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Less Struggle.  More Support.  Better Results.
Resume Best Practice Format
Unfortunately, a resume is still required for a job search, and this document will help you put it together.  For most jobs and industries, this “best practice” resume format is the right tool for your job search tool box.
This “best practice” format utilizes mostly a reverse chronological format, but the layout does provide some additional information and flexibility.  Don’t worry about what you’ve read or heard before.  Use this format as your template and it will be your starting point from which you can tailor every submittal you do.  Also, don’t worry about length, at least initially.  Just make sure you capture everything and that it accurately describes WHAT you did, but more importantly HOW you did it and HOW you added value to your current/previous employers.  Focus on results and achievements, NOT simply duties and responsibilities.  Use the Career 3D Action Word List to help you vary your sentences.
Use the template below to begin to populate a great resume that will get you results!  While the template is flexible, I recommend using the format EXACTLY as presented.  Precisely duplicate each font size, each bolded and italicized word.  After you’re done, you can tweak the spacing and number of lines in between sections to make sure it flows properly from page to page.  Once you’ve created the recommended format, then you can start customizing it.  Note: The blue boxes are meant to give you additional information about that section – do not include them in your resume.  You can use the template below by typing your information in each section and remove the blue boxes simply by right clicking on the box and hitting ‘delete’.
Remember, your resume is a work in progress.  As you continue to use it and get it in front of recruiters, hiring managers and HR professionals, you’ll continue to get feedback.  Take what makes sense to you, make those changes and ignore the rest.  Also, if you decide you want help putting your resume together, you can join Career3D at the Job Seeker or Done For You level.
To your success!
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Branding/Positioning Statement


CAREER PROFILE

This is perhaps the most important and most read section of your resume as it introduces who you are and why you are qualified.  Use concise sentences that detail your most important achievements, qualities and unique combination of skills to grab the reader’s attention.  Match your statements to the most important details of the job description.  Include the professional characteristics you want a decision maker to know about you.  Think about what is important to them and what would make them want to read further.  5-7 sentences.  Specific expertise in:

	· Key Strength/Keyword String
	· Key Strength/Keyword String

	· Key Strength/Keyword String 
	· Key Strength/Keyword String

	· Key Strength/Keyword String
	· Key Strength/Keyword String

	· Key Strength/Keyword String
	· Key Strength/Keyword String



PROFESSIONAL EXPERIENCE
Most Recent/Current Employer, City, ST
From Year – To Year
1 sentence description of what company does, products/services they provide, industry.
Your Job Title

1 - 2 sentence description of what you did in above position including responsibilities and scope of position.

· Specific achievement/accomplishment: Start with action verb, quantify if possible, provide results, how you contributed and provided value to employer.

· Repeat above with different information.
· Repeat above with different information.
· Repeat above with different information.
Next Employer Name, City, ST
From Year – To Year
1 sentence description of what company does, products/services they provide, industry.

Your Job Title

1 - 2 sentence description of what you did in above position including responsibilities and scope of position.

· Specific achievement/accomplishment: Start with action verb, quantify if possible, provide results, how you contributed and provided value to employer.

· Repeat above with different information.

· Repeat above with different information.

· Repeat above with different information.

Your Name
Page 2

Next Employer Name, City, ST
From Year – To Year
1 sentence description of what company does, products/services they provide, industry.

Your Job Title

1 - 2 sentence description of what you did in above position including responsibilities and scope of position.

· Specific achievement/accomplishment: Start with action verb, quantify if possible, provide results, how you contributed and provided value to employer.

· Repeat above with different information.
· Repeat above with different information.
Next Employer Name, City, ST
From Year – To Year
1 sentence description of what company does, products/services they provide, industry.

Your Job Title

1 - 2 sentence description of what you did in above position including responsibilities and scope of position.

· Specific achievement/accomplishment: Start with action verb, quantify if possible, provide results, how you contributed and provided value to employer.

· Repeat above with different information.
· Repeat above with different information.


EDUCATION

Name of Degree completed, Major/Specialty

Name of Institution, City, ST
PROFESSIONAL DEVELOPMENT
Course Name/Title
Training Organization

PROFESSIONAL AFFILIATIONS

Name of Organization

Position(s) you held/hold


You can leave off your street address and include only your City, ST.  Best to use your cell phone #, so callers hear only your voice.  Make sure you have a business-like email address. Can also include your LinkedIn profile address.





Branding/Positioning Statement: 4-7 keywords/ keyword strings that concisely describe your role and worth.





Title of this section could also be CAREER SUMMARY or EXECUTIVE PROFILE





IT type job seekers can include a ‘Technical Skills’ section after CAREER SUMMARY section to highlight specific software and hardware experience.





If you had more than one position with the same company, simply repeat the ‘Your Job Title’ section and insert the years of each position next to Title.  On the Employer name line put all years you were at employer.





Add Employer/Position listings as necessary to capture your experience, but do not go back farther than 15-20 years.





Note: Do not confuse responsibilities with achievements/ accomplishments.  Use relevant and measurable achievements/accomplishments which convey your value to the employer.





Note: As you go further back in your work history, provide less detail, and reduce the # of bullets.





Note: You can combine the Education and Prof. Dev. sections into 1 heading or if you prefer, use something like: ‘EDUCATION and TRAINING’.’





Do not include High School in this section, only college/university degrees and/or professional trade training.  Do not include the year you graduated.





If you don’t have a degree, then you want to emphasize professional and relevant training you’ve received/ completed and/or certification(s) and licenses.





Repeat entries under these headings as necessary.  Note that these headings and the information under each is center justified.





Only include the Professional Affiliations section for organizations that are relevant to your career and/or the position you are seeking.








