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Good afternoon and thank you for joining me on How Did You Get That Job the Workshop on Resume Writing. This is Anne Hull. I am your presenter this afternoon and I appreciate your all being here. A little bit about me. I am Ann Hull and I am a Career Strategist. One of the things I've had the pleasure of doing for the last five years is being one of the speakers at Psych Careers at the APA's international conference, so perhaps I've met a few of you along the way. In any case, I hope you'll appreciate and enjoy some of the tips I'm going to share with you this afternoon on resume writing. 

While you won't be able to talk during the Webinar, please ask your questions using the questions be located to the right on your screen and we'll be taking questions at the end of the webinar. Hopefully I will address a lot of questions that you may have. So, today what I want to cover is a little distinction between CVs and Resumes. What is the difference between the two? How do you format your resume for being read by the computer systems as well as making them attractive for the human beings to read as well? And most importantly and where I'll spend the most time today is what should be in your resume based on what do potential employers want to read about you? 

So, what is your biggest challenge in creating your resume and I would invite you to add those challenges to the question box the chat box if you will on the left-hand side and I'll be looking at those and have some help at the end of the presentation looking at what are your challenges. I'm hoping I can respond to some of your particular challenges that you had. One of the things that I know is that I can provide a lot of good tips and techniques but there's always that thing that's unique to me that you want that answer to so. First and foremost, what's the difference between a CV and a resume. 

Your CV can be any length it's usually three or more pages and it includes all your academic, your educational, credentials your certifications, your licenses, the awards honors, presentations, publications grants, patents and any affiliations that you have. It really is about here is your credential. The difference between US and European resumes and CVs is sometimes none at all. Many of the British and European countries British speaking English speaking countries in European countries use the term CV and resume at the same thing, but in the U.S., they are two different things. 

The CV tends to be fairly standard and fairly static in the way that it's put together and you just add to it as you have more certifications and credentials along your career. The resume however is generally customized for the job and I know I get the question of how many resumes do I need. You need a resume that's customized for every job that you're applying to. And you'll see why as we go through this presentation. The purpose of your resume can dictate or your purpose of your application can dictate whether you send a CV or a resume. CVs are generally used in academia, in medical organizations and legal organizations research and in media film and TV are looking for this CV format. They're really interested in your credentials. Resumes are more often wanted by anything in business and industry that's looking at what is your experience, what have you accomplished, what can you do for us. The length of the CV as I mentioned may be three pages or more there's really no limit to how many pages you can have. I've actually seen an engineering resume that was 60 pages long. I don't recommend that and because people are probably not going to read all of that. Resumes do need to be around two pages. There are circumstances where you might go to three but those are usually people who have a of experience that is relevant to the job they're applying for. Generally, two pages is an accepted length. 

And the content as I mentioned, the CV generally starts with your education and has your credentials listed up from. The resume is going to focus on what you have accomplished and your experiences and sometimes your education is at the end of your resume. There are basically two types of resumes. One is the kind that you put together for your face-to-face conversations with people and the other side other kind is for the computer systems. The online job applications. So, let's take a look at that next. When you upload your resume to an application to a website, it's going into what we call an Automatic Tracking System (ATS) is the acronym for that. 

There are over 200 ATS systems used in just in the U.S. in businesses and industries. There are some three major ones that we used but you don't really care what they're called. What you care about is how do you get your resume through that system. The typical process includes that the criteria for the job is taken from the job description and from the position description and loaded into a database from which algorithms are developed to help match the qualifications and keywords from the job description position description to your resume. This computer system then assigns a numerical rank and this allows then the human resources or the recruiter to look at which percentage of the resumes are which top 10 do they want to take a look at and then refer on for further conversation and/or the interview. So, that's the typical process of how things work in an automatic tracking system. 

When you create your resume, you need for the electronic versions, you need to keep your formatting fairly simple. The system generally reading across the page though if you use any kind of table or chart make sure that it is reading across from left to right across the page it will not read down the page if you have a column of information. You also want to make sure that not only you proofread your own resume, but make sure you get another set of eyes because you need someone who doesn't know the line of work you're in. They won't be familiar with the jargon and the buzzwords that you're using. 

So, make sure that you're actually communicating what you intended to communicate. And then after you are finalized your resume, you'll want to save it to something simple like a text file and this is found in your word documentation under how do you want to save your file. Many will still go in your Word Doc format but if you want to be truly safe submit it in a text format to the automated line system and this will take out any of the formatting and extraneous code that Word or whatever Word processing system you're using has put into. It sometimes people ask me well can I just put in white words invisible words and for those of you that it may not be familiar with that team term that is typing in key words or words that you think are going to gain the system. 

And then setting them to a white color so it can't actually be seen on the page. This is not going to work for you if anything is going to get flagged and you'll actually get kicked out of the system. So, we don't recommend that you doing that. So, let's talk about some principles that are most commonly used across the various domains of psychology as well as across various businesses and industry. First of all, be laser-focused, be concise in your writing. You have here just a general sample of a formal resume that's got just a little bit of graphic in it in terms of shading and bar and it's bullet points. Make sure you integrate the keywords and I'm going to talk about where to find those in just a moment. Where they are appropriate and in the proper context. Again, the automatic tracking systems can drain keywords, but they also know that they need to be in a proper context that they are being effectively used. 

You can improve the readability of your resume by making sure that you've got some good white space which generally rule of thumb is a one-inch margin on all four sides and a balance between text and white space. So, that it's easy for the eye to read. Readers tend to read the top third of your resume first and then they start scanning everything else. So, put the most important stuff up front and match your design elements and vocabulary to the industry that you're applying to. You can use some acronyms but for the most part make sure that you spell out the full title or the full meaning of the word and then in parentheses you can use the acronym and use that acronym after that in your resume. 

Make sure your headings are consistent in their formatting. Use a consistent typeface maximum of three different font sizes and the general fonts that are commonly used and accepted are Arial, Calibri, Verdana, Tahoma or you can also use Courier or Georgia, Times Roman sometimes can give an impression that your experience or your resume is not necessarily up-to-date. So, there can be some impressions that you that are left by the font that you use make sure. That your section headings have breaks between the sections and as I mentioned earlier that you have a symmetrical look between the text and the actual whitespace that you have. The appearance and length mentioned earlier, three pages or more for CV but resumes tend to be no more than about two pages. Use a reverse chronology. 

That's the one that's most expected and generally preferred by most organizations. There are times when you need to make a functional resume and that's if you have made a significant career change or you're trying to make a career change or perhaps you have a gap in your experience. So, a functional resume might be one way to address a gap in experience. The graphics that you use need to be fairly low-key but these are examples of some fairly acceptable graphics that you can use in your resume. Most importantly have mercy on the reader, this is a live human being after it gets through computer systems. So, they don't always know all the specific technical experience that you may have, so it helps not to dumb it down but to make it simple for anyone to understand what you're doing. For example, you may have conducted some research that was very important and very technical in its nature. But what was important about that research may not be as relevant to the job you're applying to as are the skills that you used to successfully conduct that research. 

That's what I mean by connect the dots, help them understand, don't make them guess what you meant by that. When you're putting your resume together, I want you to think in terms of what are the most important categories that the employer needs to know about in terms of what you can do to help that job, to do that job. We also talked in terms of using present tense. This is a little bit of grammar lesson here. Present tense for activities that you're still involved in and past tense for those that you've done previously. So, generally there will be a point in your resume where it jumps from being in the present tense to the past tense. And you can use design elements such as bullets, lines, italics boldface, shading to make your resin easy and interesting to read but don't overdo. It so let's look at the sections of your resume. I mentioned a few minutes ago the summary statement. 

This may also be called a professional profile and this answers the question of why should they hire you. You can look at what are your potential contributions the fact that you've got a track record doing things something that you uniquely bring that will set you apart from other candidates and oftentimes that's specific experience that you've had. And that it aligns with what this job and this organization is doing. So, you've got an example here at the bottom of the screen. Know that this was a professional summary statement that this person who is known for creating and implementing training that expands team member capabilities and instructs users on systems and process improvement. 

They have worked with government, civilian and corporate stakeholders. All of these things applied to things that were found in the job announcement, in the vacancy announcement. So, when you're looking at your experience, you want the most relevant accomplishments first. We tend to think of our accomplishments in the chronological order in which we did them. But again, make sure you're listing the ones that are going to appeal to the employer first. Because people get tired of reading and start skimming. If you've done the research, pull out those relevant jobs those transferable skills that you used in your research such as time management, organizational skills, conflict management so how you use those and tell a brief story about that. And I'm going to show you how. 

You may also want to organize your experience by the competencies that you use such as program or project management, client service, communications, recent relationship building or collate coalition building. The rule of thumb here is to use your experience from your last 10 years only for those of us that have been working for a while sometimes we want to go back a long time but the last 10 years is really all an employer is going to pay attention to. But there is an exception to this if you have relevant experience prior to that. So, when you're looking at your experience think about what can you do for them can. Can you compare yourself to other people? More importantly, how have you saved someone time and/or money? Have you captured some funding? And I think this one actually is the clincher why did what you do did matter? And I don't mean this sarcastically but so what? 

You've got some examples here. Co-manage NASA Goddard's Career Center contributing to one of the best places to work in the federal government. This is a very success statement that says that you've got management abilities and you get some results that are recognized. This next example played a key role in a 23 million dollar project slated to improve operational efficiency with a 45 percent reduction in call center halt times and expected 7 million in annual savings. This one is packed with numbers and resume reviewers like to see the numbers, it shows results but I know sometimes the results can be hard to capture. If you have a gap in your experience, what the reader wants to know is what were you doing during that time? It is very common for people who have taken a gap from their work experience if they were going to school or if they were in the caregiving role or perhaps recuperating from an injury or an illness. So, let's take a look at the [pensive] key words that you need to have in your resume. 

These are words that describe critical job qualifications. And they are found and used in the they're found in the vacancy announcement or the job description position description or they're also found and used in your resume. So, one of the things that we recommend is that you look at a number of different job descriptions that are similar to kind of work that you're looking for to be able to compile your list of keywords. These are words phrases someone would use to describe you, your accomplishments and your next job as well as your current job. They tend to include some dynamic concepts as well and often are used in terms of action verbs in your resume. These are related to events that have endpoints and as such are viewed as accomplishments. They show that you're a doer. For example, that you are alias on with client and public services or that you provide public, policy guidance and interpretation or that you write or that you speak. These are important action verbs to include. As I mentioned you can find these in the job postings, you can find them in other similar job descriptions or you can try them on the organization's work website. 

This is important to do some legwork to find out are you using the right vocabulary for that industry or that organization. You want to match the title and the opening positions to any other roles that you have had and include keywords that are relate to the skills or programs that the employer already has. So, becoming familiar with the organization of what they're doing beyond just the job description or the job announcement is important in writing a good resume. So, what's the best way to present this. Here it is. Here's the not so secret formula. In terms of stating your accomplishment I mentioned earlier, to tell the story tell the story in terms of first of all "why did you do this?" "what was the context?" "what was the challenge ?" "what was the problem?" And here I want to learn about what was the scope of work that you did. How many people did you work with? What levels of people did you work with? What size budget did you had to work with? What was the project? What made it particularly challenging such as deadlines or gee no funding at. 

All and what are some of the tasks that comprised this challenge. Next, what were the actions that you took to address the challenge. Now, I realize that often times we work in teams but you made a significant contribution to that team and that's what an employer wants to read about. So, how did you help solve a problem or make a difference? And particularly what skills knowledge and abilities did you use? These are where you this is where your key words come into play. And then finally so what? Why did it matter? How did you make a difference? What was the result of your action? Who was impacted? And when you can quantify in terms of time savings, cost savings, any revenue or funding that you might have generated, include how many times our frequency that this has occurred or any customer satisfaction or qualitative data is also helpful. Here well let's look at a couple of examples of accomplishments. Instead of just saying that "I've served as an on-call manager at a local crisis center". Here's what happened in a particular situation. 

Notice that we're not using the word "I" you can't always avoid it but try to. And that we're beginning with an action verb are diffused a tense situation as an on-call manager. There's your role and as a result you receive leadership award for professional diplomatic handling. So, there's one example of an accomplishment. Here are some more examples. I directed without using the word "I", 10 interns and a fast play space clinic environment assigned and prioritized work managed productivity etc etc, so that tells me what I did for the annual reviews. Another example is that you initiated the funding proposal and managed the ongoing research study of this topic; plus, you got recognized in the Journal of Criminal Psychology. 

So, that gives me a lot of information in just two lines. When you're writing your accomplishments, make sure that you're using active voice, not passive voice. I'll leave it to you. Is this is interesting to read as this version. Any time you use the word something was completed or done by is a red flag that you're writing in the passive voice. Turn it around and start with an action verb so that you are writing in the active voice. It makes it a much more interesting read for your hiring manager. Write succinctly, keep out the redundancy. Instead of saying "in order to" just say "to", my pet peeve is the word "utilize" just use "use". In all these situations, you're saving valuable real estate on your resume. You don't have to be very pleased pleased says it all and I use this graphic this photo of a sculpture by [Burger King down]. All [Darrow] to show the power of simplicity. So, let's move on to the other section. That you'll want to include in your resume being a psychology major, you'll definitely want to include your teaching experience and research that you may have. 

List the number of students that you may have taught as well and you may have lectured, mentoring, you may have been a conference coordinator, you may have supervised students in their practicum, you may have designed to develop professional education materials. This will come under your teaching and research experience. If you wrote grants and got patents on some of your work, we definitely want to know about that as well. Other relevant experience includes your volunteer experience. This is anything that you've done over time that used your professional knowledge and skills. 

This is particularly relevant if you have a gap in your experience or if you don't really have a whole lot of paid work experience. This is where you have used your professional and personal efforts to meet the needs of the profession or community, and it shows you can also include relevant life experience, and I use this one as an example when I was working with someone who had expertise in working with people with autism, children with autism because she was a parent of an autistic child. So, if you have worked as a camp counselor, if you have worked for a volunteer organization such as disaster prevention for the American Red Cross and if this is relevant to the job you're applying for, definitely include that in your resume. Your education, first and foremost, read the Job Description and any instructions on how to list your education. They often have that listed in the job announcement. It's generally wanted in reverse chronological order but don't include your GPA unless you are top of the class. If you are pending graduation use that terminology, pending graduation and give me the date of that graduation. 

For your licensure and certifications again, reverse chronological order but include the awarding agency, the license number date of issue and the most recent renewal date. And then any other certifications that you may have that event are relevant to that job. Now I'm getting repetitive on that but that's so important. When you're listing your publications and presentations, these might not fit on your resume. So, you may need to attach an addendum. So, any books reports or media that could be if you have a Twitter feed that you maintain a professional Twitter feed or if you write a professional blog or you have some publications and some online journals, again you can list these as a placeholder and then give us the link to where we can go look at those. 

If you have been invited to present this is a reflection of your professional expertise and scholarships, so be sure to include that. If you don't tell us, we don't know. Include your professional memberships and what you've done, have you been active in those professional organizations. And you don't need to list your actual references on your resume. In fact, let's protect their information and keep some of their personal data confidential until they're requested. You'll want two professional references and two-character references. 

These should not include your parents or relatives or even any clergy or therapists. These need to be people who have you understand and can speak to the work that you have done. So, this would be supervisors or professors. Include a brief statement about what your relationship is with each of the references. Again this doesn't need to be more than a bullet point or one-line max. Always give your references and heads up when you are applying for particular jobs. It's always good to keep in touch with them and so make sure they have the latest edition of your resume as well. 

So, here's my hit list of the most common errors that we find in resumes. Resume reviewers, recruiters, hiring managers absolutely hate the typos and the misspelled words. When I get a resume that is too dense to read, I might just roll my eyes and have to take a deep breath and then dive into it, so don't make me work so hard to read your resume. Also spell check can be a friend but don't let it be your only friend. Don't rely just on spellcheck. So, many times words such as "manager" come out as "man manger" and your I won't catch that. And the most common error that recruiters tell me their pet peeve is people who don't follow the instructions that are in the application or online job instructions. So, make sure you read through everything even if it seems boilerplate, sometimes they put a lot of good information there. 

Okay, so what I've tried to do is give you a quick overview of the difference between the CVs and resumes. How you can put together your resume for on automatic tracking systems and have one that's attractive for human beings to read. Most importantly what they want to read about you. The top three things is the effective use of your keywords, using relevant experience and making sure there are no errors in your resume. So, you want your resume to show that you are unique that you have something very valuable to offer the employer. Don't hide this under a bushel Tomorrow is trick or treating here in the United States, so use your skills to make your resume stand out for you within reason. 

So, here's my contact information and I thank you very much for the opportunity to share these tips with you today and now I'm going to turn it over to Jessica for some of the questions that you've asked. Thank you so much and this is this is enlightening for all of us. So, first question that we've gotten a few times sort of in different variations. So, you talked a little bit about what to do if you have a gap in your experience, but can you talk a little bit more about that both having a gap in your experience. And or what to do if you're not currently working? Right! The main thing is employers want to know what are you doing with your time. I used to say they want to know if you but I can't say that really anymore. 

But what do you do, what is the effective use of your time and are you developing and using skills that you wouldn't have developed if you weren't in your current situation. I like to use the word or the example of caregiving. That is a job that a lot of us have entered into at various stages of our lives. And it includes the skill set that none of us were particularly trained for. So, there's a steep learning curve and some of us get very good at it. Also, there are skills used when you are not employed in terms of how are you approaching your job search. 

Are you contacting people? Are you talking with people or in the types of jobs that you would like to have? If you, I use rule of thumb, you should really after you get a resume put together, spend only 10% of your time on job boards and 80% of your job search should be making contact with people, staying in touch with people, having conversations and learning about the kinds of work that you want to be doing and where those opportunities are arrive ... are going to arise because most jobs are found by an internal referral from the organization. Absolutely I've definitely found that to be true in my own experience. So, next question that I'm sure resonates with a lot of people who are tuning in here. So, most of my experience is in higher education and research, how do I make my resume more accessible without dumbing it down? Ah, this is a really good example of how you could use your network, use people working in organizations that you may target and take your resume to them and have them give you some feedback because they will give you the terminology and the vocabulary that they use in their organization. 

When you talk about your research, I've worked at NASA, I've worked with rocket engineers and I asked them what do you do and tell me is if I were a 12-year-old and we know 12 years old are pretty smart these days, so it's not really dumbing it down. It's just getting out of our own vocabulary and I find vocabulary that translates universally. Right, so not using all the jargon. Yes. So, we have a question, whenever I try to make a resume myself it looks unprofessional, are there tools or templates to help me create it. Yes, you can start with using templates and there's some basic templates in your Word processing word also on your www.apa.org, there's some good resources that you can look at and I wanted to share. If you just go onto www.apap.org and then in the search box type in wide resume, we'll get a really good example some samples of resumes formats and all. And what the research [APA organizations] make out. If your school in school and at your university, o to your Career Services Center. 

I really highly encourage you to use the resource that's available to you at your university. If you're an alumni, it may still be use available to you as well because they have the experience, they have contacts and they have good guidance to help you put your resume together. But yes, you can start with a template but then make that resume yours. Wonderful! We have time for one more question. So, what are the top three things that you must have on a resume. I made a joke earlier your name, your phone number that you want to get in touch with you, your email. If you're still using Hotmail or AOL, let's update that to Gmail. That's a good point. Yes and you do not have to have your street address again. Protect your own private information here but the city and zip code is all a recruiter when he needs to know, but I think it was earlier make sure that your experience is [valuable] to what the employer is looking for so. 

That means doing your legwork of what that organization is about? What's trending? What's flat in the organization? What are the ticket? What are the topics? And what are the issues that they're dealing with right now? And then particularly looking at the any mistakes or errors that you have in your resume. Cleaning that up. Yeah, excellent! I love the advice about the Gmail because as you mentioned earlier it's a lot about the conscious and unconscious impressions that we make on our resume. So, that is all the time we have. Thank you so much and for your time this has been this has been a treat for all of us. My pleasure! 

Wonderful, thank you to all of our listeners for taking time out of your busy schedules to be with us today. So, for you we have a Finding A Job In Psychology E-Booklet produced by the editors of the Monitor On Psychology and this is our free gift to you. It features Q&A; with psychologists working in industries and articles on job hunting and interviewing. You can download the E-Booklet from the handouts tab in your webinar control panel. We will also email you the booklet along with the recording in about a month. 

If you're ready to start your job search or want to explore job postings, check out APA's Online Career Center psycCareers, create an accountant, upload your resume to become instantly searchable by employers and recruiters for all opportunities. The web address is www.psyccareers.com 

Are you looking for more career related information? Check out APA's membership page at www.apa.org/members. We're developing a variety of articles booklets and webinars on this topic. As soon as the as the webinar has ended, a short survey will appear on your screen. We hope you'll take a few minutes to take the survey and give us your feedback on how we did and how we can improve. 

Our next workshop is tomorrow at 4 p.m. Eastern Time and the topic will cover networking for success. I'm going to learn how to approach networking opportunities with the strategy that will benefit you and your networking contacts. Until then have a great day! 
