with Digital Equipment Corporation, 
earning six promotions in eight years.

If you want to focus on your early career achievements, include a statement 
such as the following:

 • Led the design, development, and market launch of X-TEL’s second-
generation software, now a $2.1 million profit center for the 
corporation.

By including any one of the above paragraphs, under the heading “Previous 
Professional Experience,” you are clearly communicating to your reader that your 
employment history dates further back than the dates you have indicated on your 
resume. In turn, you are being 100 percent above-board and not misrepresenting 
yourself or your career. You’re focusing on the success, achievement, and promi-
nence of your earliest assignments without specifying exact dates.

If you are over age 50, we generally do not recommend that you date your educa-
tion or college degrees. Simply include the degree and the university with no date. 
Why exclude yourself from consideration by immediately presenting the fact that 
you earned your college degree in 1969, 1976, or 1982—about the time the hir-
ing manager was probably born? Remember, the goal of your resume is to share 
the highlights of your career and open doors for interviews. It is not to give your 
entire life story. As such, it is not mandatory to date your college degree.

However, if you use this strategy, be aware that the reader is likely to assume there 
is some gap between when your education ended and when your work experience 
started. Therefore, if you choose to begin your chronological work history with 
your first job out of college, omitting your graduation date could actually backfire, 
because the reader will assume you have experience that predates your first job. In 
this case, it’s best either to include your graduation date or omit dates of earliest 
experience, using the summary strategy discussed above.

NEVER INCLUDE SALARY HISTORY OR SALARY REQUIREMENTS 
ON YOUR RESUME

Your resume is not the proper forum for a salary discussion. First of all, you will 
never provide salary information unless a company has requested that information 
and you choose to comply. (Studies show that employers will look at your resume 
anyway, so you may choose not to respond to this request, thereby avoiding pric-
ing yourself out of the job or locking yourself into a lower salary than the job is 
worth.) 
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When contacting recruiters, however, we recommend that you do provide salary 
information, but again, only in your cover letter. With recruiters, you want to “put 
all of your cards on the table” and help them make an appropriate placement by 
providing information about your current salary and salary objectives. For exam-
ple, “Be advised that my current compensation is $75,000 annually and that I am 
interested in a position starting at a minimum of $85,000 per year.” Or, if you 
would prefer to be a little less specific, you might write, “My annual compensation 
over the past three years has averaged $50,000+.”

Finally, in some instances you will not have the option for omitting salary infor-
mation. A good example is an online application that requires you to submit your 
salary history and/or salary requirements along with your resume. In that case, be 
truthful and know that all candidates will be revealing similar information.

ALWAYS REMEMBER THAT YOU ARE SELLING

As we have discussed over and over throughout this book, resume writing is sales. 
Understand and appreciate the value you bring to a prospective employer, and 
then communicate that value by focusing on your achievements. Companies don’t 
want to hire just anyone; they want to hire “the” someone who will make a differ-
ence. Show them that you are that candidate.
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CHAPTER 3

Producing Your Resume for 
Online and Offline Distribution: 
Printed, Electronic, and Web 
Resumes
If you’re like most job seekers (and professional resume writers), 
you will have worked long and hard to write a powerful resume 
that proudly showcases your career, your promotions, your achieve-
ments, and other highlights of your professional life. You’ve prob-
ably reviewed and edited your resume over and over, making certain 
that the wording is accurate and positions you precisely for your 
targeted career objectives.

Your next challenge is the design, layout, and presentation of your 
resume. It’s not enough that your resume reads well; your resume 
also must have just the right look and feel for the right audience. As 
such, you must make a few choices and decisions about what your 
final resume presentation will look like.

In decades past, this would have been only a brief discussion during 
which we would have told you how important it was to use a “nice” 
typestyle and to leave plenty of white space so that hiring managers 
and recruiters could easily peruse your resume. Resume produc-
tion and distribution were easy. You typed (maybe even word pro-
cessed!) your resume; printed it on white, ivory, or light gray paper; 
put it into an envelope; and mailed it. There were few decisions to 
be made. Even with the introduction of the fax machine, the pro-
cess was largely the same.

Today’s job search looks nothing like it did even a decade ago, 
because the Internet and e-mail have forever changed how job seek-
ers distribute resumes and look for jobs! These technological tools 
now provide job seekers with a variety of methods to distribute their 
resumes.
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How you produce your resume will depend entirely on how you will be using and 
distributing it. Ask yourself these questions:

 1. Will you be e-mailing your resume to colleagues and network contacts?

 2. Will you be e-mailing your resume in response to specific employment oppor-
tunities?

 3. Will you be posting your resume on various job boards?

 4. Will you be pasting sections of your resume into online employment 
applications?

 5. Will you be uploading your entire resume into a recruiter’s database?

For most of you reading this book, the answer to each of those five questions is 
yes. Yes, you will be e-mailing, posting, pasting, and uploading as you manage a 
combination of both online and offline resume distribution efforts. As such, you 
will need at least two different versions of your resume: one for online use and one 
for offline use.

The Three Types of Resumes
In today’s job search and employment world, there are three basic types of 
resumes:

 • The printed resume (Word and PDF files)

 • The electronic resume (text files)

 • The Web resume

The following sections give details on how to prepare each type of resume and 
when you will most often use it.

Just as in all other industries and professions, you will need—at a minimum—both 
a printed and an electronic resume. This is true for everyone reading this book, 
whether you are a systems analyst, network engineer, programmer, website design-
er, vice president of information technology, or CIO. In fact, because everyone 
reading this book is a “technologist” of one sort or another, a Web resume should 
also be a strong consideration as it might allow you to demonstrate your technical 
expertise and might give you a competitive edge over others in the employment 
market.

Different employers have different preferences regarding resumes. Some prospec-
tive employers will request a printed copy of your resume, a copy that you might 
actually mail to them. More often, companies will ask you to e-mail your resume, 
at which point the recipient might print a copy and/or import it into the com-
pany database. Finally, other organizations will ask you to upload your resume 
(and, sometimes, cover letter) into their online applicant tracking and candidate 
management systems. The bottom line is, today’s job seeker needs both a printed 
resume and an electronic resume to manage a successful job search and career 
marketing campaign.
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The Printed Resume
The printed resume is what we all know as the “traditional resume,” the one 
that looks good on paper and might include graphic elements such as borders or 
shaded boxes. This is the version that you mail to a recruiter, take to an interview, 
use at networking events, and forward by mail and/or e-mail in response to a job 
posting. It’s rare, and becoming more so with each passing year, that organiza-
tions would ask you to fax your resume to them. Faxing is, largely, a technology 
of the past when it comes to efficient job search and career management.

THE PURPOSE OF A PRINTED RESUME

When preparing a printed resume, your objective is to create a sharp, professional, 
and visually attractive presentation that will stand out from the crowd of other 
candidates’ resumes without going “over the top.” A distinctive typestyle such as 
Tahoma, Verdana, Calibri, Georgia, or Arial Narrow and a few bold lines or boxes 
can transform a resume from blah to brilliant! If you can make someone notice 
your resume, you’ll instantly move your candidacy forward.

Always keep in mind that a few pieces of paper convey the first impression of you 
to a potential employer or recruiter, and that first impression goes a long, long 
way. Either it’s sharp and distinctive, or it’s lost in the crowd. Only you can make 
that difference, and you must. Never be fooled into thinking that just because you 
have the strongest technical qualifications, the most impressive industry certifica-
tions, or the ultimate employment history and career path that the visual presenta-
tion of your resume does not matter. It is a key factor in elevating you above the 
crowd of other candidates, and that’s an important step in the job search process.

E-MAIL ATTACHMENTS

Most likely, the vast majority of resumes you distribute will be through e-mail, so 
pay special attention to the following information.

E-mailing is so easy. Simply attach the Microsoft Word version of your resume to 
your e-mail message and you’re set. Because the vast majority of businesses use 
Microsoft Word, this is the most acceptable format and will present the fewest dif-
ficulties in “translation” when attached. Be certain that you save and send your 
resume in the .doc format, not the .docx format that is standard with newer com-
puter systems. You certainly don’t want to send a resume that can’t be opened or 
read by the recipient, and older systems cannot read .docx files.

If you do have a resume with a strong design component, graphics, charts, tables, 
or other visuals, you might prefer to attach a PDF (portable document format) 
version of your resume to ensure 100 percent integrity of the presentation. Even 
if you don’t have the capability to create PDF files on your computer, you’ll find 
it’s quick, easy, and free to do so by using readily available online resources such as 
BCL Technologies’ PDF Online at www.pdfonline.com.

By using a PDF file, you’re certain that your resume appears exactly as you cre-
ated it. The downside to PDF files is that they cannot be read into a company’s 
resume-storage system unless they are printed and scanned in. In today’s 

03 J8114 Exp Com CH03 3.indd   4703 J8114 Exp Com CH03 3.indd   47 11/23/10   10:21:53 AM11/23/10   10:21:53 AM



48

Part I: Resume Writing, Strategy, and Formats

fast-paced world of job searching and hiring, you can be rather confident that this 
will not happen. Therefore, we recommend that you use Microsoft Word .doc files 
as your everyday standard and only use the PDF format when absolutely necessary.

Be sure you take the time to test your resume by e-mailing it, in .doc and/or PDF 
formats, to several friends or colleagues. Ask them to both view it and print it on 
their systems to be sure that everything at their end looks like it does at your end. 
You could bypass this step if you’re sending a PDF file, but why would you? It’s 
always a good strategy to test everything before you let it go “live”!

The Electronic Resume
An electronic resume is a plain-text version of your printed resume, stripped of all 
of the design, formatting, and other enhancements that you’ve used to make your 
resume sharp, attractive, and distinctive. All of the things that you would normally 
do to make your printed resume look attractive—bold print, italics, multiple col-
umns, sharp-looking typestyle, and more—are stripped away to create a document 
that can be easily read and/or scanned.

UNDERSTANDING THE USES FOR AN ELECTRONIC RESUME

A plain-text resume makes professional resume writers cringe, but it does have 
several very important uses that you will, most likely, encounter during your job 
search campaign:

 • You can easily copy and paste the plain-text version into online job applica-
tions and resume databases, with no concern that formatting glitches will cause 
confusion. In today’s technology-driven job search and employment landscape, 
this will be something you will do frequently when reaching out to both com-
panies and recruiters. Don’t make the mistake of copying and pasting your 
Word file into these applications! Often the formatting will be lost and/or 
presented incorrectly, and your information might not be accurately communi-
cated.

 • You can paste the plain-text version of your resume into the body of an e-mail 
message rather than sending it as an attachment. Some people are hesitant to 
open attachments from people they don’t know, and you might encounter that 
situation. If so, the text file comes in handy and avoids any potential format-
ting problems.

 • Although unattractive, the plain-text version is 100 percent scannable. It’s rare 
anymore for a company or a recruiter to ask you to e-mail a scannable version 
of your resume. However, you never know when the situation may arise, and 
at least you’ll be prepared.
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CREATING A TEXT FILE

To create a plain-text version of your resume, follow these simple steps:

 1. Open the Word file of your resume and create a new version using the Save As 
feature. Select Text Only, Plain Text, or ASCII in the Save As option box.

 2. Close the new file.

 3. Reopen the file, and you’ll find that your resume has been automatically refor-
matted into the Courier font, all formatting has been removed, and the text is 
left-justified.

 4. Review the resume very carefully and fix any formatting “glitches”—of which 
there will probably be quite a few! Pay special attention to the following for-
matting recommendations:

 • Position your name, and nothing else, on the top line of the resume.

 • Replace odd characters that may have been inserted to take the place of 
“curly” quotes, dashes, accents, or other nonstandard symbols.

 • Feel free to use common abbreviations (for instance, B.S. or BS for Bachelor 
of Science degree). But when in doubt, spell it out.

 • Eliminate graphics, borders, and horizontal lines.

 • Avoid columns and tables, although a simple two-column listing can be read 
without difficulty.

 • Spell out symbols such as % and &.

 • If necessary, add extra blank lines to improve readability. Length doesn’t 
really matter because people see the entire document and not a certain num-
ber of pages.

 • Consider adding horizontal dividers to break the resume into sections so 
that people can easily skim and review the document. You can use any stan-
dard typewriter symbols (such as *, -, (, ), =, +, ^,  or #).

To illustrate what you can expect when creating these versions of your own 
resume, the following figures show the same resume in a printed Word format, a 
printed PDF format (allowing inclusion of additional graphics), and an electronic 
(text) format.
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SAMPLE RESUME: BY REYA STEVENS, MA, ACRW, MRW

The Word version of a developer’s resume.
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SAMPLE RESUME, CONTINUED
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SAMPLE RESUME: BY REYA STEVENS, MA, ACRW, MRW

The PDF version of a developer’s resume.
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SAMPLE RESUME, CONTINUED
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The electronic version of a developer’s resume.

SAMPLE RESUME: BY REYA STEVENS, MA, ACRW, MRW

03 J8114 Exp Com CH03 3.indd   5403 J8114 Exp Com CH03 3.indd   54 11/23/10   10:21:54 AM11/23/10   10:21:54 AM



55

Chapter 3: Producing Your Resume for Online and Offline Distribution

SAMPLE RESUME, CONTINUED
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SAMPLE RESUME, CONTINUED
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SAMPLE RESUME, CONTINUED
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The Web Resume
The newest evolution in resumes combines the visually pleasing quality of the 
printed resume with the technological ease of the electronic resume and the amaz-
ing capabilities of the Web. Instead of seeing only the information you can include 
on your Word, text, or even PDF resume, the full-fledged Web resume is richer 
and deeper. What’s more, it can be interactive and visually exciting as well.

THE REASONS FOR A WEB RESUME

Why should you develop a Web resume? Nowadays, employers routinely search 
the Web for information about candidates at every stage of the selection pro-
cess, from early identification of prospective employees to reference and character 
checks before hire.

Thus, it makes sense for you to know what employers will find when they search 
for you online. Of course, what will crop up is any public or published information 
about you—things as mundane as when you placed in the top 10 in a road race or 
as potentially damaging as an arrest or criminal conviction. Regardless of what’s 
online now, you can add to the weight of positive information by creating a Web 
resume that reinforces all of the messages you’ve conveyed in your print resume.

From simplest to most complex, your Web resume can be a profile on various 
social and business networking sites such as Facebook or LinkedIn; a complete 
portfolio posted through an online service such as VisualCV; or a full-blown per-
sonal Web site that you create and manage. For everyone reading this book—for 
every “technologist”—a Web resume can be a very valuable tool where you can 
often demonstrate your technical expertise. For example, if you’re an expert in 
HTML programming, you don’t just have to write about it; you can show it on 
your Web resume.

For all of these options, you can begin with your existing resume and add appro-
priate material to expand, reinforce, and complement your resume. Consider add-
ing lists of all of your technology skills, achievements, career highlights, project 
highlights, consulting engagements, publications, public speaking engagements, 
education, professional and/or technical credentials, management skills, and more. 
Your portfolio might include a page of online graphics that you’ve designed or a 
demonstration of a sophisticated e-commerce transaction system that you devel-
oped and commercialized. A video of you “in action” in the tech center, in the 
field, or in the boardroom would also be a great addition.

A Web resume or portfolio will not only showcase your skills, it will raise your 
online profile so that when potential employers search for you, they’ll find infor-
mation of value. At the very least, we strongly recommend that you create a pro-
fessional profile on LinkedIn (www.linkedin.com), which is the most widely used 
professional networking site, and explore and use LinkedIn’s extensive capabilities 
to build your online visibility and expand your network.

Finally, if you use Facebook or other sites for social networking, never include 
anything that could be damaging to your professional reputation. You might think 
these sites protect your privacy, but you can’t be 100 percent certain, so don’t risk 
your career success by sharing inappropriate content online.
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THE NEW VIDEO BIO PHENOMENON

One of the newest technology additions to the portfolio of tech tools for job 
search and career management is the video biography. These bios allow you, the 
job seeker, to present yourself “live” to prospective employers and recruiters. Bios 
are growing in popularity because they can be very helpful to companies in evalu-
ating prime candidates. They can give you a truly competitive edge if your video 
bio shows that you are articulate and attractive.

Video bios are sometimes mistakenly labeled “video resumes.” In fact, they are 
very different. You certainly don’t want to record yourself reading or reciting your 
resume—that would not make for a very interesting video! The video bio instead 
allows you to showcase yourself in a different way by briefly sharing interesting 
information and demonstrating your communication skills. Intended as an adjunct 
to your resume, never as a replacement, the video bio can be very effective in 
today’s visually and technologically oriented culture.

The use of video bios is somewhat controversial because of the potential for bias 
and discrimination based on ethnicity, race, size, age, and other personal character-
istics. You’ll have to make a decision for yourself as to whether a video bio would 
be a positive addition to your portfolio of career and job search communications. 
You can read much more about video bios at videoBIO (www.videobio.com), one 
of the leaders in this emerging technology as it relates to personal marketing and 
branding for job searches.

The Three Resume Types Compared
This chart quickly compares the similarities and differences between the three types 
of resumes we’ve discussed in this chapter.

 PRINTED   
 RESUMES ELECTRONIC 
 (WORD AND  RESUMES WEB

 PDF FILES) (TEXT FILES) RESUMES

TYPESTYLE/ Sharp,  Courier. Sharp, conservative,
FONT conservative, and  and distinctive. 
 distinctive (see our  Attractive on-screen
  recommendations  and when printed
  in chapter 1).  from an online
    document.

TYPE  Bold, italics, and CAPITALIZATION Bold, italics, 
ENHANCEMENTS underlining for is the only underlining, and 
 emphasis. enhancement color available for
    available to you. emphasis.

(continued)
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 PRINTED   
 RESUMES ELECTRONIC 
 (WORD AND  RESUMES WEB

 PDF FILES) (TEXT FILES) RESUMES

TYPE SIZE 10-, 11-, or 12- 12-point. Use type sizes that
 point preferred.  are readable on-
  Larger type sizes  screen and off.
  (14, 18, 20, 22,  
  and even larger,
  depending on 
 typestyle) will 
  effectively enhance
 your name and
 section headings.

TEXT FORMAT Use centering Type all Use centering and
  and indenting to  information flush indenting to 
  optimize the left. optimize the visual
  visual   presentation.
 presentation.  

PREFERRED  One to two Length is Length is immaterial;
LENGTH pages; three immaterial; almost just be sure your site
 if essential. definitely, converting is well organized so
   your resume to viewers can quickly
   text will make find the material of 
   it longer. greatest interest to
    them.

PAPER COLOR White, ivory, light Not applicable for  Paper is not used,
 gray, light blue, or  e-mailed documents. but do select your
  other conservative White for documents background carefully
  background. printed for scanning. to maximize 
   readability.

WHITE SPACE Use appropriately Use white space to Use appropriately for
  for best readability. break up dense best readability both
  text sections. on-screen and when 
    printed.

(continued)

03 J8114 Exp Com CH03 3.indd   6003 J8114 Exp Com CH03 3.indd   60 11/23/10   10:21:54 AM11/23/10   10:21:54 AM



Chapter 3: Producing Your Resume for Online and Offline Distribution

6161

Resume Checklist
Before you sit down to write your resume, carefully review the following checklist 
to be certain that you’ve addressed everything. Each item is a critical step in writ-
ing, formatting, and designing a powerful resume, the foundation of every suc-
cessful job search campaign. Every item is applicable to just about any active job 
seeker:

 ❑ Clearly define who you are and how you want to be perceived (for example, 
mobile app developer, business analyst, test developer, project manager, CIO). 
The perception you want to create will align directly with your current career 
objectives, which may or may not be aligned with your past experience.

 ❑ Document your key skills, qualifications, competencies, and knowledge. You 
can create a Word file for this, write it on a piece of paper, or use the resume 
questionnaire in Appendix A.

 ❑ Document your career achievements, project highlights, contributions, honors 
and awards, and other notable accomplishments. As above, you can create a 
Word file for this, write it on a piece of paper, or use the resume questionnaire 
in Appendix A.

 ❑ Document all of your technology skills, including hardware, software, applica-
tions, networks, programming languages, telecommunications systems, Web 
and Internet technologies, and more.

 ❑ Identify one or more specific job targets and positions that you will pursue. 
With these in hand, you’re much better prepared to write your resume because 
you know where you’re headed and what you want to showcase about your 
career.

 ❑ Identify one or more industries and companies that you will target. Just as with 
identifying target positions, once you’ve outlined this, you’re much better pre-
pared to write your resume because you know where you’re headed and what 
to highlight about your career, responsibilities, achievements, and more.

 ❑ Research and compile a list of keywords and keyword phrases for the industries 
and professions that you are targeting, and then be certain to incorporate as 
many of them as you can in your resume (and cover letter).

 ❑ Collect several job postings or announcements that are similar to jobs you’ll be 
applying for. Review carefully to be certain you understand the core qualifica-
tions as well as the “extras” so that you can highlight both in your resume.

 ❑ Determine which resume format will work best for you and your career—
chronological, functional, or combination, often referred to as a hybrid resume, 
as discussed in chapter 1.

 ❑ Get a personal e-mail address if you don’t already have one. Using your 
employer’s e-mail address on your resume is never appropriate. You can easily 
get a Gmail, Hotmail, or other free e-mail address.

 ❑ Write your resume using the strategies, guidelines, suggestions, and samples 
you’ll find throughout this book.
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 ❑ Select an attractive font (typestyle) that’s appropriate for the industries and 
professions that you’re targeting.

 ❑ Review resume samples for up-to-date ideas on resume styles, formats, fonts, 
organization, and content. You might like part of one resume and part of 
another. Great! Do not feel limited or believe that you have to format and 
structure your resume in exactly the same style as one of the sample formats.

 ❑ Determine which final versions of your resume you will need: PDF, Word, 
and/or text. This decision will depend entirely on how you plan to execute 
your search campaign.

 ❑ Ask several colleagues and/or friends to review and proofread your resume. 
Start by e-mailing a copy to them so you can see what they see. Ask for a cri-
tique of the content, formatting, presentation, and any other ideas they’d like 
to share with you.

 ❑ Proofread. Proofread. Proofread. Then have one or two other people proof-
read. It’s amazing how easy it is to overlook small grammar, punctuation, or 
format errors. Don’t let a misspelled word stand in the way of getting an inter-
view!
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CHAPTER 4

Resumes for Computer 
Operators and Technicians
  • Computer Operations and Systems Professionals

  • Computer Technology and Electronics Technicians

  • Technology Operations Support Professionals

  • Computer Analysts

  • Computer Systems Technicians

  • Technical Support Professionals

  • Field Service Technicians

  • Field Engineers

  • Network/PC Technicians

  • Information Technology/Systems Technicians
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RESUME 1: BY CAROLYN BRADEN, CPRW

This individual’s years of directly related experience are summarized in brief “responsibility” state-
ments, whereas his qualifications are presented “front and center” as his greatest selling points.
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 RESUME 2: BY SUSAN GUARNERI, MS, NCC, NCCC, MCC, LCP, MPBS, CPBS, CERW, CEIP 

This individual is a new graduate whose education and technical capabilities take up most of the 
resume. His work experience is less important; it is not technology based, but it does show strong 
capabilities and achievements. Note the effective testimonials at the bottom.

Chapter 4: Resumes for Computer Operators and Technicians
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RESUME 3: BY DEBBIE ELLIS, MRW, CPRW

An interesting layout makes this resume attractive and fun to read. The testimonials in the left column 
are highly visible, yet they don’t detract from the standard format of the rest of the resume.
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RESUME 4: BY WENDY ENELOW

Following a strong summary and technical profile, relatively short-term work experience is expanded to 
make the most of significant projects, which are organized into two sections to promote readability.

Chapter 4: Resumes for Computer Operators and Technicians
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RESUME 5: BY ANITA RADOSEVICH, CPRW, JCTC, CFRW, CEIP

This resume uses a traditional format and clean typestyle to present quite a bit of information on one 
page without sacrificing readability. The headline is centered and set off by borders to attract immedi-
ate attention.

Chapter 4: Resumes for Computer Operators and Technicians
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RESUME 6: BY JANET BECKSTROM, CPRW

The most notable feature of this resume is the shaded box that highlights large clients and major 
projects.
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RESUME 7: BY RHODA KOPY, BS, CPRW, JCTC, CEIP

This individual has both recent education credentials and relevant work experience, so both are 
described in detail. Note how the Summary combines both overall qualifications and specific technical 
skills.
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RESUME 8: BY CAROLYN BRADEN, CPRW
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This individual successfully transitioned from a nontechnology sales job to a computer technician posi-
tion and is ready for advancement. His resume highlights his solid and current technical skills.
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RESUME 9: BY ANN BAEHR, CPRW

The Select Strengths section combines with the technical skills summary on page 2 to create a strong 
“keyword summary” for this individual.
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RESUME 10: BY WANDA MCLAUGHLIN, CPRW, CEIP
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The extensive Summary of Qualifications section sells this candidate with a list of keywords along with 
both an experience summary and “soft“ skills.
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RESUME 11: BY KELLEY SMITH, CPRW

This traditional, comprehensive resume for an experienced professional devotes two full pages to his 
13+-year career. The Competencies and Technical Skills sections are effective keyword listings.

Chapter 4: Resumes for Computer Operators and Technicians
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RESUME 12: BY GAYLE HOWARD, MRW, CPBS, CERW, CCM, CMRS, MCP, MRWLAA

Because this individual’s hands-on work was repetitive (he installed only telecommunication cables 
and security systems), in his resume it was essential to express his broader capabilities, including a 
customer service focus and team leadership skills.

Chapter 4: Resumes for Computer Operators and Technicians
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RESUME 13: BY ALICE BRAXTON, CPRW, CEIP

A two-column format equally showcases skills, education, and relevant experience that helped this job 
seeker land a new position providing technical support for a school district.
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RESUME 14: BY DIANE BURNS, CPCC, CPRW, CLTMC, CCMC, FJSTC, JCTC, CEIP, CCM

In this resume, extensive lists of technical training and proficiencies are relegated to page 2 to allow 
the individual’s high-level experience to shine on page 1. Note the brief “a short list” notation under 
Technical Training; this is an effective way to convey only the highlights.

Chapter 4: Resumes for Computer Operators and Technicians
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RESUME 14, CONTINUED 
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Part II: Sample Resumes for Computer and Web Jobs
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CHAPTER 5

Resumes for Computer Systems 
Professionals
 • Database Specialists

 • Database Designers

 • Database Administrators

 • Applications Programmers

 • Programmer Analysts

 • Software Engineers

 • Quality Assurance Experts

 • Business Analysts

 • Software Architects

 • Software Test Developers
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One job and one primary accomplishment—introducing a new database system—make up the bulk of 
this resume, which includes detailed achievements that show the value of the new database.

RESUME 15: BY CAROL ALTOMARE, MRW, ACRW, CPRW, CCMC, CJSS
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A strong element of this resume is the personal note below the employment summary that calls out 
technology-related activities in a nontechnology job.

RESUME 16: BY LORETTA HECK

Chapter 5: Resumes for Computer Systems Professionals
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Note how your attention is drawn to the Selected Database Development Projects and Achievements 
section—the hands-on experience that sells this candidate.

RESUME 17: BY MICHELE HAFFNER, CPRW, JCTC
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The attractive boxed headline and excellent testimonial are strong lead-ins to this resume.

 RESUME 18: BY LAURA A. DECARLO, MCD, CCM, EIC, JCTC, CERW, CECC, CCMC, CCRE

Chapter 5: Resumes for Computer Systems Professionals
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This resume uses the attractive, clean, highly readable Tahoma font along with a clever design to make 
it a visual standout.

RESUME 19: BY ROSS MACPHERSON, CPRW, CJST, CEIP, RPBS
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RESUME 19, CONTINUED
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This candidate’s early work experience, while seemingly unrelated to his new career in technology, 
provides him with diverse knowledge of business functions—just the kind of practical information a 
programmer/analyst needs to deliver accurate software solutions.

RESUME 20: BY ELLIE VARGO, MRW, CCMC, CEQS, CFRWC, CPRW
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RESUME 20, CONTINUED
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This individual has an outstanding education but has been working at a basic job since graduation. 
This resume is designed to show off all of his computer skills, briefly mention his work experiences, and 
list all of his academic achievements because he is practically entry-level.

RESUME 21: BY FREDDIE CHEEK, M.S.ED., CCM, CPRW, CARW, CWDP
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RESUME 21, CONTINUED

Chapter 5: Resumes for Computer Systems Professionals
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This is one of the few purely “functional” resumes you’ll find in this collection. Notice how the 
Professional Experience section is bare-bones, whereas the Skills and Accomplishments section is 
categorized and detailed.

RESUME 22: BY RHODA KOPY, BS, CPRW, JCTC, CEIP
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This efficient, one-page format uses good organization and formatting to clearly communicate the indi-
vidual’s qualifications. The Focus statement at the top is another way of stating an objective.

RESUME 23: BY WANDA MCLAUGHLIN, CPRW, CEIP

Chapter 5: Resumes for Computer Systems Professionals
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Extremely appropriate for a senior software engineer, this resume includes a detailed profile, lengthy 
technical skills summary, and experience that highlights accomplishments and contributions.

RESUME 24: BY MICHELLE DUMAS, CPRW, NCRW, CCM
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RESUME 24, CONTINUED
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For this software quality assurance/configuration management professional, a strong Qualification 
Highlights section introduces a detailed, well-organized, accomplishment-rich resume.

RESUME 25: BY JENNIFER HAY, ACRW, CRS, CPRW

100
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RESUME 25, CONTINUED
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Notable eye-catchers in this resume include the monogram logo and the branding statement. A lengthy 
career is presented on just two pages through careful selection of material and stronger focus on recent 
experiences.

RESUME 26: BY ROBYN FELDBERG, NCRW, ACRW, CCMC, CJSS, TCCS, WTVCIC

102
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RESUME 26, CONTINUED
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A powerful graphic illustrates this candidate’s value—combining diverse job roles, industries, and 
methodologies to deliver business impact. Complex projects are summarized clearly and concisely, and 
a technology summary on page 2 ends the resume on a highly relevant note.

RESUME 27: BY JENNIFER HAY, ACRW, CRS, CPRW
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RESUME 27, CONTINUED
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This well-organized and well-designed resume calls attention to impressive achievements in every role. 
A Core Competencies section in the summary is balanced by a Technology Skills section at the end.

RESUME 28: BY CAROL ALTOMARE, MRW, ACRW, CPRW, CCMC, CJSS

106
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RESUME 28, CONTINUED
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The Challenge-Action-Results format is used to highlight key accomplishments of a progressive career 
in software and systems development. Note that both management and technical expertise are high-
lighted in separate sections of the summary.

RESUME 29: BY GEORGIA ADAMSON, CPRW, CCM, CCMC, CEIP,  JCTC
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RESUME 29, CONTINUED
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Blue-chip corporate clients are highlighted in the summary and then within several job descriptions 
both to paint this candidate as a corporate “insider” and to showcase his most notable projects and 
achievements.

RESUME 30: BY DONALD BURNS, ACRW

110

Part II: Sample Resumes for Computer and Web Jobs
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Chapter 5: Resumes for Computer Systems Professionals

111

RESUME 30, CONTINUED
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RESUME 31: BY DONALD BURNS, ACRW

This resume leads with a strong summary that clearly distinguishes this software and systems archi-
tect as an award-winning top performer.
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RESUME 31, CONTINUED
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RESUME 32: BY CAROL ALTOMARE, MRW, ACRW, CPRW, CCMC, CJSS

This resume highlights both relevant professional experience and projects completed while in school 
to paint the picture of a highly qualified software test developer.
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RESUME 32, CONTINUED
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CHAPTER 6

Resumes for Technology Support 
Professionals
 • Help Desk Administrators and Analysts

 • QA Testing and Network Administrators

 • Technical Support Technicians

 • Technical Training Specialists

 • Technical Writers

 • E-business Technology Directors

 • Technology Sales and Marketing Professionals

 • Technology Business Development Professionals

 • Technology Services Managers
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RESUME 33: BY DONNA FARRISE

This resume is easy to skim for essential information—technical qualifications, experience, and 
achievements.
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RESUME 34: BY LINDA MATIAS, CIC, NCRW, JCTC

Chapter 6: Resumes for Technology Support Professionals
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The clean, attractive look of this resume is achieved through font selection, horizontal lines at top and 
bottom, and the three-column format of the Technical Capabilities section.
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RESUME 35: BY SHERYL TEITELBAUM

A strong Qualifications Profile section sets the tone for this accomplishment-rich resume. Certifications 
and computer skills are clearly presented in table format on page 2.

120

Part II: Sample Resumes for Computer and Web Jobs
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RESUME 35, CONTINUED
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RESUME 36: BY SHERYL TEITELBAUM

The Career Highlights section breaks up the position description and calls attention to notable activities 
and achievements.
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RESUME 36, CONTINUED
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RESUME 37: BY MARCY JOHNSON, NCRW, CPRW, CEIP

Note how this individual transitioned from a degree in social work to a career in technology! The 
resume does a good job of defining her technical activities along with problem-solving and customer-
service skills.
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Chapter 6: Resumes for Technology Support Professionals
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RESUME 38: BY ARNOLD G. BOLDT, CPRW, JCTC

The lengthy Qualifications section, subdivided into three distinct areas of expertise, places the focus 
squarely on these essential qualifications while deemphasizing the candidate’s current combined oper-
ations/financial management position.
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RESUME 39: BY LYNN P. ANDENORO, CPRW, JCTC

This attractive format—combining a wide, gray-shaded left column, check-box bullet points, and a 
clean sans-serif font—creates a very professional resume for an experienced technical trainer. Note the 
unusual Value Offered section.
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RESUME 39, CONTINUED

06 J8114 Exp Com CH06 3.indd   12706 J8114 Exp Com CH06 3.indd   127 11/22/10   8:09:18 AM11/22/10   8:09:18 AM



128

Part II: Sample Resumes for Computer and Web Jobs

Bonita Thomas
27851 Altadena Street, Cacillo, CA 91384 • 661-538-9331 • bthomas@aol.com  

Technical 
Expertise
• Windows XP  

• Windows 7  

• MS Word  

• MS Excel  

• MS PowerPoint 

• MS Outlook 

• Lotus SmartSuite 

• LAN 

• WAN 

Community
Volunteer
• Big Sisters of Los 

Angeles 

• Santa Clarita 
Shelter 

• United Negro 
College Fund 

• Delhaven 
Community Center 

• Adult Tutor, 
California Literacy 

Systems Training & Technical Support Professional
Dynamic, passionate, creative, dedicated, and results-driven training and support 
specialist with proven record of achievement in computer systems training and 
technical support (groups and individuals). 
 
Outstanding project management, networking, presentation, and follow-up skills. Solid 
abilities in technical training, team building, management development, and customer 
service. Extensive background in sophisticated networking, client/server, and 
telecommunications technologies. Excellent troubleshooter; persuasive communicator; 
superior motivator. Flexible, loyal, strong work ethic, and a quick learner. 

Professional Experience
CACILLO INSURANCE • Southern Valley, CA • 1997–Present 
 

Senior Fire Claim Automation and Procedures Specialist (3+ years)
Senior Auto Claim Automation and Procedures Specialist (2 years) 
Auto/Fire Claims Procedure Training Specialist (2 years) 
Agency Field Specialist (7 years) 

 

Consistently promoted based on performance.
 
As designated instructor, design instructional system and manage training program. 
Train claims employees in the use of automated computer system for effective handling 
of client claims. Conduct group sessions either in office or at central training facility. 
Perform work flow analysis on clerical support, professional (claims representatives), 
and management units in each office by interviewing them and watching them perform, 
and then reviewing common errors occurring in different situations. Lead monthly 
discussions with superiors and report findings directly to corporate headquarters. Keep 
meticulous records as to who (300+ employees) was trained, when, and in which 
applications. 
 
In technical support role, manage, support, troubleshoot, and maintain claims 
system for 5 offices. Provide on-site training and telephone support (help desk) for 
multiple offices/departments (clerical, administrative, accounting, claims, agency 
administration, management). Produce computerized/multimedia presentation 
materials for employee meetings and other functions. Involved in development, testing, 
and training of new software programs distributed throughout the region. 
 

•  Instrumental in diagnosing major system problem and implementing solution in 
regional offices affecting 100+ employees. Resolved numerous issues and made 
recommendations that were adopted officewide. 

 

• Member of system conversion team for numerous software and operating system 
upgrades. 

 

• Project team leader for setup and operation of mobile disaster operation offices for 
handling of claims. Set up computers (hardware); train and supervise temporary and 
permanent staff to process claims. 

Education 
Bachelor of Arts: University of Redlands, Redlands, CA 
•  Major: Communications; Minor: Education 
Microsoft Office User Specialist Program, IIA (Insurance Institute of 
America) Designation 
Fire and Casualty Broker/Agent, Life Agent: Department of Insurance, State of 
California 

RESUME 40: BY MYRIAM-ROSE KOHN, CPBS, CCM, CCMC, IJCTC, CPRW, CEIP

This resume packs a lot of information onto one page, yet in a highly readable format thanks to clear, 
bold headings, brief bullet-point lists, and a readable serif font. The computer graphic adds interest 
and helps to break up the text-rich sections.

06 J8114 Exp Com CH06 3.indd   12806 J8114 Exp Com CH06 3.indd   128 11/22/10   8:09:19 AM11/22/10   8:09:19 AM



Chapter 6: Resumes for Technology Support Professionals

129

RESUME 41: BY BARBARA SAFANI, MA, CERW, CPRW, NCRW, CCM

A combined functional/chronological format was used to showcase accomplishments from all phases 
of this candidate’s career. High-profile company names are emphasized in the summary.
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RESUME 41, CONTINUED
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RESUME 42: BY LOUISE KURSMARK

Professional experience as technical trainer and writer is enhanced by freelance writing and editing 
activities.
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RESUME 42, CONTINUED
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RESUME 43: BY LOUISE GARVER, CJSS, CPRW, CCMC, CEIP, MCDP, CMP, IJCTC, CPBS

This resume is peppered with documented business results from e-learning programs this executive has 
led.

06 J8114 Exp Com CH06 3.indd   13306 J8114 Exp Com CH06 3.indd   133 11/22/10   8:09:20 AM11/22/10   8:09:20 AM



134

Part II: Sample Resumes for Computer and Web Jobs

RESUME 43, CONTINUED
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RESUME 44: BY NINA K. EBERT, CPRW/CC

More than half of the first page of this resume is taken up with sales-related accomplishments. Note 
that unlike many other computer and Web resumes, technical qualifications are included only within 
the context of sales achievements.
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RESUME 44, CONTINUED

06 J8114 Exp Com CH06 3.indd   13606 J8114 Exp Com CH06 3.indd   136 11/22/10   8:09:21 AM11/22/10   8:09:21 AM



Chapter 6: Resumes for Technology Support Professionals

137

RESUME 45: BY BEATE HAIT, CPRW, NCRW

With a bold, italic description of specific technologies and environments following each job title, it’s 
very clear that Mr. Stephenson’s expertise is in technology sales. Note how many sales keywords 
(quota, prospecting, missionary selling, closer, and so forth) are included in the summary.
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RESUME 45, CONTINUED
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RESUME 46: BY MARJORIE SUSSMAN, MRW, ACRW, CPRW

All of the borders and lines in this resume were printed in red, providing a splash of color in keeping 
with the vibrant tone of this strong sales resume. Note position of dates after company names rather 
than at right margin, effectively downplaying a few short tenures.
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RESUME 46, CONTINUED
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RESUME 47: BY NICOLE MILLER, CCM, CRW, CECC, IJCTC

Michael successfully transitioned from design engineer to business development executive. His resume 
showcases his dual expertise because both are assets for technology sales roles.
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RESUME 47, CONTINUED
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RESUME 48: BY LOUISE KURSMARK

The Performance Highlights section of this resume includes personal traits that have contributed to 
career success.
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RESUME 48, CONTINUED

06 J8114 Exp Com CH06 3.indd   14406 J8114 Exp Com CH06 3.indd   144 11/22/10   8:09:23 AM11/22/10   8:09:23 AM



CHAPTER 7

Resumes for Network and Systems 
Technologists
 • Network Administrators and Systems Analysts

 • Network Engineers

 • Network and Computer Specialists

 • Systems Administrators

 • IT Project Managers

 • Certified Professional Systems Engineers
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RESUME 49: BY DIANE BURNS, CPCC, CPRW, CLTMC, CCMC, FJSTC, JCTC, CEIP, CCM

This attractive, unusual format does a good job of organizing and presenting the information in this 
resume so that it remains highly readable. The left column effectively highlights important and distin-
guishing qualifications and recommendations.
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RESUME 50: BY DONALD BURNS, ACRW
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Mentioned right up front, a truly notable achievement—invention of spam filters—distinguishes this 
candidate from all others.
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RESUME 51: BY GAYLE HOWARD, CERW, CCM, CPRW, CRW

A strong and detailed first page disguises the fact that this candidate had only two jobs and three 
years of experience. The idea was to get across his understanding of business benefits from his contri-
butions and to show that he had a multitude of IT skills but was not locked into one particular area.
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RESUME 52: BY BEVERLY HARVEY, CPRW, JCTC, CCM, CCMC

The strong technical credentials leading off this resume are sure to catch the attention of employers. Its 
inviting appearance and well-written text encourage them to read further.
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RESUME 53: BY ANN BAEHR, CPRW

This resume uses bulleted lists to present diverse experience and accomplishments. It is extremely read-
able in 12-point Times New Roman font.

07 J8114 Exp Com CH07 3.indd   15307 J8114 Exp Com CH07 3.indd   153 11/22/10   8:10:13 AM11/22/10   8:10:13 AM



154

Part II: Sample Resumes for Computer and Web Jobs

RESUME 53, CONTINUED
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Packed full of details and accomplishments, this resume is tightly written in “bites” of material that can 
be quickly absorbed. Readability is further enhanced by the bold type that leads off each bullet point.
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RESUME 54: BY MARJORIE SUSSMAN, ACRW
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RESUME 54, CONTINUED
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RESUME 55: BY ANN KLINT

To call attention to the top achievement of each position, a bold statement leads off each position 
description. This strategy creates a distinctive resume and ensures that key accomplishments will not be 
overlooked.
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RESUME 55, CONTINUED
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RESUME 56: BY JEAN CUMMINGS, MAT, CPRW, CEIP, CPBS

This resume uses a Challenge-Action-Results format to provide significant and relevant detail about 
major technology projects in a highly readable format.
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RESUME 56, CONTINUED

This resume fits the first few lines of important professional experience on page 1, while giving most of 
the space to technical and professional qualifications.
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RESUME 57: BY MARTIN BUCKLAND, CPRW, CPBS, CEIP, JCTC, CJST, CPEC

Attractive and easy-to-skim tables are used to present keywords, technical skills, and extensive training.

07 J8114 Exp Com CH07 3.indd   16107 J8114 Exp Com CH07 3.indd   161 11/22/10   8:10:16 AM11/22/10   8:10:16 AM



162

Part II: Sample Resumes for Computer and Web Jobs

RESUME 57, CONTINUED
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RESUME 58: BY WENDY ENELOW

A strong technical summary anchors the top of this resume while the extensive accomplishments of the 
most recent position are broken up by headings that showcase different areas of expertise.
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RESUME 58, CONTINUED
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CHAPTER 8

Resumes for Web, Internet, 
E-commerce, and Game-Design 
Professionals
 • Video Game Designers

 • Web Designers

 • Web Graphic Artists

 • Web Applications Managers

 • Webmasters

 • Internet Sales and Marketing Professionals

 • E-commerce/Internet Executives
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45 Mark Lane, Cleveland, OH 44101 / heaton@net.net / h: (216) 555-5555 / c: (216) 555-5555  

Paula Heaton 
 VIDEO GAME ARTIST 

“I work to evoke emotion and I strive for perfection, but I also know that  
it takes more than artistic vision to make a great game. I’m very  

dedicated and I do whatever it takes to get the job done.” 

 

professional profile 
 
Creative artist with a recognized talent for conveying personalities, emotions, weight, and motion. 
Collaborate well with others to generate and execute ideas within tight deadlines. Earned a reputation 
for dedication, humor, intelligence, and going “above and beyond” to help teammates.  
 

technical skills   
 
Software... 3DS Max, Character Studio, Unreal Editor, Illustrator, Photoshop, InDesign, 
Dreamweaver, Flash, QuarkXPress, Premier. 

Graphics…  Low- and high-polygon 3D modeling, texture maps, lighting, camera work, character 
design, modeling, rigging, animation, concept art, and storyboards. 
 

professional experience  
 
BIG STYLE STUDIOS  2008–2011 
ARTIST 

Created concept art, sprite animations, and textures for newly formed game developer. Reported to the 
company’s founder and developed cityscape concepts, gadgets, weapons, characters, monsters, and 
objects for a Wii role-playing game (RPG). 

� Created animation sequences for game’s lead character within multidirectional control scheme. 
Produced sprites, created a running sequence in all eight directions, and converted the art into 
files for programmers to code. 

� Transformed company’s website to incorporate Flash animation and a more appealing interface. 
Designed and programmed a cinematic entrance, created custom soundtrack, and highlighted 
company’s development philosophy through stimulating artwork. 

� Volunteered to take on additional texturing work under extremely tight deadlines, helping the 
team members meet their commitments for work on fantasy RPG. 

 

education 
Certificate in Multimedia Technology, Ohio Media Institute, Cleveland, OH  2007 
Courses: Digital/Audio Video Production, Digital Imagery, Computer Animation, Multimedia Production 

� Earned a 4.0 GPA. 

� Created a three-minute 3D film within seven weeks. Storyboarded entire film and designed all 
camera work. Hand-animated biped’s actions and applied them using 3DS Max. Independently 
completed all models, textures, and animation for the four characters. The finished project is now 
shown to incoming classes to demonstrate what they can accomplish. 

 
Ohio University, Athens, OH 2006 
Completed coursework in Studio 2D, Drawing, Art History, and Watercolor Painting 

affiliations 
Active member, International Game Developers Association (IGDA), Chicago chapter 

RESUME 59: BY LOUISE FLETCHER, CPRW

The artist’s own work is used to highlight and distinguish this creative resume; the quote beneath her 
name gives further insight into her unique qualities. Her part-time work for the last three years is the 
central focus of the resume and helps position her above other recent graduates.
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RESUME 60: BY ANN STEWART, CPRW

Chapter 8: Resumes for Web, Internet, E-commerce, and Game-Design Professionals

167

This resume is distinguished by the box design that sets off key information—technical skills and man-
ager’s endorsements.
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RESUME 61: BY MICHELLE DUMAS, CPRW, NCRW, CCM

This great-looking resume would attract attention even if the individual didn’t have strong qualifica-
tions! The technical summary in the left column is an effective way to highlight key technical skills. Note 
the reference to his online portfolio—a wonderful selling strategy for a Web designer.
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RESUME 62: BY JANICE WORTHINGTON, MA, CPRW, JCTC, CEIP

This new graduate has a solid portfolio of interesting projects that are highlighted on the resume. Her 
strong academic credentials take center stage on page 1.
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RESUME 62, CONTINUED
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RESUME 63: BY LOUISE FLETCHER, CPRW

A unique feature of this resume is the Philosophy section, which allows the job seeker to speak directly 
to the hiring authority. Glowing testimonials (taken from his performance evaluations) highlight an 
Experience section rich with results.

Chapter 8: Resumes for Web, Internet, E-commerce, and Game-Design Professionals
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RESUME 63, CONTINUED
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RESUME 64: BY JAN HOLLIDAY, MA, NCRW, JCTC

This resume highlights management skills as well as design experience to help this Web designer 
advance to a management position. An impressive quote speaks to her design and project skills.
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RESUME 64, CONTINUED
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Notable on this resume are the checkmark bullets and the strong emphasis on career accomplishments.
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RESUME 65: BY SUSAN GUARNERI, MS, NCC, NCCC, MCC, LPC, MPBS, CPBS, CPRW, CEIP
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RESUME 66: BY JAN MELNIK, MRW, CCM, CPRW

This individual transferred her writing, marketing, and PR skills to a career as a Web page developer. 
Most of her resume focuses on communications strengths and the value she’s brought to her employers.
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RESUME 67: BY JACQUELINE BRETT, CPC, JCTC

The left column provides links to Web sites developed by this individual. The first page of this resume 
could be used on its own for freelance projects; details of employment are included on page 2.
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RESUME 67, CONTINUED
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RESUME 68: BY JUDY FRIEDLER, NCRW, JCTC

This straightforward sales resume is for a man who made a career change a few years back, leaning 
toward Internet and information technology. His desire to continue within Internet services is empha-
sized.
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RESUME 69: BY DEBBIE ELLIS, MRW, CPRW

The resume for this internationally experienced professional is full of achievements, keywords, training, 
and other professional credentials. It’s highly readable due to excellent organization, a clean typeface 
(Arial), and effective use of horizontal lines and type enhancements. Note the reference to a Web 
portfolio.

08 J8114 Exp Com CH08 3.indd   18008 J8114 Exp Com CH08 3.indd   180 11/23/10   11:30:21 AM11/23/10   11:30:21 AM



Chapter 8: Resumes for Web, Internet, E-commerce, and Game-Design Professionals

181

RESUME 69, CONTINUED
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Notice the words in bold that introduce each bullet point. These attention-getters are a great way to 
bring additional keywords into the resume. 
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RESUME 70: BY MARY SCHUMACHER, ACRW, CPRW, CEIP, CPCC

08 J8114 Exp Com CH08 3.indd   18208 J8114 Exp Com CH08 3.indd   182 11/23/10   11:30:22 AM11/23/10   11:30:22 AM



Chapter 8: Resumes for Web, Internet, E-commerce, and Game-Design Professionals

183

RESUME 70, CONTINUED
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RESUME 71: BY BEVERLY HARVEY, CPRW, JCTC, CCM, CCMC

Starting off with a strong summary and essential keywords and highlighting accomplishments, this 
resume is a powerful introduction for an e-commerce executive.

08 J8114 Exp Com CH08 3.indd   18408 J8114 Exp Com CH08 3.indd   184 11/23/10   11:30:22 AM11/23/10   11:30:22 AM



Chapter 8: Resumes for Web, Internet, E-commerce, and Game-Design Professionals

185

RESUME 71, CONTINUED
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RESUME 72: BY LYNN P. ANDENORO, CPRW, JCTC

This resume was created as part of a financing package for a start-up e-commerce company seeking 
venture capital. Note the effective use of the CAR strategy in describing key accomplishments.
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RESUME 72, CONTINUED
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Good organization and tight writing make this three-page resume easy to skim for key facts and easy 
to read for detailed information. Note the functional headers on pages 1 and 2 that segment rich 
experience into relevant categories.

RESUME 73

RESUME 73: BY WENDY ENELOW
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RESUME 73, CONTINUED

08 J8114 Exp Com CH08 3.indd   19008 J8114 Exp Com CH08 3.indd   190 11/23/10   11:30:24 AM11/23/10   11:30:24 AM



CHAPTER 9

Resumes for Project Managers 
and Technology Consultants
 • Technology Project Managers

 • IT Project Managers

 • Systems Analysts

 • Telecommunications Managers

 • Technology Leaders

 • Project Management Executives

 • Technology Consultants
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RESUME 74: BY SUSAN GUARNERI, MS, NCC, NCCC, MCC, LPC, MPBS, CPBS, CPRW, CEIP

With most of his professional experience at one company, this individual was able to construct a 
concise, one-page resume that effectively highlights his project accomplishments.
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RESUME 75: BY MARJORIE SUSSMAN, MRW, ACRW, CPRW
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The Overview section explains the chronology of the company, which has gone through multiple own-
ership changes. Headings break up a lengthy list of accomplishments and help readers move quickly 
through the resume.
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RESUME 76: BY MARY SCHUMACHER, ACRW, CPRW, CEIP, CPCC

Strong and specific accomplishment statements provide credible evidence of this project manager’s 
skills and expertise. Notice the branding statement just below the headline. 
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RESUME 77: BY LOUISE KURSMARK

Each job description leads off with a bold phrase or sentence summarizing the most notable achieve-
ment in that role. Key accomplishments are also highlighted in brief bullet points as part of the 
summary.
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RESUME 78: BY JAN HOLLIDAY, MA, NCRW, JCTC

This resume emphasizes business skills and accomplishments to give this individual a competitive edge 
over other candidates with equally strong technical capabilities.
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RESUME 78, CONTINUED
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The hybrid format of this resume emphasizes both functional skills areas (in the left column) and busi-
ness performance and results. It helped this candidate secure an interview from among 350 applicants 
for a job with the City of Seattle.
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RESUME 79: BY ALICE HANSON, CPRW
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RESUME 79, CONTINUED
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RESUME 80: BY JACQUI BARRETT POINDEXTER, MRW, CPRW, CEIP

This resume is in a primarily functional format, showcasing achievements under key subheadings and 
placing details of work experience on page 2.
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RESUME 80, CONTINUED
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RESUME 81: BY JACQUI BARRETT POINDEXTER, MRW, CPRW, CEIP

Subheadings are used to call out achievements in specific areas that will be of interest to hiring author-
ities. The format makes it easy to quickly skim the resume for key information.
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RESUME 81, CONTINUED

09 J8114 Exp Com CH09 3.indd   20609 J8114 Exp Com CH09 3.indd   206 11/22/10   8:11:26 AM11/22/10   8:11:26 AM



Chapter 9: Resumes for Project Managers and Technology Consultants

207

RESUME 82: BY LAURA EGE, CCMC, CJST, JCTC

The headline and subheading that lead off the resume demonstrate an effective placement of keywords, 
further supplemented by the Areas of Strength & Expertise list at the end of the profile.
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RESUME 83: BY ROLETA FOWLER VASQUEZ, CPRW, CEIP

A brief headline-style introduction immediately communicates this job seeker’s focus and key qualifica-
tions. One key project or achievement is highlighted for each position.
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RESUME 84: BY ROBIN FELDBERG, NCRW, ACRW, CCMC, CJSS, TCCS, WTVCIC

Good design and tight writing keep this resume very readable despite including a wealth of detail in 
the technically complex arena of program management.
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RESUME 85: BY CAROL ALTOMARE, ACRW, MRW, CPRW, CCMC, CJSS

Projects are grouped under powerful introductory statements that communicate value. Notice how con-
sulting and contract employment are presented in one listing on page 2, rather than delineating spe-
cific assignments with different companies.
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Significant consulting projects are spelled in out some detail, with results emphasized using underlin-
ing. The Technical Skills summary section on page 2 provides a comprehensive listing and eliminates 
the need to get too technically specific in the narrative sections of the resume.

RESUME 86: BY MARY SCHUMACHER, ACRW, CPRW, CEIP, CPCC
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RESUME 87: BY MARK BARTZ, ACRW

Extensive experience in health-care technology consulting is showcased in this well-designed resume. 
Notice the section at the end consolidating education, training, and a relevant internship.
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RESUME 88: BY DONALD BURNS, ACRW

This technology consultant’s notable and industry-changing inventions are highlighted in the summary 
as well as the position descriptions. Note the final bullet in his current job that clearly communicates 
that he is no longer involved in the day-to-day business and can take on a new challenge.
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CHAPTER 10

Resumes for Technology 
Managers and Executives
 • Technology and Business Executives

 • Information Technology Executives

 • Technology Operations Managers and Executives

 • Information Security Officers

 • Telecommunications Industry Executives

 • CIOs, Vice Presidents, and Directors of Technology
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RESUME 89: BY JENNIFER HAY, ACRW, CRS, CPRW

In addition to its strong content, this resume is distinguished by a relevant industry quote and the eye-
catching format of the name at the top of both pages of the resume.
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RESUME 90: BY CHERYL MILMOE, ACRW

Crisp and clean, this resume focuses on the most essential information to maximize its impact. The 
appearance is spiced up with a touch of appropriate gray shading.
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RESUME 91: BY MARJORIE SUSSMAN, ACRW, MRW, CPRW

Standout elements of this resume include a branding statement below the headline, a brief overview 
below each company listing, and a consolidated section at the end that includes much distinguishing 
information.
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RESUME 92: BY PAULA BRANDT

Highly relevant results are highlighted at the beginning of each accomplishment statement, making 
this a hard-hitting, easily skimmed resume. Note the original heading that replaces the traditional 
“Professional Experience” wording.
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RESUME 93: BY MARJORIE SUSSMAN, ACRW, MRW, CPRW

A strong Career Highlights section, set off by double lines, provides a quick snapshot of notable career 
successes that are further explained later in the resume.
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RESUME 94: BY DONALD BURNS, ACRW

By combining all roles with one company into one section and using headings to segment key accom-
plishments, this resume sharply focuses the reader’s attention on the candidate’s expertise in the field of 
data security.
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RESUME 95: BY LINSEY LEVINE, MS

The branding statement beneath the headline is an eye-catching, concise, effective summary of this 
individual’s executive philosophy.
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RESUME 96: BY CHERYL ANN HARLAND, CPRW

For a multilingual executive with extensive global experience, the resume leads off with a lengthy 
summary encompassing both executive and technical skills. Then it highlights key accomplishments 
in the Professional Experience section in bold type.

236

Part II: Sample Resumes for Computer and Web Jobs

10 J8114 Exp Com CH10 3.indd   23610 J8114 Exp Com CH10 3.indd   236 11/22/10   8:13:58 AM11/22/10   8:13:58 AM



RESUME 96, CONTINUED

Chapter 10: Resumes for Technology Managers and Executives

237

10 J8114 Exp Com CH10 3.indd   23710 J8114 Exp Com CH10 3.indd   237 11/22/10   8:13:58 AM11/22/10   8:13:58 AM



RESUME 97: BY ABBY LOCKE, ACRW, MRW, CJSS, CCMC, NCRW, CPBS

The primary challenge/accomplishment of each position is called out in bold, bordered sections that 
draw attention to this distinguishing information.

238

Part II: Sample Resumes for Computer and Web Jobs

10 J8114 Exp Com CH10 3.indd   23810 J8114 Exp Com CH10 3.indd   238 11/22/10   8:13:59 AM11/22/10   8:13:59 AM



RESUME 97, CONTINUED

Chapter 10: Resumes for Technology Managers and Executives

239

10 J8114 Exp Com CH10 3.indd   23910 J8114 Exp Com CH10 3.indd   239 11/22/10   8:13:59 AM11/22/10   8:13:59 AM



RESUME 98: BY MICHAEL DAVIS, ACRW

Showcasing expertise in the supply chain and logistics arena, this resume includes keywords in every 
position as well as the summary. It is crisply written and loaded with results.
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RESUME 99: BY WENDY ENELOW

Showcasing more than a decade of groundbreaking technological leadership for Internet companies, 
this resume is clean and crisp, with just enough detail to explain the impressive results.
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RESUME 100: BY MARY SCHUMACHER, ACRW, CPRW, CEIP, CPCC

Each Project and Performance Highlights section is introduced with bold type to instantly communicate 
key areas of expertise and accomplishment.
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RESUME 101: BY WENDY ENELOW

This resume includes a detailed Technology Portfolio section at the end of the resume. Note how cur-
rent consulting experience is presented, with specific projects and measurable results. 
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RESUME 102: BY LOUISE KURSMARK

Notable features of this resume are the chart, showing dramatic increases in customer satisfaction, and 
the Highlight section of accomplishments detailed for each job. Note that business performance, as 
well as technical performance, is emphasized for this technology executive.
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RESUME 103: BY DONALD BURNS, ACRW

Personal achievements and language skills are included in the summary to help distinguish this individ-
ual from other candidates. The resume is concise, well written, and filled with technology and business 
achievements.
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RESUME 104: BY LOUISE KURSMARK

A branding statement centers a strong summary section that is supported by measurable achievements 
throughout the experience portion of the resume. Bold introductions to the bullet points catch the read-
er’s attention and highlight critical areas of expertise and performance.

252

Part II: Sample Resumes for Computer and Web Jobs

10 J8114 Exp Com CH10 3.indd   25210 J8114 Exp Com CH10 3.indd   252 11/22/10   8:14:03 AM11/22/10   8:14:03 AM



RESUME 104, CONTINUED

Chapter 10: Resumes for Technology Managers and Executives

253

10 J8114 Exp Com CH10 3.indd   25310 J8114 Exp Com CH10 3.indd   253 11/22/10   8:14:04 AM11/22/10   8:14:04 AM



10 J8114 Exp Com CH10 3.indd   25410 J8114 Exp Com CH10 3.indd   254 11/22/10   8:14:04 AM11/22/10   8:14:04 AM



PART III

Cover Letters for 
Computer and Web 

Jobs
 CHAPTER 11: Writing a Winning Cover Letter

 CHAPTER 12: Sample Cover Letters
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Writing a Winning Cover Letter
Now that your resume is written, you may think that you’re all set 
to launch your job search. If it were only that easy! Just as critical 
to the effectiveness and success of your job search campaign is your 
cover letter. To begin our discussion of this vital element in your 
search, let’s start with a concise definition:

Cover Letter: A document that accompanies your 
resume and is used to highlight your specific skills, quali-
fications, competencies, achievements, and more that 
relate directly to the position for which you are applying. 

That’s right—the best cover letters are letters that are targeted to 
specific positions (for example, network administration position with 
a large university, programming and systems design position with 
an emerging Internet venture, technology training position with 
an international company). Targeted letters allow you to selectively 
include information about your past work experience, technical 
qualifications, training and education, affiliations, professional activi-
ties, and more that directly support your candidacy for a particular 
position. In essence, you’re taking everything about your career, 
laying it out on the table (so to speak), and then selecting only that 
information which is most important to your current job objective.

Here’s an example of a wonderfully written cover letter that is 
targeted to this candidate’s specific objective—a position as a 
Configuration Analyst. The resume that accompanies this cover let-
ter, resume 25, is in chapter 5. 

CHAPTER 11
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A targeted cover letter (submitted by Jennifer Hay, ACRW, CRS, CPRW).
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Chapter 11: Writing a Winning Cover Letter
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All too often, job search candidates write what we refer to as general cover 
letters—letters that can be used to apply for any position with any type of orga-
nization. In essence, these letters simply summarize information that is already 
included on your resume and tend to be not nearly as effective as targeted cover 
letters that are customized to each position to which you apply. Because you do 
not have a specific position in mind when you write a general letter, you are not 
able to highlight information that would be most essential in a particular situation. 
As such, we strongly urge that you stay away from general letters and devote the 
time that is necessary to develop targeted cover letters that will sell you into your 
next position.

Another real advantage to targeted cover letters is that the recipient will notice 
that you have taken the time to write an individual letter to him or her; that, of 
course, leaves a great impression. When you are able to integrate specific infor-
mation into your letter about the company to which you are applying, it clearly 
demonstrates your interest in the position and the organization, before you’ve ever 
had the opportunity to speak with anyone there. Just think how impressed a pro-
spective employer will be when he or she realizes that you’ve spent the time and 
energy necessary to research and “get to know” his or her organization. This, in 
and of itself, will give you a distinct advantage over the competition.

Six Steps to Writing Better Cover Letters
To help guide you in writing and designing your own winning cover letters, we’ve 
created a step-by-step process and structure that will allow you to quickly and 
easily write letters that will get you and your resume noticed, not passed over:

 1. Identify Your Key Selling Points

 2. Preplan

 3. Write the Opening Paragraph

 4. Write the Body

 5. Write the Closing

 6. Polish, Proofread, and Finalize

Now, we’re going to explore each of these steps in detail to provide you with 
an action plan to write your letters with ease and confidence. Our most detailed 
discussion will be of Step 1: Identify Your Key Selling Points, which is the entire 
foundation for your cover letter.

STEP 1: IDENTIFY YOUR KEY SELLING POINTS 
What qualifications, experiences, achievements, and skills do you bring to an orga-
nization? It’s time to evaluate and quantify what it is that makes you unique, valu-
able, and interesting to potential employers.
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Know Your Objective

The best place to start is by clearly identifying who you are and what your job 
objective is. Are you a C++ programmer, a database administrator, a Web 
designer, a project manager, or a CIO? It is critical that you be able to clearly and 
accurately define who you are in an instant. Remember, an instant is all that you 
have to capture your reader’s attention, encouraging him not only to read your 
cover letter in full, but also to read your resume and contact you for a personal 
interview. 

Summarize Your Experience

Just as important, you must be able to clearly identify why an organization would 
be interested in interviewing and possibly hiring you. Is it because of the schools 
or universities you’ve attended? The industries in which you’ve been employed? 
The positions you have held? The promotions you have earned? Your accom-
plishments? Your technical expertise? Your specific skills and qualifications? Your 
licenses and educational credentials? Your leadership skills? Your foreign-language 
skills and international experience? Why would someone be interested in you?

Sell Your Achievements

Your achievements are what set you apart from others with a similar background. 
They answer the reader’s all-important question, “What can you do for me?” 
because they tell precisely what you have done for someone else. Cover letters 
and resumes without achievements are simply dry compilations of position titles 
and responsibilities. They don’t sell your unique attributes, and they don’t compel 
readers to pick up the phone and invite you in for an interview.

In thinking about your achievements, ask yourself how you’ve benefited the orga-
nizations where you’ve worked. In general terms, you can help an organization by

 • Making money (revenues, profits, earnings, ROI/ROA/ROE increases, new 
customers)

 • Saving money (cost reductions, streamlining, automating)

 • Creating new things (courses, programs, techniques, methodologies, systems, 
processes, and more)

 • Improving existing things (reengineering, redesigning, developing new pro-
cesses, consolidating)

 • Improving departmental and/or organizational performance (productivity, 
efficiency, quality, delivery, and customer service)

 • Winning honors, awards, and commendations

In writing your achievements, think about the two key pieces of information you 
want to convey about each of your successes: what you did and how it benefited 
the organization. It is the combination of both of these components that will 
make your achievements—and, in turn, you—shine.

Part III: Cover Letters for Computer and Web Jobs
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Who you are, what you have achieved, and why an organization would want to 
hire you are critical questions you must ask yourself before you ever begin to write 
a cover letter. The answers to those questions will directly impact what you write 
in your cover letter and how you present that information. You must determine 
what you have to offer that relates to that organization’s specific needs, what 
will be of interest to its hiring managers, and what will entice them to read your 
resume and offer you the opportunity for an interview. That information then 
becomes the foundation for every cover letter that you write.

STEP 2: PREPLAN

Before you begin writing a single word of your cover letter, you must determine 
the appropriate strategy for that particular letter. You’re not ready to write until 
you can clearly answer the following questions:

 • Why am I writing this letter? Am I writing in response to a print or online 
advertisement, sending a cold-call letter to companies, contacting someone 
in my network, writing to an organization at the recommendation of some-
one else, or writing a follow-up letter to a company to which I already sent a 
resume? The answer to this question will significantly impact the content of 
your cover letter—the introduction in particular.

 • Have I researched the organization and/or the position? There will be 
instances where you know, or can find, information about an organization you 
are writing to, the services and products it offers, the positions that are open, 
the types of candidates it hires, the hiring requirements, and so much more. 
Do your research! The more you know about the company and the position, 
the more on-target you can write your letters, relating your experience to its 
identified needs. If you know the company has critical hardware issues, be sure 
to stress your success in resolving those same types of problems and restoring 
systems integrity. If you know that the company is struggling with its technical 
support organization, focus on your success in building strong customer-
service centers. Your goal is to find common ground between you and the 
company and then leverage that to your advantage.

 • Do I have a contact name? Have I double-checked the correct spelling of the 
name and the person’s job title? Do I have the full mailing address or e-mail 
address? The fact is that if you write to the human resources department of a 
company, you’ll never quite know where your letter and resume have landed. 
However, if you write to a particular individual in a particular department with 
particular contact information, you not only know who has your resume and 
cover letter, you also know whom to follow up with. This is critical for job 
search success in today’s competitive market!
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STEP 3: WRITE THE OPENING PARAGRAPH

The opening paragraph of your cover letter is your hook—your “sales pitch”—that 
tells your reader who you are and why you are of value to that specific organiza-
tion. It should be written to entice the recipient to read your letter in its entirety 
and then take the time to closely review your resume. And, because it is so critical, 
the opening paragraph is often the section that will take you the longest to write.

TIP: If you’re having trouble writing the opening paragraph of your cover 
letter, leave it for the time being and move on to the body of the letter. Once 
you’ve written the rest, the opening paragraph will usually flow much more 
smoothly and quickly.

There are three specific questions you must address in the opening paragraph of 
your cover letter:

 1. Who are you?

 2. Why are you writing?

 3. What message are you communicating?

Your answers to these questions, combined with the specific reason you are writ-
ing (for example, in response to an advertisement, on recommendation from a 
network contact, or because of an Internet job lead), will almost always dictate 
the type of opening you select. Review the introductory paragraphs for the sample 
cover letters in chapter 12 to help you get started developing your own introduc-
tion.

STEP 4: WRITE THE BODY

Now you’re ready to tackle the real task at hand: writing the body of your cover 
letter—the substance, key qualifications, technical expertise, accomplishments, suc-
cesses, and whatever other information you choose to highlight that will entice the 
reader to closely review your resume and offer you the opportunity for a personal 
interview.

In order to sell yourself (or any product) as “the answer,” you must highlight the 
attractive features and benefits of that product. Put yourself in the shoes of the 
buyer and ask yourself

 • What will catch my attention? 

 • What’s interesting about this candidate? 

 • What’s innovative or unique about this candidate? 

 • Why is this candidate different from (or better than) other competitive candi-
dates? 

 • Do I understand the value I’ll get from this candidate? 

 • Do I need this candidate? 

 • Do I want this candidate?
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Whether or not you’re conscious of it, every time you buy something, you ask 
yourself these questions and others. It’s the typical process that everyone proceeds 
through when they’re deciding whether to make a purchase. It is imperative that 
you remember this as you begin to write your cover letters. Understand that you 
must clearly communicate the answers to these questions in order to get people to 
want to “buy” you.

TIP: Your cover letter should not be written as “Here I am, give me a job,” 
but should be written as, “Here I am; this is why I am so valuable; give me 
a chance to solve your problems.” Focusing on the value and benefits you 
have to offer is a good way to capture the reader’s attention. Remember, 
the employer’s most compelling question is “What can you do for me?” not 
“What do you want?”

Your challenge, then, is to convey your value in a short and concise document—
your cover letter. Unfortunately, there are no rules to guide you in determining 
what to include in each specific cover letter that you write. It is entirely a judg-
ment call based on the specific situation at hand—the position, the organization, 
and the required qualifications and experience. What you include in your letter is 
not necessarily based on what you consider to be your most significant responsi-
bilities and achievements from throughout your career, but rather what is most rel-
evant to the hiring company and its needs. 

Achievements, accomplishments, contributions, and successes are the cornerstone 
of any effective cover letter. It goes without saying that you want to demonstrate 
that you have the right skills, qualifications, and experience for a particular job. 
However, you do not want your letter to be a “job description”—a mere listing of 
job responsibilities. First of all, you’ve addressed a great deal of that information 
in the resume that you’ll be sending along with your cover letter. You do not want 
your letter to simply reiterate what’s in your resume. The challenge is to write a 
cover letter that complements the resume and brings the most notable information 
to the forefront.

Depending on the format of your letter, you can convey this information in a 
paragraph format, a bullet-point format, or a combination of both. Use whichever 
you feel is most appropriate to convey the particular information. If you decide 
to use full paragraphs, make sure that they are fairly short to promote readability. 
Edit and tighten your copy so that every word and phrase conveys information 
that relates to the employer’s needs and your most relevant qualifications.

STEP 5: WRITE THE CLOSING

Now that you’ve written your introductory paragraph and the body of your cover 
letter, all you have left to do is the closing paragraph. This is generally the easi-
est section of a cover letter to write. To get started, ask yourself these two simple 
questions:

 • What style of closing paragraph do I want to use?

 • Is there any specific personal or salary information I want to include that was 
requested in the advertisement to which I am responding?
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When it comes to choosing style, closing paragraphs are easy. There are basically 
only two styles—passive and assertive—and the distinction between the two styles 
is evident:

 • Passive: A passive letter ends with a statement such as “I look forward to hear-
ing from you.” With this sentence, you are taking a passive approach, waiting 
for the hiring company or recruiter to contact you. This is not our recom-
mended strategy.

 • Assertive: An assertive letter ends with a statement such as “I look forward 
to interviewing with you and will follow up next week to schedule a convenient 
appointment.” In this sentence, you are asserting yourself, telling the recipient 
that you will follow up and asking for the interview! 

We strongly recommend that you end your cover letters with an assertive clos-
ing paragraph. Remember, the only real objective of your cover letter is to get an 
interview, so ask for it! Furthermore, we also advise that you outline an agenda 
that communicates that you will be expecting the employer’s call and, if you don’t 
hear from the employer, you will follow up. This puts you in the driver’s seat and 
in control of your job search. It also demonstrates to a prospective employer that 
once you’ve initiated something, you follow it through to completion. This is a 
valuable trait for any professional.

Inevitably, there will be instances in your job search when you will not be able to 
follow up:

 • If you are responding to a blind advertisement with a P.O. box, you won’t 
know whom to call. 

 • If you are responding to an advertisement that states “No phone calls,” 
don’t call. 

 • If you are sending out 1,000 letters to recruiters across the nation, don’t waste 
your time calling them. If they’re interested or have an opportunity for which 
you are suited, they’ll call you. 

 • If you know that you’ll never get the individual you want to speak with on the 
phone, don’t waste your time or money.

The closing paragraph of your cover letter is also the preferred placement for any 
personal or salary information you will include. There are generally only two times 
you will want to include this type of information:

 • When it has been asked for in an advertisement. Common requests include 
such things as salary history (what you have made in the past and are currently 
earning if you are employed), salary requirements (what your current salary 
objectives are), citizenship status, or geographic preference.

 • When you are writing “cold-call” letters to recruiters. When contact-
ing recruiters, we recommend that you at least minimally address your salary 
requirements (a range is fine) and any geographic preferences in the closing 
paragraph of your cover letter.

Part III: Cover Letters for Computer and Web Jobs
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STEP 6: POLISH, PROOFREAD, AND FINALIZE

The process we recommend for writing your cover letters suggests that you first 
craft the opening, then the middle, and then the closing of each letter. Although 
the step-by-step process makes the task fairly quick and easy, you will probably 
find that your letters need final polishing, wordsmithing, and tweaking to ensure 
that each section “flows” into the next and that you have a cohesive-sounding 
whole.

Take the time to proofread your letter thoroughly and carefully. Read it for sense 
and flow; then read it again to check for spelling errors, punctuation mistakes, and 
grammatical inconsistencies. We cannot emphasize this point enough. The people 
who receive your cover letter and resume do judge your professionalism based on 
the quality and accuracy of these documents. In fact, in a survey of hiring authori-
ties we conducted for a prior book, 90 percent of respondents mentioned quality 
and appearance factors (such as typos, misspellings, smudged print, and low-
quality paper) as reasons for immediately discarding a resume. Don’t take a chance 
that your carefully written letter and resume will end up in the circular file before 
your qualifications are even considered.

Here are a few things to look out for during the polishing phase:

 • Spelling: Use your computer’s spell-checker, but don’t rely on it totally. The 
spell-checker won’t flag an “it’s” that should be “its” or a “there” that should 
be “their.” Make triple-certain you’ve correctly spelled all names: people, orga-
nizations, software programs, and so on.

 • Grammar and punctuation: If you’re not confident about your grammar and 
punctuation skills, purchase an all-purpose reference guide and use it as often 
as you need to. Don’t let your cover letter be discarded because of basic gram-
mar and punctuation errors.

 • Interesting language: As much as possible, avoid cliches and outdated lan-
guage (such as “Enclosed please find my resume”). It’s difficult to find new 
ways to express familiar sentiments (such as “I would appreciate the opportu-
nity for an interview”), and it’s certainly not necessary to come up with unique 
language for every phrase. But make sure that your cover letter doesn’t sound 
like a cookie-cutter, one-size-fits-all letter that could have been written by any 
job seeker.

Authors’ Best Tips for Writing Winning Cover Letters
Here’s our most important cover-letter advice, gleaned from our experience writ-
ing thousands of cover letters over the years.

DON’T REINVENT THE WHEEL

A great amount of our discussion has focused on the fact that your cover letters 
should be written individually based on the specific situation. And that is quite 
true. The more focused your letters, the greater the impact and the more likely 
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you are to get a response and opportunity to interview. However, you do not 
have to reinvent the wheel with each and every cover letter you write. If you’re a 
help-desk administrator writing in response to advertisements for other help-desk 
positions, you can very often use the same letter with just a few minor editorial 
changes to match each opportunity. Remember to use your word-processing 
program’s “copy and paste” function. It’s a great, labor-saving tool!

SELL IT TO ME; DON’T TELL IT TO ME

Just like resume writing, cover letter writing is sales—pure and simple. You have 
a commodity to sell—yourself—and your challenge is to write a marketing com-
munication that is powerful and pushes the reader to action. (You want him to call 
you for an interview!) Therefore, it is essential that when writing your letters you 
“sell” your achievements and don’t just “tell” your responsibilities. 

Here’s a quick example. If you are a Java programmer, you could “tell” your 
reader that you’ve developed more than 10 new Java scripts. Great! Or you could 
“sell” the fact that you’ve led project teams that developed and delivered new Java 
scripts that have supported a 200 percent increase in shopping-cart purchases with-
in just two months. Which letter would capture your interest?

GET OVER WRITER’S BLOCK

Very often, the most difficult part of writing a cover letter is getting started. You 
can sit and look at that blank piece of paper or computer screen for hours, frus-
trated and wondering whether the whole world has such a hard time writing cover 
letters. If writing is part of your daily work responsibilities, the process might not 
be too arduous. However, if you do not have to write on a regular basis, cover 
letters can be an especially formidable task. That’s why it is so important to fol-
low the step-by-step process we have created. It is guaranteed to make cover letter 
writing faster, easier, and much less painful!

If you’re still having trouble, consider this simple thought: You do not have 
to start at the beginning. Even after writing thousands and thousands of cover 
letters, we’ll sit stumped, unable to come up with just the “right” opening para-
graph. Instead of wasting time and brain power, and getting frustrated, we’ll just 
leave it alone and move on to another section in the letter that we feel more con-
fident writing. You’ll find that once you get going, new ideas will pop into your 
head and the more difficult sections will come much more easily and confidently. 

ANSWER THE EMPLOYER’S MOST IMPORTANT QUESTION: 
“WHAT CAN YOU DO FOR ME?”
A powerful cover letter can help you get what you want: a new, perhaps more 
advanced and more satisfying, position. It is certainly important that you under-
stand what you want to do, the kind of organization you’d like to work for, and 
the environment in which you’ll be most productive. Yet you must remember that 
employers aren’t really interested in you. They’re interested in what you can do for 
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them. If you do not keep this thought in the forefront of your mind when writing 
your cover letters, you’re likely to produce a self-centered-sounding “here I am” 
letter that probably won’t do much to advance your job search.

When writing your cover letters, consider the employer’s needs and make sure that 
you communicate that you can add value, solve problems, and deliver benefits for 
that employer. You can do this through a strong focus on accomplishments (“Ah, 
she did that for Acme Technology; she can do the same for me.”) and through 
careful attention to the wording and tone of your letter so that you appear to be 
more interested in contributing to the organization than satisfying your own per-
sonal needs.

Then, be sure to review the Cover Letter Checklist on the next page to be sure 
that your letters meet all of our requirements for style, appropriateness, quality of 
text, quality of presentation, and effectiveness. Follow our rules and we guarantee 
that your letters will open doors, generate interviews, and help you land your next 
great professional opportunity.
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Cover Letter Checklist
Before sending each cover letter you prepare, complete the following checklist 
to be sure that you have met all the rules for cover letter writing. If you cannot 
answer “yes” to all of the questions, go back and edit your letter as necessary 
before sending it. The only questions for which a “no” answer is acceptable are 
questions 5 and 6, which relate specifically to the organization to which you are 
writing. As we have stated previously, there will be instances when you can find 
this information, but there will also be instances (for example, when writing to a 
P.O. box) when you cannot.

   YES NO

1.  Do I convey an immediate  ❏ ❏
understanding of who I am in 
the first two sentences of my 
cover letter?

2.  Is my cover letter format unique,  ❏ ❏
and does my letter stand out?

3.  Have I highlighted my most  ❏ ❏
relevant qualifications?

4.  Have I highlighted my most  ❏ ❏
relevant achievements?

5.  Have I included information  ❏ ❏
I know about the organization or 
the specific position for which 
I am applying?

6.  Have I highlighted why I  ❏ ❏
want to work for this organization?

7. Is my cover letter neat, clean, and  ❏ ❏
well-presented without being 
overdesigned?

8.  Is my cover letter error-free? ❏ ❏
9.  Is my cover letter short and ❏ ❏

succinct, preferably no longer 
than one page?

10.  Do I ask for an interview  ❏ ❏ 
in the cover letter?
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CHAPTER 12

Sample Cover Letters
What follows are eight more sample cover letters for your review. 
Look at them closely. Select opening paragraphs, closing para-
graphs, formats, and styles that you like, and then model your own 
cover letters accordingly. You’ll find that by using these sample 
letters for hints, your letter-writing process will be much easier 
and faster. To see even more samples and get more help with writ-
ing your cover letters, see our book Cover Letter Magic (JIST 
Publishing).

12 J8114 Exp Com CH12 3.indd   26912 J8114 Exp Com CH12 3.indd   269 11/22/10   8:15:02 AM11/22/10   8:15:02 AM



Bullet points convey a wealth of relevant skills and experience. Notice the closing reference to specific 
geographic location and other opportunities with this global company (companion resume: resume 4 
in chapter 4).

270

Part III: Cover Letters for Computer and Web Jobs

COVER LETTER 1: BY WENDY ENELOW

12 J8114 Exp Com CH12 3.indd   27012 J8114 Exp Com CH12 3.indd   270 11/22/10   8:15:02 AM11/22/10   8:15:02 AM



Chapter 12: Sample Cover Letters

271

Although written in response to a “blind” posting (where the hiring company and manager name are 
not given), this letter connects to the needs expressed by the hiring company. The heading, carried 
over from the resume, instantly focuses the reader on the candidate’s area of expertise (companion 
resume: resume 48 in chapter 6).
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COVER LETTER 2: BY LOUISE KURSMARK
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Whenever possible, follow the example in this letter and use a referral to open the door to a possible 
opportunity. Written as an e-mail message, the letter shares experiences and attributes that will be of 
value.

272

Part III: Cover Letters for Teachers and Educators

COVER LETTER 3: BY LOUISE KURSMARK

12 J8114 Exp Com CH12 3.indd   27212 J8114 Exp Com CH12 3.indd   272 11/22/10   8:15:03 AM11/22/10   8:15:03 AM



Chapter 12: Sample Cover Letters

273

This candidate has been reading about the company, and she uses what she learned in her first para-
graph. Her letter is effectively opening up a conversation rather than simply responding to a job post-
ing (companion resume: resume 73 in chapter 8).
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COVER LETTER 4: BY WENDY ENELOW
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Using a conversational tone, this letter shares key career successes but also the leadership skills and 
personal attributes that made these successes possible.
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This letter tells several stories that draw in the reader and provide compelling evidence of the job seek-
er’s skills and capabilities (companion resume: resume 93 in chapter 10).
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COVER LETTER 6: BY MARJORIE SUSSMAN, ACRW, MRW, CPRW
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COVER LETTER 7: BY WENDY ENELOW

Strengths as a technologist, manager, and business leader are equally emphasized in this letter for a 
CTO role with a major financial corporation (companion resume: resume 101 in chapter 10).
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COVER LETTER 8: BY DONALD BURNS, ACRW

Written in response to a phone call from a recruiter, this letter concisely captures the unique value the 
candidate brings to this opportunity—value that begins with technical expertise but goes far above and 
beyond (companion resume: resume 103 in chapter 10).
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APPENDIX A

Resume Preparation 
Questionnaire
A resume is only as good as the information that it showcases. To 
write a great resume, you must take the time to document your 
complete career history, whether 2 years or 22 years. This raw data 
is the foundation for everything that you will write. The more raw 
data, the better, so be as comprehensive as possible when collecting 
and documenting your experience.

Keeping a running log of your career successes (for example, project 
highlights, revenue and profit results, productivity and efficiency 
improvements, customer satisfaction scores) and then updating 
your resume every six months is a great way to be prepared at a 
moment’s notice when a great career opportunity presents itself.

Use the following Resume Preparation Questionnaire as a guide 
when assembling all of your career information—your raw data for 
writing a powerful and well-positioned resume. 

RESUME PREPARATION QUESTIONNAIRE

Contact Information

Name:  

Address:  

City:  State:  ZIP:  

Home Phone:  Mobile Phone:   

E-mail:    URL (Web portfolio):  

Willing to relocate?  YES   NO Willing to travel?   YES   NO

Current Salary:            Expected Salary:  

Career Objectives

Answer the following questions as completely and accurately 
as possible. Not all questions may apply to you. If they do not 
apply, mark them N/A. Use additional sheets if necessary.

(continued)
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Position/Career Objective: List your top three job title choices in order of 
preference:

 1. 

 2. 

 3. 

Is this a career change for you?  YES      NO

Long-Range Career Goals:  

 

 

What are some terms (or keywords) that are specific to your industry and 
profession?  

 

 

 

What skills do you possess that you want to highlight?  

 

 

 

Education 

List all degrees, certificates, and diplomas you’ve received; the dates you 
received them; the school or college; and the location of the school or college. 
Begin with the most recent and work backward.

College/University:                             City/State:  

Major:  Degree:  Year:  GPA:  

Honors:  

College/University:           City/State:  

Major:  Degree:  Year:  GPA:  

Honors:  

High School:  City/State:  Year:  

(continued)
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Relevant Courses/Seminars/Workshops

Include names, dates, places, and sponsoring organizations. 

 

 

 

 

 

Certifications and Licenses

Certifications:  

 

 

Professional Licenses:  

 

 

Military

Include branch of service, locations, position, rank achieved, years of service, 
honorable discharge, key accomplishments, special recognition, awards, and 
so on.  

 

 

Professional Organizations/Affiliations

Include offices held.

 

 

 

 

 

 

 

Publications/Presentations

Include titles, names of publications, locations of public speaking engagements, 
and dates.  

(continued)
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Computer Skills

Include hardware, software, operating systems, networks, programming 
languages, and so on. 

 

 

 

 

 

 

 

Foreign Languages

List level of fluency—verbal/written.

 

 

Hobbies 

Note that you will want to include on your resume only hobbies that are out of 
the ordinary and might make a great conversation topic.

 

Community Activities

List names of organizations, years involved, positions held. 

 

 

 

 

Work Experience

As you consider each position, ask yourself, “How is this organization better 
off now than when it hired me?” Here are some questions to get your thoughts 
flowing.

 • Did you increase sales? If so, by what percentage or amount? 

282

(continued)

13 J8114 Exp Com App A 3.indd   28213 J8114 Exp Com App A 3.indd   282 11/23/10   8:31:02 AM11/23/10   8:31:02 AM



283

Appendix A: Resume Preparation Questionnaire

 • Did you generate new business, bring in new clients, or forge affiliations? 

 • Did you save your organization money? If so, how much and how? 

 • Did you design or institute any new system or process? If so, what were the 
results? 

 • Did you meet an impossible deadline through extra effort? What difference 
did this make to your organization, your team members, and your 
customers? 

 • Did you bring in a major project under budget? How did you make this 
happen? How were the dollars you saved used? 

 • Did you suggest or help launch a new product or program? If so, did you 
take the lead or provide support? How successful was the effort? 

 • Did you take on new responsibilities that weren’t part of your routine 
responsibilities? If so, did you ask for the new projects or were they 
assigned to you? 

 • Did you introduce any new or more effective techniques for increasing 
productivity? 

 • Did you improve communication? If so, with whom and what was the 
outcome? 

 • How did your organization benefit from your performance?

Begin with your present employer. If you’re not currently working, you 
might want to start with your volunteer experience—treating it just like a paid 
position—if it relates to your current career objective. List different positions at 
the same organization as separate jobs (at least at this point in the information-
collection process).

Name of employer:  

City/State:         Dates of employment:  

Your title or position:  

Who do you report to (title)?               Number of people you supervise:  

Their titles or functions:  

 

Briefly describe the size of the organization (volume produced; revenues; 
number of employees; local, national, or international?; and so on).  

 

(continued)
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What does the organization do, make, or sell?   

 

Where does it rank in its industry in terms of competitors?  

 

Briefly describe your duties, responsibilities, and level of authority. Use numbers 
(size) and percentages, quantify budgets, state with whom you interacted, and 
so on. 

 

 

 

 

Why were you hired (or promoted or selected)? What was going on at the 
organization? Was there a particular challenge or problem you were brought 
on to solve? Did you have specific performance measurements? (If so, describe 
them as specifically as possible.) Where was your organization headed? Why did 
it need you?  

 

 

 

 

 

 

 

 

Describe four to six accomplishments, successes, project highlights, 
contributions, or other achievements in this position. Give plenty of details, 
facts, and figures.  
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Previous Employment

You will, most likely, need to make multiple copies of this section so that you 
have one copy for each position.

Name of organization:  

City/State:         Dates of employment:  

Your title or position:  

Who did you report to (title)?             Number of people you supervised:  

Their titles or functions:  

 

Briefly describe the size of the organization (volume produced; revenues; 
number of employees; local, national, or international?; and so on).  

 

 

 

What did the organization do, make, or sell?   

 

Where did it rank in its industry in terms of competitors?  

 

Briefly describe your duties, responsibilities, and level of authority. Use numbers 
(size) and percentages, quantify budgets, state with whom you interacted, and 
so on. 

 

 

 

 

Why were you hired (or promoted or selected)? What was going on at the 
organization? Was there a particular challenge or problem you were brought 
on to solve? Did you have specific performance measurements? (If so, describe 
them as specifically as possible.) Where was your organization headed? Why did 
it need you?  

 

(continued)
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Describe four to six accomplishments, successes, project highlights, 
contributions, or other achievements in this position. Give plenty of details, 
facts, and figures.  

 

 

 

 

 

 

 

 

 

(continued)
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Resume Verbs: Write with 
Power and Clarity
Here are nearly 400 of our favorite verbs for writing resumes, cover 
letters, thank-you letters, LinkedIn profiles, career biographies, 
achievement profiles, and a host of other online and offline career 
marketing communications. Use these verbs wisely, and remember 
the following tips:

 • Write with verbs and stay away from phrases such as 
“Responsible for” and “Duties included.” Verbs communicate 
action and results, and that’s precisely what you want to accom-
plish when writing your resume. 

 • Each verb communicates a different message. For example, 
“manage,” “coordinate,” and “facilitate” seem to say the same 
thing; upon closer examination, however, that’s not the case. 
Each verb has a unique meaning and very few verbs are inter-
changeable.

 • Don’t use verbs that overstate your level of responsibility for a 
particular company, organization, project, product, and so on. If 
you have to defend what you wrote, you’ve lost the opportunity.

 • Not all verbs will be appropriate for you, your industry, or your 
profession. Don’t use a verb just because you like it. Rather, use 
a verb that communicates precisely the right message.

NOTE: In descriptions and bullets for your current job, you will 
use verbs in the present tense, as shown here. For previous jobs, 
the verbs should be converted to past tense.

Accelerate

Accentuate

Accommodate

Accomplish

Achieve

Acquire

Adapt

Address

Adjudicate

Advance

Advise

Advocate
(continued)
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Align

Alter

Analyze

Anchor

Apply

Appoint

Appreciate

Arbitrate

Architect

Arrange

Articulate

Ascertain

Assemble

Assess

Assist

Augment

Authenticate

Author

Authorize

Balance

Believe

Bestow

Brainstorm

Brief

Budget

Build

Calculate

Capitalize

Capture

Catalog

Catapult

Centralize

Champion

Change

Chart

Clarify

Classify

Close

Coach

Collaborate

Collect

Command

Commercialize

Commoditize

Communicate

Compare

Compel

Compile

Complete

Compute

Conceive

Conceptualize

Conclude

Conduct

Conserve

Consolidate

Construct

Consult

Continue

Contract

Control

Convert

Convey

Coordinate

Correct

Corroborate

Counsel

Craft

Create

Critique

Crystallize

Curtail

Cut

Decipher

Decrease

Define

Delegate

Deliver

Demonstrate

Deploy

Derive

Design

Detail

Detect

Determine

Develop

Devise

Differentiate

Direct

Discern

Discover

Dispense

Display

Distinguish

Distribute

Diversify

Divert

Document

Dominate

(continued)
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Double

Draft

Drive

Earn

Edit

Educate

Effect

Effectuate

Elect

Elevate

Eliminate

Emphasize

Empower

Enact

Encourage

Endeavor

Endorse

Endure

Energize

Enforce

Engineer

Enhance

Enlist

Enliven

Ensure

Entrench

Equalize

Establish

Estimate

Evaluate

Examine

Exceed

Execute

Exhibit

Exhort

Expand

Expedite

Experiment

Explode

Explore

Export

Extricate

Facilitate

Finalize

Finance

Forge

Form

Formalize

Formulate

Foster

Found

Gain

Generate

Govern

Graduate

Guide

Halt

Handle

Head

Hire

Honor

Hypothesize

Identify

Illustrate

Imagine

Implement

Import

Improve

Improvise

Increase

Influence

Inform

Initiate

Innovate

Inspect

Inspire

Install

Institute

Instruct

Integrate

Intensify

Interpret

Interview

Introduce

Invent

Inventory

Investigate

Judge

Justify

Launch

Lead

Lecture

Leverage

License

Listen

Locate

Lower

Maintain

Manage

(continued)
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Manipulate

Manufacture

Map

Market

Master

Mastermind

Maximize

Measure

Mediate

Mentor

Merge

Minimize

Model

Moderate

Modify

Monetize

Monitor

Motivate

Navigate

Negotiate

Network

Nominate

Normalize

Obfuscate

Observe

Obtain

Offer

Officiate

Operate

Optimize

Orchestrate

Organize

Orient

Originate

Outsource

Overcome

Overhaul

Oversee

Participate

Partner

Perceive

Perfect

Perform

Persuade

Pilot

Pinpoint

Pioneer

Plan

Position

Predict

Prepare

Prescribe

Present

Preside

Process

Procure

Produce

Program

Progress

Project

Project manage

Proliferate

Promote

Propel

Propose

Prospect

Prove

Provide

Publicize

Purchase

Purify

Qualify

Quantify

Query

Question

Raise

Rate

Ratify

Realign

Rebuild

Recapture

Receive

Recognize

Recommend

Reconcile

Record

Recruit

Recycle

Redesign

Reduce

Reengineer

Regain

Regulate

Rehabilitate

Reinforce

Rejuvenate

Remedy

Render

Renegotiate

Renew

Renovate

Reorganize

(continued)
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Report

Reposition

Represent

Research

Resolve

Respond

Restore

Restructure

Retain

Retrieve

Reuse

Review

Revise

Revitalize

Sanctify 

Satisfy

Schedule

Secure

Select

Sell

Separate

Serve

Service

Shepherd

Simplify 

Slash

Solidify 

Solve

Spark

Speak

Spearhead

Specify

Standardize 

Steer

Stimulate

Strategize

Streamline

Strengthen

Structure

Study

Substantiate

Succeed

Suggest

Summarize

Supervise

Supplement

Supply

Support

Surpass

Synergize

Synthesize

Systematize

Tabulate

Target

Teach

Terminate 

Test

Thwart 

Train

Transcribe

Transfer 

Transform 

Transition 

Translate

Trim

Troubleshoot

Unify

Unite

Update

Upgrade

Use

Utilize

Verbalize

Verify

Win 

Work

Write
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CONTRIBUTORS

Index of Contributors
The sample resumes and cover letters in chapters 4 through 12 were 
written by professional resume and cover letter writers. If you need 
help with your resume and job search correspondence, you can use 
the following list to locate a career professional who can help.

You will notice that most of the writers have one or more creden-
tials listed after their names. In fact, some have half a dozen or 
more! The careers industry offers extensive opportunities for ongo-
ing training, and most career professionals take advantage of these 
opportunities to build their skills and keep their knowledge current. 
If you are curious about what any one of these credentials means, 
we suggest that you contact the resume writer directly. He or she 
will be glad to discuss certifications and other qualifications as well 
as information about services that can help you in your career tran-
sition.

Georgia Adamson, CPRW, 
CCM, CCMC, CEIP, JCTC
A Successful Career, a division 
   of Adept Business Services
Campbell, CA
Phone: (408) 866-6859
E-mail: success@
   ablueribbonresume.com
www.ABlueRibbonResume.com

Carol Altomare, MRW, 
ACRW, CPRW, CCMC, CJSS
World Class Résumés
Three Bridges, NJ
Phone: (908) 237-1883
E-mail: 
   carol@worldclassresumes.com
www.worldclassresumes.com

Lynn P. Andenoro, CPRW, 
JCTC

Ann Baehr, CPRW
Best Resumes of New York
Long Island, NY
Phone: (631) 224-9300
E-mail: 
   resumesbest@earthlink.net
www.e-bestresumes.com

Mark Bartz, ACRW
Lakeland, FL
Phone: (863) 248-6105
E-mail: mark@hiringleaders.com
http://
   WhatTheHeckDoIDo.com
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Janet L. Beckstrom, CPRW
President, Word Crafter
Flint, MI 
Toll-free: (800) 351-9818
E-mail: janet@wordcrafter.com

Arnold G. Boldt, CPRW, JCTC
Arnold-Smith Associates
Rochester, NY
Phone: (585) 383-0350
E-mail: Arnie@ResumeSOS.com 
www.NoNonsenseCareers.com

Carolyn Braden, CPRW

Paula Brandt

Alice Braxton, CPRW, CEIP
Burlington, NC
Phone: (336) 226-8195
E-mail: accutype@triad.rr.com

Jacqueline Brett, CPC, JCTC

Martin P. Buckland, CPRW, CPBS, 
CEIP, JCTC, CJST, CPEC
Elite Resumes
Oakville, Ontario, Canada
Phone: (905) 825-0490
Toll-free: (866) 773-7863
E-mail: martin@aneliteresume.com

Diane Hudson Burns, CPCC, 
CPRW, CLTMC, CCMC, FJSTC, 
JCTC, CEIP, CCM
Career Marketing Techniques
Boise, ID
Phone: (208) 323-9636
E-mail: dianecprw@aol.com
www.polishedresumes.com

Donald Burns, ACRW
New York, NY
E-mail: 
   info@Update-Your-Resume.com
www.update-your-resume.com

Freddie Cheek, M.S.Ed., CCM, 
CPRW, CARW, CWDP
Cheek & Associates, LLC
Amherst, NY 
Phone: (716) 835-6945
E-mail: 
   fscheek@cheekandassociates.com
www.cheekandassociates.com

Jean Cummings, M.A.T., CPRW, 
CEIP, CPBS
A Resume for Today
Concord, MA
Phone: (978) 254-5492
E-mail: jc@YesResumes.com
www.aresumefortoday.com

Laura A. DeCarlo, MCD, CCM, 
EIC, JCTC, CERW, CECC, CCMC, 
CCRE, CWPP, 360Reach
A Competitive Edge Career Service, 
   LLC
Melbourne, FL 
Toll-free: (800) 715-3442
E-mail: success@acompetitiveedge.com
www.acompetitiveedge.com

Michael Davis, ACRW
Dayton, OH
E-mail: msdavis49@hotmail.com
www.linkedin.com/pub/
   michael-davis/3/146/6ba

Michelle Dumas, NCRW, CPRW, 
CCM
Distinctive Documents
Somersworth, NH 
Toll-free: (800) 644-9694
Fax: (603) 947-2954
E-mail: resumes@distinctiveweb.com 
www.distinctiveweb.com

Nina K. Ebert, CPRW/CC
A Word’s Worth
New Egypt/Jackson, NJ
Phone: (609) 758-7799
E-mail: nina@awordsworth.com
www.keytosuccessresumes.com

15 J8114 Exp Com Index Contr 3.indd   29415 J8114 Exp Com Index Contr 3.indd   294 11/22/10   8:16:17 AM11/22/10   8:16:17 AM



295

Index of Contributors

Laura Ege, CCMC, CJST, JCTC
Phone: (970) 259-2181
E-mail: laura@laura-ege.com
www.laura-ege.com

Debbie Ellis, MRW, CPRW
Phoenix Career Group
Houston, TX
Phone: (281) 458-5040
E-mail: 
   debbie@phoenixcareergroup.com
www.phoenixcareergroup.com

Donna Farrise
Dynamic Resumes of Long Island, Inc.
Hauppauge, NY
Phone: (631) 951-4120
E-mail: donna@dynamicresumes.com
www.dynamicresumes.com

Robyn Feldberg, NCRW, ACRW, 
CCMC, CJSS, TCCS, WTVCIC
The Abundant Success Coach
Dallas/Fort Worth Area
Phone: (972) 464-1144
E-mail: 
   robyn@abundantsuccesscoach.com
http://abundantsuccesscoach.com

Louise Fletcher, CPRW
Blue Sky Resumes
Bronxville, NY 
Phone: (914) 595-1905
E-mail: info@blueskyresumes.com
www.blueskyresumes.com

Judy Friedler, NCRW, JCTC
CareerPro International
Toronto, Ontario, Canada and  
   Amherst, NY
Toll-free: (877) 889-0094
E-mail: info@rezcoach.com
www.rezcoach.com

Louise Garver, CJSS, CPRW, 
CCMC, IJCTC, CMP, MCDP, 
CPBS, COIS, 360Reach, CLBF, 
Certified Retirement Coach, CEIP
Career Directions, LLC
Hartford, CT
Phone: (860) 623-9476
E-mail: Louise@careerdirectionsllc.com
www.careerdirectionsllc.com

Susan Guarneri, MS, NCC, NCCC, 
MCC, LPC, MPBS, CPBS, CERW, 
CPRW, CEIP, IJCTC
President, Susan Guarneri Associates 
Three Lakes, WI 54562 
Toll-free: (866) 881-4055 
E-mail: Susan@Resume-Magic.com
www.resume-magic.com

Michele Haffner, CPRW, JCTC 
Advanced Resume Services
Glendale, WI
Phone: (414) 247-1677
E-mail: michele@resumeservices.com
www.resumeservices.com

Beate Hait, CPRW, NCRW
President, Résumés Plus
Holliston, MA 
Phone: (508) 429-1813
E-mail: bea@resumesplus.net
www.resumesplus.net

Alice Hanson, CPRW
Seattle, WA
www.linkedin.com/in/aliceehanson

Cheryl Ann Harland, CPRW
Resumes By Design
Houston, TX
Toll-free: (888) 213-1650
E-mail: CAH@resumesbydesign.com
www.resumesbydesign.com

Beverly Harvey, CPRW, JCTC, 
CCM, CCMC
Beverly Harvey Resume and Career 
   Services
Pierson, FL
Phone: (386) 749-3111
E-mail: 
   beverly.harvey@harveycareers.com
www.harveycareers.com

Jennifer Hay, ACRW, CRS, CPRW
IT Resume
Seattle Area
Phone: (425) 245-5102 
E-mail: jhay@itresumeservice.com
http://itresumeservice.com
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Loretta Heck
President, All Word Services
Prospect Heights, IL 60070 
Phone: (847) 215-7517
E-mail: siegfried@ameritech.net

Jan Holliday, MA, NCRW, JCTC

Gayle Howard, MRW, CPBS, 
CERW, CCM, CMRS, MCP, 
MRWLAA, CWPP
Top Margin Career Marketing Group
P.O. Box 74
Melbourne, Victoria, Australia 
Phone: +61 3 9726 6694
E-mail: getinterviews@topmargin.com
www.topmargin.com

Marcy Johnson, NCRW, CPRW, 
CEIP

Ann Klint

Myriam-Rose Kohn, CPBS, CCM, 
CCMC, IJCTC, CPRW, CEIP
JEDA Enterprises
Valencia, CA
Phone: (661) 253-0801
E-mail: 
   myriam-rose@jedaenterprises.com
www.jedaenterprises.com

Rhoda Kopy, BS, CPRW, JCTC, 
CEIP

Linsey Levine, MS
CareerCounsel
Ossining and White Plains, NY
Phone: (914) 923-9233 
E-mail: linsey@linseylevine.com
www.linseylevine.com

Abby Locke, ACRW, MRW, CJSS, 
CCMC, NCRW, CPBS, 360Reach
Premier Writing Services
Phone: (425) 608-7200
E-mail: alocke@premierwriting.com
www.premierwriting.com

Ross Macpherson, CPRW, CJST, 
CEIP, RPBS
President, Career Quest
Whitby, Ontario, Canada
Phone: (905) 438-8548
E-mail: ross@yourcareerquest.com
www.yourcareerquest.com

Linda Matias, CIC, NCRW, JCTC 
CareerStrides
Long Island, NY
Phone: (631) 456-5051
E-mail: linda@careerstrides.com
www.careerstrides.com

Wanda McLaughlin, CPRW, CEIP

Jan Melnik, MRW, CCM, CPRW
Absolute Advantage
Durham, CT
Phone: (860) 349-0256
E-mail: CompSPJan@aol.com
www.janmelnik.com

Nicole Miller, CCM, CRW, CECC, 
IJCTC
Mil-Roy Consultants
Orleans, Ontario, Canada
Phone: (613) 834-4031
E-mail: resumesbymilroy@hotmail.com

Cheryl Milmoe, ACRW
CareerStimulus.net
New York City area
Phone: (516) 680-9055
E-mail: Cheryl@careerstimulus.net
www.careerstimulus.net

Jacqui Barrett Poindexter, MRW, 
CPRW, CEIP
Career Trend
Overland Park, KS
Phone: (816) 584-1639
E-mail: jacqui@careertrend.net
www.careertrend.net

Anita Radosevich, CPRW, JCTC, 
CFRW, CEIP
Career Ladders
Elk Grove, CA
E-mail: anita@abcresumes.com
www.federalresumewriter.com
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Barbara Safani, MA, CERW, CPRW, 
NCRW, CCM
Career Solvers
New York, NY
Phone: (212) 579-7230
Toll-free: (866) 333-1800
E-mail: info@careersolvers.com
www.careersolvers.com

Mary Schumacher, ACRW, CPRW, 
CEIP, CPCC
TheLadders Resume Services
http://resume.theladders.com

Kelley Smith, CPRW
Advantage Resumes/Resume 
   GhostWriter
Sugar Land, TX
Toll-free: (877) 478-4999
Fax: (281) 494-0173
E-mail: ksmith@resumeghostwriter.com
www.resumeghostwriter.com

Ann Stewart, CPRW
Advantage Services
Roanoke, TX
Phone: (817) 488-1448
E-mail: annstewart1@verizon.net

Reya Stevens, MA, ACRW, MRW
StandOut Resumes
Boston, MA
E-mail: reya@standoutresumes.com
http://standoutresumes.com

Marjorie Sussman, MRW, ACRW, 
CPRW
Dover Productions
New York City Area
Phone: (201) 941-8237
E-mail: marjorie1130@aol.com
www.visualcv.com/marjoriesussman

Sheryl Teitelbaum

Ellie Vargo, MRW, CCMC, CEQS, 
CFRWC, CPRW
Noteworthy Resume Services
St. Louis, MO
Phone: (314) 965-9362
E-mail: info@noteworthyresume.com
www.noteworthyresume.com

Roleta Fowler Vasquez, CPRW, 
CEIP
Wordbusters Resume and Writing 
   Services
Fillmore, CA
Phone: (805) 524-3493
E-mail: wbresumes@yahoo.com
www.wordbusters.com

Janice Worthington, MA, CPRW, 
JCTC, CEIP
Worthington Career Services
Columbus, OH
Phone: (614) 890-1645
Toll-free: (877) 973-7863  
   (877-9RESUME)
E-mail: Janice@worthingtoncareers.com
www.worthingtonresumes.com
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A

academic credentials format, Education, 
Credentials, and Certifications resume 
section, 34–35

achievement format, Professional 
Experience resume section, 28–29

affiliations (professional or civic) format, 
Extras resume section, 37

applications programmers, 50–57, 89–99
awards and honors format, Extras resume 

section, 38

B

branding statements 
resumes as sales documents, 44
sample resumes, 102, 195, 226, 234
selling self as product, 4–6
video bios, 59

bulleted list format
advantages versus disadvantages, 

12–13
sample resumes, 126–127, 153–154, 

175
resume sections

Career Summary, 23
Technical Skills, 25–26

business analysts, 102–107

C

CAR (challenge, action, and results) for-
mat, Professional Experience resume 
section, 29–30, 186–187

career moves, reasons for, 3–4
Career Summary resume section, 21–24

core competencies format, sample 
resume, 106

notable items from Extras section, 41
sample resumes, 69–70, 74

category format, Career Summary resume 
section, 23

certifications. See Education, Credentials, 
and Certifications resume section

certifications format, Education, 
Credentials, and Certifications resume 
section, 35

certified professional systems engineers, 
149–154, 161–164

chronological resume style, 11
CIOs, vice presidents, and directors of 

technology, 222–223, 228–233, 
238–239, 242–247, 250–251

color
graphics, 16
paper, 16, 60

columns, examples
multiple, 26, 82, 119, 201–202
sidebars

section headings, 126
with skills, 168
with testimonials, 68

tables, 161–162
combination chronological and functional 

resume style, 11
combination paragraph and bulleted 

resume formats, 13
combination Technical Skills/Career 

Summary resume sections, 27
combination Technical Skills/Education 

resume sections, 26
computer analysts, 71, 79–80, 83–84
computer operations and systems 

professionals, 66
computer systems technicians, 67–68, 

72–73, 82
computer technology and electronics 

technicians, 67, 81
consolidation of information, Extras 

resume section, 39–40
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consulting and project format, Professional 
Experience resume section, 31–32

Contact Information resume section, 
20–21

content standards
e-mail address and URLs, 14
phrases to avoid, 10–11
resume formats, 11–13
resume styles, 11
writing style, 10

core competencies format, Career 
Summary resume section, 23, 106

Cover Letter Magic, 269
cover letter writing, 257

addressing employer’s needs, 258, 
266–267, 271–272, 277

avoiding writer’s block, 266
body, 262–263
checklist, 268
closing paragraph, 263–264
identifying key selling points, 

259–261, 270, 274–276
opening paragraph, 262
polishing, proofreading, and 

finalizing, 265
preplanning, 261, 273
“sell it” not “tell it,” 266, 272, 274

credentials. See Education, Credentials, 
and Certifications resume section

D

data library and warehousing specialists, 
159–160

database administrators, 86–88
database designers, 87–88
database specialists, 86–88

E

e-commerce/Internet managers and 
executives, 175, 180–190

Education, Credentials, and Certifications 
resume section, 34–36, 67, 74, 95

electronic resumes, 46
creating, 48–49
sample resume, 54–57
uses, 48
versus Web and printed, 59–60

e-mail addresses
Contact Information resume section, 

21
content standards, 14
cover letter example, 272

e-mail attachments, 47–48
executive education format, Education, 

Credentials, and Certifications resume 
section, 35

Extras resume section, 36–40
including notable items in Career 

Summary section, 41
sample resumes, 68, 81, 89, 95

F

field engineers, 78
field service technicians, 72–77
first- versus third-person writing style, 10
fonts (typestyles), 14–15, 71, 119, 128, 

149–150, 180–181
functional format, Professional Experience 

resume section, 30–31, 203–204
functional resume style, 11

G

graphics, 102, 104
box design, 167
charts, 248
color, 16
illustrations, 166, 168
rules, 69, 118–124, 139–140, 146, 

161–162, 171–172
sidebars

gray shading, 126–127, 
129–130

with graphics, 128

H

headline format, Career Summary resume 
section, 22, 89, 205–208

help desk administrators and analysts, 
118–123, 153–154

honors and awards format, Extras resume 
section, 38

hybrid (functional and chronological) 
resume style, 11, 201

I–L

information security officers, 232–233
information technology executives, 

224–229, 234–235, 240–241, 244–249
information technology/systems 

technicians, 69–70, 74, 76–77, 82–84
Internet sales and marketing professionals, 

171–172, 179, 182–183, 186–190
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IT project managers, 192, 199–202, 
212–213, 216–217

keywords use, 6–7
sample resumes, 76–80, 137–138, 

180–183
verbs, list of, 287–291

M–O

Microsoft Word files, 47, 50–51
network administrators and systems 

analysts, 146, 149–160
network and computer specialists, 149–150
network engineers, 147–148
network/PC technicians, 79–80
nondegree format, Education, Credentials, 

and Certifications resume section, 36

P

page length, 16
paper color, 16, 60
paragraph resume format

advantages versus disadvantages, 
11–12

Career Summary section, 22
PDF (portable document format) files, 47, 

52–53
PDF Online Web site, 47
Performance Highlights section, 143
personal information format, Extras resume 

section, 39
Philosophy resume section, 171
phrases to avoid, 10–11
plain-text files, 48–49, 54–57
presentation standards

fonts (typestyles), 14–15, 71, 119, 
128, 149–150, 180–181

graphics, 102, 104
box design, 167
charts, 248
color, 16
illustrations, 166, 168
rules, 69, 118–124, 139–140, 

146, 161–162, 171–172
sidebars, 126–130

page length, 16
paper color, 16
type enhancements, 16, 137–138
type sizes, 15
white space, 16, 60, 90–91

printed resumes, 46
e-mail attachments, 47–48
mailing, faxing, or taking to 

interviews, 47
Microsoft Word version, 47, 50–51
PDF (portable document format) 

version, 47, 52–53
purpose, 47
versus Web and electronic, 59–60

Professional Experience resume section, 
27–34, 69–70, 74, 79–80, 83–84, 88, 
228

professional training format, Education, 
Credentials, and Certifications resume 
section, 36

programmer analysts, 90–93
project and consulting format, Professional 

Experience resume section, 31–32
public speaking format, Extras resume 

section, 37–38
publications format, Extras resume section, 

38

Q–R

quality assurance experts, 100–101
questionnaire for preparing resumes, 

279–286
readability, 16
resume distribution, 45–46

checklist, 61–62
comparison of types, 59–60
electronic resumes, 46, 48–49, 54–57
printed resumes, 46

e-mail attachments, 47–48
mailing, faxing, or taking to 

interviews, 47
Microsoft Word, 47, 50–51
PDF (portable document 

format), 47, 52–53
purpose, 47

Web resumes, 58
resume examples

applications programmers, 89–99
business analysts, 102–107
certified professional systems 

engineers, 149–154, 161–164
CIOs, vice presidents, and directors 

of technology, 222–223, 228–233, 
238–239, 242–247, 250–251

computer analysts, 71, 79–80, 83–84
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computer operations and systems 
professionals, 66

computer systems technicians, 67–68, 
72–73, 82

computer technology and electronics 
technicians, 67, 81

data library and warehousing 
specialists, 159–160

database administrators, 86–88
database designers, 87–88
database specialists, 86–88
e-commerce/Internet managers and 

executives, 175, 180–190
field engineers, 78
field service technicians, 72–77
help desk administrators and analysts, 

118–123, 153–154
information security officers, 

232–233
information technology executives, 

224–229, 234–235, 240–241, 
244–249

information technology/systems 
technicians, 69–70, 74, 76–77, 
82–84

Internet sales and marketing 
professionals, 171–172, 179, 
182–183, 186–190

IT project managers, 159–160, 192, 
199–202, 212–213, 216–217

network and computer specialists, 
149–150

network administrators and systems 
analysts, 146, 149–160, 209

network engineers, 147–148
network/PC technicians, 79–80
programmer analysts, 90–93
quality assurance experts, 100–101
software architects, 109, 112–113
software engineers, 89, 94–95, 

97–99, 108–111
software test developers, 114–115
systems administrators, 153–154, 

157–158
systems engineers, 129–130, 209
systems engineers and analysts, 146, 

161–164
systems installation and configuration 

technicians, 72–74, 76–78, 83–84, 
126–127

technical support technicians, 68, 74, 
118–128

technical training specialists, 
120–121, 126–128, 131–134

technical writers, 131–132, 153–154
technology and business executives, 

222–225
technology business development 

professionals, 129–130, 141–142
technology consultants, 209, 

212–215, 218–219
technology leaders, 207–208, 

210–211
technology operations managers and 

executives, 230–231, 236–239, 
252–253

technology operations support 
professionals, 69–70

technology project managers, 
192–198, 203–204, 210–211, 
216–217

technology sales and marketing 
professionals, 129–130, 135–140

technology services managers, 
133–134, 143–144

telecommunications industry 
executives, 236–237

telecommunications managers, 
203–206, 218–219

video game designers, 166–167
Web application developers, 

177–178, 186–187
Web applications managers, 175
Web designers, 168–172, 176–178
Web graphic artists, 168–170, 

177–178
Webmasters, 173–174

resume formats
bulleted lists, 12–13, 126–127, 

153–154, 175
columns

multiple, 26, 82, 119, 201–202
section headings, 126
skills, 168
tables, 161–162
testimonials, 68

combination (bulleted list and 
paragraph), 13

paragraph, 11–12
resume preparation questionnaire, 

279–286
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resume sections
Career Summary, 21–24, 69–70, 74, 

282–286
Contact Information, 20–21, 

279–280
Education, Credentials, and 

Certifications, 34–36, 67, 74, 95, 
280–281

Extras, 36–40, 68, 81, 89, 95, 
281–282

Performance Highlights unique 
section, 143

Philosophy, 171
Professional Experience, 27–34, 

69–70, 74, 79–80, 83–84, 88, 
228, 282–286

Technical Qualifications, 24–27, 
66–67, 78–80, 84, 96, 98, 107, 
120, 125, 129–130, 281–282

Value Offered unique section, 126
resume styles, 11
resume writing. See also presentation 

standards; resume writing strategies
accuracy and perfection, 17
dates, quandary about including, 

42–43
e-mail address and URLs, 14
from bottom up, 40–41
highlights, sticking to, 42
ideas, obtaining from samples, 41
phrases to avoid, 10–11
polishing after writing, 40
resume as sales document, 44. See also 

branding statements
resume formats, 11–13
resume styles, 11
rules, none, 10
salary history, not including, 43–44
writing style, 10

resume writing strategies
being confident, 9
eliminating confusion with structure 

and context, 8–9
remaining in realm of reality, 9
resume as interview tool, 8
 “sell it” not “tell it,” 5–6
using “big” info and saving “little” 

details, 7–8
using function to show achievement, 

9
using keywords, 6–7, 76–80, 

137–138, 180–183, 287–291
writing to jobs wanted, 4–5

S

software architects, 109, 112–113
software engineers, 89, 94–95, 97–99, 

108–111
software test developers, 114–115
summary format, Technical Skills resume 

section, 25
systems administrators, 153–154, 157–158
systems architecture, 6
systems engineers and analysts, 146, 

161–164
systems engineers, 129–130, 209
systems installation and configuration 

technicians, 72–74, 76–78, 83–84, 
126–127

T

tables in resumes, 161–162
teaching and training experience format, 

Extras resume section, 38–39
Technical Qualifications resume section, 

24–27, 66–67, 78–80, 84, 96, 98, 107, 
120, 125, 129–130

technical support technicians, 68, 74, 
118–128

technical training specialists, 120–121, 
126–128, 131–134

technical writers, 131–132, 153–154
technology business development 

professionals, 129–130, 141–142
technology consultants, 209, 212–215, 

218–219
technology leaders, 207–208, 210–211
technology operations managers and 

executives, 230–231, 236–239, 
252–253

technology project managers, 192–198, 
203–204, 210–211, 216–217

technology sales and marketing 
professionals, 129–130, 135–140

technology services managers, 133–134, 
143–144

technology skills format, Professional 
Experience resume section, 33–34

telecommunications industry executives, 
236–237

telecommunications managers, 203–206, 
218–219

third- versus first-person writing style, 10

303
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type for resumes
comparison of printed, electronic, and 

Web resumes, 59–60
enhancements, 16, 72, 137–138
fonts (typestyles), 14–15, 71, 119, 

128, 149–150, 180–181
sizes, 15

U–V

URLs (Uniform Resource Locators), 14
Value Offered resume section, 126
video game designers, 166–167
videoBIO Web site, 59

W–Z

Web application developers, 177–178, 
186–187

Web applications managers, 175
Web designers, 168–172, 176–178
Web graphic artists, 168–170, 177–178
Web resumes

reasons for using, 58
versus printed and electronic, 59–60

Webmasters, 173–174
white space, 16, 60, 90–91
writing styles, 10
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