
 By Gerry Green 



 The objective of the tailored resume is not to 
tell them what you are like. 

 The objective is to convince the prospective 
employer that: (1)you are the most qualified 
person for the job, (2) you bring skills that 
will help the company achieve its long and 
short term goals. 





 



 Computer scan 

 



 Computer scan 

 10-30 second review 



 Computer scan 

 10-30 second review 

 5 minute review 



 Computer scan 

 10-30 second review 

 5 minute review 

 Final exam 



 



 General Resume 



 General Resume 

 Tailored Resume 



 General Resume 

 Tailored Resume 

 Long Resume 



 General Resume 

 Tailored Resume 

 Long Resume 

 Electronic Resume 



 



 Read the job description and requirements 



 Read the job description and requirements 

 Close your computer 



 Read the job description and requirements 

 Close your computer 

 State in one or two sentences what they want 
you to accomplish.  (Not the skills that are 
required.) 



 Make a list of the hard requirements that are 
required to pass the computer scan. 



 Copy job description and requirements 



 Copy job description and requirements 

 Paste to Word 

 



 Copy job description and requirements 

 Paste to Word 

 Paste to TagCrowd.com (a word cloud) 



 Copy job description and requirements 

 Paste to Word 

 Paste to TagCrowd.com 
◦ Set word number to 10 

◦ Set show frequencies to yes 

◦ Push visualize button 

 



Using Microsoft Word find, type in the most frequent 
found word in the job description. 

Note on your paper the context of the word. 

Repeat until you have looked at all of the contexts for 
the most frequent word. 

Repeat for the next most frequently occurring word. 



 Do you meet the requirements? 



 Contact information above the solid line does 
not change 

 



 Contact information above the solid line does 
not change 

 Your summary should be close to the “what 
they want” from earlier step and may include 
a few job requirements. 



 Contact information above the solid line does 
not change 

 Your summary should be close to the “what 
they want” from earlier step and include a few 
job requirements. 

 Your 9 bullet points should come directly 
from the job requirements.  



 Contact information above the solid line does not 
change 

 Your summary should be close to the “what they 
want” from earlier step and include a few job 
requirements. 

 Your 9 bullet points should come directly from 
the job requirements.  

 Between your summary and your 9 bullet points, 
all of the most important job requirements 
should be listed 



 Make sure all of the hard requirements are 
covered in the resume. 

 If after all of the job requirements are listed, 
you may have room to include some of the 
job skills 



 If you do not have a required skill, do not 

list it on your tailored resume 



 Under Professional Experience, list at least 
one accomplishment statement for each 
bullet point and desired skill listed. 



 Under Professional Experience, list at least 
one achievement for each required and each 
desired skill listed 

 The achievement statement should include 
situation, action, and result. 



 Achievement statement problems 
◦ I was responsible for statements 

◦ Academic statements 

◦ Long winded statements  

 

 



 Under Professional Experience, list at least 
one accomplishment statement for each 
required and each desired skill listed. 

 The achievement statement should include 
situation, action, and result. 

 The achievement statements will help you as 
you prepare for the interview and during the 
interview 



 Under Professional Experience, list a power 
statement for each required and each desired 
skill listed 

 The achievement statement should include 
situation, action, and result. 

 The achievement statements will help you as 
you prepare for the interview and during the 
interview 

 If you have room, list other skills that you 
have 



 Choose at least 5 job descriptions that you 
are interested in filling.  

 Go through the process that we outlined 
today  using all 5 job descriptions.  



 



 About half of you will find your next job 
because of your social network. 



 1) List everyone that would know who you are 
when they heard your name. 



 1) List everyone that would know who you are 
when they heard your name. (about 200 names) 
◦ Relatives 

◦ Friends 

◦ Business associates 

◦ Past bosses 

◦ People you know from church 

◦ People you know from the community 

◦ School friends 



 1) List everyone that would know who you are 
when they heard your name. 

 2) Choose the 50 that are most likely to know 
someone in your field and are most likely to 
help you. 



 1) List everyone that would know who you are 
when they heard your name. 

 2) Choose the 50 that are most likely to know 
someone in your field and are most likely to 
help you. 

 3) Contact them using the most personal way 
that you can.ie meeting, phone, E-mail 

 



 4) Get caught up on each others life. 

 5) Indicate that you are looking for your next 
professional opportunity. 

 6) Ask them who they would refer you to. 

 7) Get contact information, how you know 
them, and what are their interests. 

 8) After contacting the referral, get back to 
the referee and say “Thank You). 



 The math:  

 50 contacts*200 people/contacts= 10,000  



 Need to track commitments 

 Need to track contact train 

 Need to track gist of conversation 



 Importance of feed back 

 Importance of “Thank You” 



 After 12 weeks in new job, produce a one 
page job description. 

 What are the bosses expectations for your 
job?  

 Then sit down, one on one, to make sure you 
are in agreement. 

 





 After 12 weeks on job 
◦ Create a one page job description or job 

expectations 

◦ Review job expectations with your boss to make 
sure you are in agreement 

 



Each week take 10 minutes and write down 1 or 2 
achievements for the week. 

Each quarter send a E-mail with the best 2 or 3  

 achievements to: 

 -Home Computer 

 - Your Boss 

 - Your Bosses Boss 

Be sure and thank your boss for the opportunity to 
work on these problems. 



 Why??? 


