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Modern Resume Writing

Presentation By: Adam Zajac, NCRW

A litfle about my background...

Why Change the Way You Write
Résumés for Your Clients?

= Increased rates of interview attainment:

= Since Vocamotive began using the new résumé wiiting techniques in 2014, client
interviews have increased nearly 75%!

= Support of interview success:

= Clients have provided feedback indicating that the résumé development
process used by Vocamotive helps them better prepare for and conduct
themselves within interviews.

- with ployers and ite

= Hiring officials and recruiters report the new styles of résumé developed for our

clients not only increases the chance of landing an interview, but also leads fo.
more meaningful inferview conversations and outcomes.




Resume Formats, Old vs. New

Outdated (yet commonly used)
format.
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Example (1) of
an outdated

resume
format.
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Example (2) of
an outdated

9/11/2018

resume
format.

So what do new (and
improved) resume formats
look like?

Example of a

modern

bulleted

resume
format.
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PROFESSIONAL EXPERIENCE

KHS WeaLTH AnD INsuRanCE BERVICES tidge, IL
Insurance and Financial Analysis fntern s 20175 Augus\ 2017

Customer Service: Enhanced client satistaction ratings by speeding up respense and data retrieval fimes.

Insurance Management: Ensured client safisfaction and organizational compliance by evaluating, updating and
translerring insurance data 1o sppicationidatabase (Proformenx) in lignment with system specfications.

Financial Analysis: Supported managemsnt of fiscal operations by conducting analyses. of costs, revenuss, risks
budgets, and forecasts. Participated in leadership meetings around financial planning and performancs reperting.
Administrative and Project Support: Supported sxecutive leadership team with administrative matters. Handied
document and data conversicnimigration activities. Logged and tracked receipts and ather important information.

VEEPAX INC. Hodgkins, IL
Supply Chain fntern June 2016 — August 2016
« Vendor Communications: Lisised with suppliers to ensure proper quantilies of raw materisis were svailable for
manulacturing needs.

Supply Chain Planning: lmproved operationsl efficiency by supporting demand planning, defivery
scheduling/expediting, logistics, forecasting and production planning

Procurement: Enabled consistency in production process thiough accuralely determining need, assisting with
purchasing of required materials and guaranteeing components were on hand for use.

Cost Contalnment: Helped reduce opersting costs by controfing product flaws to caincide with need. Utiized MRP
imaterial requiremants planning) system to manage orders and shipments.

Closeup of experience (modern
bulleted format).

Example of a o
modern hybrid — :
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(paragraph/ e
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CERTIFICATIONS:

=

TRAMING
= e
EMPLOYMENT HISTORY
ViseaTes, Hanland
Electrician 2006 - 2009

Supenised jcbsites and crewrs. Installed, isled and meinianed cabing end wiring for vides, slam. menioring. communicaions and compuler

systems, Inspscled electrical companents and identifed problems utiizng varevg "\‘dagnnsh' wioss, Trained and directed apprentioss. Read and

interpreted blueprnts and technical diag Ercsured adherence & I

o Rapialy promoted to overses jobsites and teams and provided wark iuck within second year of ampioymant. Typical
pravided veficle Ut £t 10 years on joh

+  Entrusted to oversee high-profile install of wreiess, networiing and monitonng systzms &t Macheal Hospital

lectricians wers naf

KeLs0 BuRNETT Chicago, IL
Electrician 2005- 2008

Instailed and upgraded systems ncluding CAT 56, PBX phone, local area netwcrks (LANs). and VOIP. Troubleshot and repaired slectrical issues in
etfciznt manner. Estimated time and material needs for jobs.

o As new apprentice (and working on ane of first jobs with employer), saved over $3000 by complefing work 2 weeks ahead of schecule.

»  Assigned to work on notable fobsites including: Merchandiss Marf, McCormick Place and Smurfit Buiding.

Closeup of experience (modern
hybrid format).
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GeRmIE Davis

PRODUCT DEVELOPMENT AND OFERATIONS LEADEREHIF PROFESSIONAL
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CAREER PROGRESSION
Svsco CORPORATION Houston, TX
Global Supplier Product Quality Manager 2001 — Presant

. Lewd sowrsry, calegory manogement, and tood salelyiquaily compliance, overseeing requiraiments for ower 250 food and
commodiy suppbers. Land crass funcicnal leams acms merchandising, sourcing, colegory managemant, and quality assurnce units, Cwn
e diract key progects mvohveng quality management and valuston
; Divo oonbrucus product evolibon and enhancament by parinening wilh mismal stsksholders (corporate
marchandaing, supply chan, and sales), a3 wall as axisénginew supplars ta guide devalapmant of mnovative products. Evaiunto m-.m-
copol, et o, o omlGusin, e brand posbarng ol oLt Ao o 90 el eloges.
iC ormint systams (UMS) and strategis which ensure tag-vals of food
satety. Dishine Pl pertanning 10 suppher perforiance. and peoduct manutachirnng. Gonduct sudts of suppler Taciltiss 50 deiverabies
Spaarhead conlinuous produdt enprovement inlialives. Lisse wih vondors §o quarariee nnaln; of A standards
hnical Accountabilities: Design and integrale (MS ko enhance standards, mprove audil performance, and migals smwrsnmental and
ok gk ik Dimbl EE o ot kol sl il Ueyshi Hu.vsl togpslical emmrn Hheosagh inlroducton of
saflware and
+  Quickly boasted food safety ratings by 8% (as detenmined by 3 party audit), achisving near parisct ralings for al beksry and
sk food suppiers:
+ Increased supplier compilance by 6% alfor co- faading davelapmant of naw specifications dafabese projoct.
+  Shortened packaging approval from average of 3 weeks fo 3 days by sulomating spec dalatiass proass mquimmants
+  Saved thousands of dollars in supply costs and ampiified prochuct quality by developing prodhuct evaluation procedure alls:
‘spaarfiaadiing rew Cafogery Managarmant pilof prograrn for Sysco
+ Enhanced brand poaltoniny and direety coniribuind 0 improvanients n produet maieing 4nd saiss by it
realigrument of prica and qually aspects of Sysco brand cookia dough. Resuls ked fo best in cless rating for

Closeup of experience (modern
complex hybrid format).

Modern Bullets or Modern Hybrid Formats - Which
format should you use for your clients?




Writing and Style

Before examining individual resume components, let’s start
by defining the product as a whole. In short, excellent
résumés are sales-focused, relevant, visually appealing,
quality-oriented, and succinct.

= The following writing tips are espoused by the National Résumé Writers’
Association (NRWA) in accordance with its Writing Excellence standards.

Writing and Style

Sales-Focused

= Sell benefits instead of features.

= Use action/active verbiage.

= Emphasize successes, contfributions, and achievements.
= Exude quality and project the appropriate “image.”

Writing and Style

Relevant

= Emphasize key information and keywords.
= Prioritize qualifying data.

» Exclude or de-emphasize non-relevant information or
include only pertinent information that targets the job.

9/11/2018




Writing and Style

Visually Appealing

= Ufilize classic design elements.
= Use white space effectively.

= Complement the client’s profession through appropriate
page design and paper choice.

Writing and Style

Quality-Oriented

= Meticulously proofread and error-free.

= Consistent in formatting, capitalization, punctuation,
number use, line spacing, and abbreviations.

= When printed, done so in a high-quality manner on laser
or laser-quality printer. When prepared for digital
distribution, the document should be created in a
universal format.

Writing and Style

Succinct

= Present information in first person (without personal
pronouns such as “I” or “my”).

= Use a telegraphic writing style (with limited use of
articles—"the,” “an,” and “a”).

= Avoid overwriting and verbose or pretentious language.

= Exclude extraneous data that does not support
candidacy.

9/11/2018




Writing and Style

Section/Category Positionin

Category position should strategically place the candidate’s
best qualifications first based on the match between their
background/experience and the target position.

= Manipulate the order of categories to best sell the
candidate’s relevant qualifications. In most cases, a new
college graduate will list education first.

= |f the candidate has a strong, relevant work history, placing
the professional experience section before education will
help the new graduate compete with expenenced
professionals and not be discounted as an “inexperienced
recent graduate.”

Writing and Style

Date Positioning

Positioning of dates can either highlight or take focus away from a
candidate’s work history.

Drawing the dates out to the right makes them more visible and can
emphasize a candidate’s strong loyalty and solid work history.

Ifthe candidate has short stints of employment, consider moving the
dates in to just behind the title or company name.

Eliminating monfhs creates a more consistent history and is standard
on many résumés.*

= As dates are almost never a better selling point for a candidate than
job title, avoid putting dates along the left margin where the
reader’s eye is naturally drawn first.

A section by section break down of a
modern resume.

9/11/2018




JERRY DAVIS

Houston, TX 77077
(713) 555-5432 | jjjdavis@gmail.com
www linkedin.com/in/jerry-davis

The Header

JERRY DAvIS
Houston, TX 77077
(713) 555-5432 | jjidavis@gmail.com
www.linkedin.com/in/jerry-davis

Important Elements:

Formatting

Full Name (and Credentials)
Location or Address

Phone Number

Email Address

Linkedin URL*

(Live Link Issues)

BUILDING INSPECTION AND CODE ENFORCEMENT PROFESSIONAL
Plan Review - Safety Inspection - Construction Trades

and with over 10 yoars of
industry expertisa. Knowlodgatia of JCC building codes, safaly practices and construclion processas
Shrowd understanding of buiiding irades. contractors, and materals used in residential commorcial and
industnal projects. Take prids in excelent interpersanal, commumcation, and public relatons skills

AREAS OF EXPERTISE:
) IBulIﬂInq Inspection | Licensing and Permitting | Code and Zoning Enforcement | Bullding Plans and
unicipal O | Employee Leadership | Safety Ic and

Carpentry | Project Management | Site Suparvision | Plan Analysis

The Summary

9/11/2018
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Important Elements - Headline and Summary

- Heading and Subheading

- Summary Paragraph (Impact or Positioning

+ Ask yourself the following;

What qualifications and abilities set the candidate apart from other job seekers?

What uniquely qualifies the candidate fo solve the employer's problems?

These attributes should be emphasized and illustrated throughout the résumé, but also
highlightedin the summary statement. Use the summary statement o establish the
candidate’s value proposition and to distinguish them from the vast pool of job

seekers.
Trades

REAS OF EXPERTISE:

‘outing nspuction |
5 Wansgement Conmucion sna
U

Important Element: ing Off the Summary Section

+ 3 Options for Completing the Section:

- Basic: Expertise or Skills Keywords

with Support
+ Advanced: Career Highlights which Tie-in Expertise

The Experience
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The summary statement should be used fo distinguish the candidatein the job market.

10



The Experience

rtant —Job D

Job descriptions should never “parrot” the official job announcementor simply list job
duties.

A job description must convey value by revealing relevant challenges, actions, and

results using “action” verbs and - not vague

« Astrong job iption prioritizes i ion in to needs. It
also uses keywords relevant fo the farget industry.

: are concise, iz by function, and written in first person without
the personal pronoun.

The Experience

Important - Achievements

Frontloading accomplishments and following with the why and how not only makes
for a more inferesting read but it makes sense because the reader scans from the left
fo right.

To capture attention quickly, all quantifiable data should be positioned at the start of
each accomplishment (unless there is a good reason not fo do so).

For Example:

Instead of wiiting: “Designed new sales fraining program which resulted in
employees selling 50% more each year.”

Try this: revenue 50% by designing new sales fraining program which
amplified individual sales rep performance.”

EDUCATION

UMVERSITY Of WISCaNSIN Madisen, W1
Assoclaie of Selence (A 5], Biobgy

CERTIFICATIONS & PROFESSIONAL DEVELOPMENT

Cortifed Hazard Analysis and Critical Gantrol Points (HACCP) Auditor
Serva Sale Conifeation
Key Performance Indigaters (KPI) Expent Trainer

Continuous Pracess Impravament (CPI| Trainer

Education and Professional Development

9/11/2018
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CrmmrcaTIoNs B Proresmona. DEveLGrMENT

Important Elements - Education

Dates - to list or not fo list?

Order of education.

Use of “coursework.”

Incomplete education.

Irrelevant education.

Abbreviations.

Important Elements - Certifications

Dates - to list or not to list?

+  Cerif ion issuer and

Expired certifications.

Irrelevant certifications.

Important Elements - Trainings

Dates - to list or not to list?

Training provider.

Name and description of fraining.

Irelevant trainings.

12
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Other Things Found on Résumés

= Maybe Include... = (Almost) Neverinclude...
= Volunteer Work = Inferests Section
= Board Work = References
= Skill Section = Highly Personal Data
= Tech Proficiencies = Picture
= Publications / Media References

Resume Practice Activity

Applicant Tracking Software (ATS)
Systems

13



What is an applicant tracking software
system?

= An Applicant Tracking Software (ATS) system is just

one part of an HR management software package.

» The ATS system itself makes up a small portion of a
much larger software package.

» They are intended to streamline the hiring process.

= They also drive websites of companies, recruiters,
and even job boards like Indeed, Monster, Career-
Builder, The Ladders, Glassdoor, LinkedIn, etc.

The ATS Engine:

= Behind every ATS is an “engine” that runs the
parsing, scoring, and keyword searches.

» A few companies create almost all of the parsing
engines used by applicant tracking software
systems.

Recent ATS Changes:

= The number of companies using ATS systems.
» The types of companies using ATS systems.

= The cloud-based nature of ATS and Saas.

= The sophistication of ATS systems.

= Artificial intelligence and concept searches.
= The format requirements for resumes.

9/11/2018
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What does this mean for you and your
clients?

» Everything has changed in recent years!

= From the mid-1990s until about 10 years ago, most
résumés were mailed/faxed and then scanned into
ATS systems, so the format of résumés was critical.

= Today, electronic files that are uploaded into ATS
systems are read electronically, not using OCR
(opftical character recognition).

» That means fonts, underlining, graphics, lines, white
text, etc., are no problem for modern ATS systems.

Text matters, not format codes.

» Formatting codes are ignored by these new-
generation ATS systems, so italics, bold, underlines,
and hyperlinks are fine to use.

= Today's ATS systems are very different from the old
ones. It's not about the way the resume format looks
on paper but how it was formatted “underneath.”

= This allows you more design freedoms. However, you
still need to be a method and consistency to your
resume design which the system can interpret.

2 types of ATS systems:

= The first type of ATS system runs simple keyword
searches and does not look for concepfs.

= The second type of ATS is concept driven, although
it still uses keywords as the basis of its search
methods. This semantic search is more like artificial
intelligence.

9/11/2018
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Simple Keyword Searches:

= A good way to think of these is like the search feature in
Windows.

= You enter a term like “project coordination” and every
document on your drive with those two words pops up.

= Systems use data logic with operators like *and” or “or”
to tie words together and create more sophisticated
searches, but it still comes down o a simple keyword
match.

= All applicant tracking software systems use simple
keyword searches in one way or another.

Concept-based Searches:

= These think more like a human being, using concept-based
searching, sometime called "semantic” searching.

= Can interpret the meaning behind words and concepts.

= Ranks resumes based on how relevant and recent a job
seeker's qualifications are. Information on page one'is
considered more recent and more relevant.

= Recognizes alternate job title names, related skills,
relationships between concepts, and punctuation variations.

= Can assume that the keywords “project coordination” are a
match even though the sentence in the resume reads
“Coordinated complex construction projects...."

= |t still comes down to identifying keywords first.

Common Questions:

What if a keyword is spelled wrong. in the job lead and the resume spells it
right2 Wil it be considered a "hit"in a keyword search?

= NO!

= What about abbreviations? If “research and development” are keywords
on ajob req, what happensif the resume says R&D instead?

= Synonym dictionaries are powerful enough to see these as the same. When
in doubt, spell it out, or use them both.

What about the difference between MBA and M.B.A. or BS versus Bachelor
of Science?

= Generally not a problem. Again, use both if you are not sure.

Are coverletters consideredin keyword searches?

= No! And it hurts yourresume’s score if you make the first page of your
resume the cover letter.

9/11/2018
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More Common Questions:

= Does the number of times a keyword appears in a
resume affect its ranking during a search?
= Yes!
= What about the position of the keyword on the resume?
Top, bottom, a list of keywords, or integrated into
sentences?

= The keywords on page one are scored higher than ones
fgund ’?n page two. A list of keywords isn’t penalized,
ough.

= What if the job req requires experience with MS Word
and the resume says “MS Office"?

= Yes and no. Itis always safest to list the parts of a sofftware
package.

Just a Couple More ltems:

= |ntegrate skills into the body of the work experience,
even if you have a separate skills list.
= Why? Because all ATS systems calculate number of
years of experience with a certain skill from the dates
in the work experience section.

= For the same reason, never omit dates on
experience.

= Yes, that means functional resumes are not the way to
go when applying through ATS systems.

Keywords are Critical!

= Now that you know how ATS systems work, you
understand how critical keyword selection can be
to your client’s job search success.

= When possible, your client should integrate
keywords from the job lead into a customized
résumé.
= This is a burden, but one that can mean the
difference between success and failure.

= Knowing that, let's spend help you understand what
a keywordreally is...

9/11/2018
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What are Keywords?

= The “buzzwords” of your client's industry.

= Keywords can be nouns, adjectives, or short
phrases.

= They usually are not verbs.

» They describe your client’s unique knowledge, skills,
abilities, education, and experience.

= They are tools used to search an ATS database of
resumes.

= And they are used to “score” or “rank” resumes.

Hard Skills (concrete, demonstrable):

= MS Word

= UNIX

= Fiber optic cable

= Project management

= Spanish

» Well-known company names (Microsoft, Google)

= Colleges or universities (Harvard, University of lllinois).

Soft Skills (hard to prove until hired):

= Oral and written communication skills
= Problem solving

» | eadership

= Team player

= Productivity

= Customer retention

= Strategic planning

= Performance

9/11/2018

18



How Do | Find Industry Buzzwords?

= Online job advertisements
= Performance evaluations
= Professional and technical associations

= Dictionary of Occupational Titles
(http://www.occupationalinfo.org/)

= College career centers
= Recruiters and HR departments
= | ocal government workforce centers

But the Most Important Source is...

» The most important source for keywords is the actual
job advertisement for which your client is applying.

= Your client needs to make sure that he or she is
using the keywords from that ad in the resume.

= That means that every resume submitted needs to
be customized for ideal results.

= Training your clients to do this, or doing it for them, will
significantly amplify results!

A Few No-no’s:

= |f your client doesn't have an experience or skill,
don't use the keyword.
= Don't try to hide keywords so they can’t be seen by
the naked eye by...
= This includes using formatting “tricks” to confuse the
ATS system.
= Once aresume is parsed, all of these tricks are
revealed and your client’s resume will be discarded.

9/11/2018
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Audience Questions?

Collecting Employment Data from Your
Clients to be Used in Creating Resumes

Step 1: Collect a detailed job history.

»This can be accomplished during:
= |nitial Evaluation/Client Interview.

= Detailed Vocational Evaluation.
= Client Orientation (Verbal or Written Process).

20
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Step 2: Dig deeper info the client’s job
history.

»This can be accomplished with a resume
focused questionnaire:

= Fither a General Questionnaire, or...

= A 2 Part Questionnaire Process (Ideal):

= Part 1: Get the client’s own reporting on their
responsibilities and achievements.

= Part 2: To ask specific questions of the client based
on what he or she first reported.

Questionnaire Part 1: Client self-reports
his/her responsibilities.

Vocamotive )

Client Name

Stroat Addrass

City, State Zip
mail

Talaphone
|
Experience:

Most Recant Employor Name:
Cay, State

Job Titke:
Starting Date (Month and Year) fo Ending Dale (Month and Yesr)™

dob Diascription (Paragraph}

Minimum of 3 Netable/Quantifisble Work Achievements (Specific]
= Employment Achievement 1
= EMpIoyment ACievement 2
= Employment Achisvement 3

Questionnaire Part 2: You ask the client
for specifics based on job targets.

1t applicable, what praducts/senvices were you {and your team) respansiic for seling or supporting in this
role?

What isiwas the scope af your leadership contribulions (£ af personne! {drectindrect reparts), depanments,
terrilones, programeniiatives, eic ) in ths role?

How divill iMpact of SUBROr SOMpAny Growth and SUCcess m IS fole?

Please elaborate on your customer engagement related responsibiiies and successes i this ok

Whit isiwass the scope of your strategic Contributions in 1his role (strategic planning, seting marketing poicy o
QU SlsHedy, GEISITANING VSion. INIDAUCING hew BIOUISEACES, SUCTIIGITESILCANING Operations,
slc

What tech refaled milalives were you involved in whie in this roie?

1 applicabie, what is/was e scope of your PEL management = M role?

I applicable, what anshwere the scope of your business developrent responsibises in this rok?

21
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The Cover Letter

~ Step 1: Develop a Template for
Your Clients

22
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Let's Break Down the Template

MICHAEL C. FARMER

Straarmveood, Illinois 0107 (630) 556-6565| michaal26farmergigmail com

Date

MeMs. Full Name of Contact OR Human Resaurces (only If you cannot get a name)
Eompany Name

Address (Bo not abbreviate}

City, State and Zip|

Ragarding: Job Tithe and Jab ID # Here

Dear Mr.Ms. Last Name of Cantact OR Attention: Hiring Manager

Header and Letter Intro

| was excited to see your organization's job posting for alan Job Title and,
given my skillits i know that | would
excel in this role. Please accept this cover letter and the accompanying
résumé for review and consideration.

As a strength 1 and strength 2 individual with excellent communication
skills, | will serve your company and its clientele well as alan Job Title. My
extensive Experience Type expertise and knowledge of the Career Type
industry will allow me to quickly adapt to your company's procedures while
my practical and diverse experience has provided me with the foundation
necessary fo succeed in this field. | am also proficient in:

First and Second Paragraphs

23



| am also proficient in:

Job Duties 1 {from the job lead — Example: Enhancing warehouse
efficiency, managing inventory and shipping procedures, performing
cycle counts, conducting audits, and transporting goeds (with
industrial forklifts/trucks).)

Job Duties 2 (from the job lead).

Job Duties 3 (from the job lead).

Job Duties 4 (from the job lead).

Bullet Points

Furthermore, my commitment fo excelling in all that | do while dedicating myse!f i productivity
and teamwork will allow me to greatly benefit Company Name. Professionalism, fisxibiity and
the ability lo lkeam and adapt quickly are also strong assets of mine which will allow me to
handie the many responsibilites of afan Job Title. If chosen for this opportunity wilh your
company, | will prove 10 be a valuable and loyal addition o your team

| would appreciate the opporunity o discuss my qualifications further at a convenient time for
you, perhaps within an interview setfing. if | could provide you with any additional information,
pleasa feel free o contact me at (630) 555-5555 or at mike4 26farmer@gmail.com. Thank you
for your time and consideration

Respectiully

Michasl C. Farmer

Aftached: Résumé

Last Paragraphs and Letter Closing

Your Turn to Practice

Take Out You Practice Letter, Client Info and Example Job Lead

9/11/2018
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Why Use LinkedIn for Your Clients?

LinkedIn is the destination for quality applicants

0 LinkedIn Jobs are rated
/b 40% higher at delivering
quality applicants when

compared to job boards.

Why Use LinkedIn for Your Clients?

LinkedIn has become the leading social network
for finding your next career opportunity

What Matters When Recruiters Search for a
Candidate?

Rich in target

keywords Keyword density
current/next role. |
Keywords in All content is
Headline, job titles scanned for skills,
and skill section keywards, job
‘matter more functions.
Profile’s industry, Graduation date
extremely strategy leave
Impaortant | dates on or off?

Lecation, should be
where you want to
work next?

S ety abiat
| you do an Linkecdin
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Sections and Fields in a LinkedIn Profile

Spectfic Keyword Section/FiakiType | # Char Reywore
Search | Search
X ¥

o | Fiestame 20 Degree 100 Move
D | Last Mame 20 X FieldofStudy 100 X g
2 | Headline 120 X Grade 80 L2 g
= E|
H UL 30 Actiitis BSocieties 500 X g
£ | summary 2,000 X Wisual  Description 1,000 X visual |
I | Location Data X Publications 2,000 X URL

" | indusiry Database) X Cenifications 200 X UAL

| Com 00 X Patents 2,000 X URL

Z |loca 30 X Courses g
= 2
§ ab Tit 100 X Projects (20] 2,000 URL (3
S| job Description 2,000 ¥ Wisual  Honors Awards 2,000 X

3 | volunteer 2,000 X Move  Owganizations 2,000 X

# | skills #50 X Move Languages X

Building a LinkedIn Headline

= 120-character imit (with spaces).

= |nclude top one or fwo position titles.

= Add short brand or value proposition

= Content should relate to the resume headline. If there are multiple variants of
the resume, the headline should be an appropriate combination of the
headline variants.

= LI algorithms give headline keywords more weight.

= From: Warehouse Supervisor

= To: Warehouse Supervisor Driving Efficiency & Fulfilment Success | Shipping/Receiving | Logistics
Management | Training

= From: Recent College Graduate

= To: Recent Psychology Graduate - Targeting Roles in Nonprofit or Corporate Environments witha
Focus in Mental Healt

= From: Designer and Real Estate Agent Seeking New Opportunities

= To: Versatile Project Manager - Owners Representative - Interior Designer - Real Estate Agent
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1. Linkedin Content Must Always be WELL BRANDED
* |sthe clients personal brand clear?
* How do you create a personal brand unique to the
client?
= Strong headline
4 Core * Strong summary content (particularly the

content that appears in the preview)
Co mponents Of Professional profile picture
= Cover photo that links back to their target
Excel!ent ¥ roles/industry
Strong experience content

Strong additional supporting sections and
related content

LinkedIn Content

* |5 the resume and Linkedin branding complimentary?

* How does a clients personal brand vary from a
resume to their Linkedin?

2. lnkedin Content Must be ENGAGING
* Does the content grab the readers attention and does it
hold their attention throughout the multiple sections of

¥ the profile?
1 * Exactly how do you write content that is worthy of
4 Core attention?
Components of
3. InAddition, Content Must be CONVERSATIONAL
E.XCE ‘ [e nt * Is the content written in first-person “I” language?
Lin kE‘C” nC tent * |5 there ever an exception to this?

* Does the content capture the clients voice?

* Phone or in-person conversations help you to
understand your clients personality and in turn,
better capture their voice and truly make the
content sound like them.

4. Value-Based
« Are the clients core value propositions

4 Core displayed prominently in the following
Components of sections:
= Headline
Excellent . S
LinkedIn Content : :;mirienne

- » Area clients value propositions conveyed
differently on Linkedin than on the resume?
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Summary “rules” 2,000 character limit

= Expand upon the value propositionsalready outlined in the
resume.

» View the LinkedIn summary as a professional resume
summary on steroids.

* Incorporate extra context and personal touches that are not
standard on resumes.

* First person perspective, tell stories, have a conversation
with the reader.

The Summary

* Stay away from heavy paragraphsthey won't get read

- You need to engage th

» Desktop & Laptop ~ 280 characters show before you need to
click show more.

*» Mobile app ~ 120 characters show before you need to click
to read more,

Summary = What You Have That They Need

* PROBLEMS I FIX * HOW I BUILD SUCCESS * MY TOP CONTRIBUTIONS

= WHAT | BRING TO THE TABLE * HOWIMAKE ADIFFERENCE = MY CAREER HIGHLIGHTS

* AREAS|EXCELIN * MY LEADERSHIP STYLE * MY SPECIALTIES

= WHAT DRIVES ME = WHY A CAREERIN X¥Z? = MY DISCstyles ASSESSMENT

* WHAT AM | PASSIONATE ABOUT * HOW I BALANCE IT ALL *  HOW I MOTIVATE MY TEAM

« HOW | IMPROVE TOP-LINE SALES « MY FAVORITE QUOTES « MY COMMUNICATION STYLE

+ HOW | TREAT CUSTOMERS * HOW | GROW TOPLINE SALES + MY CAREER TRANSITION TO XYZ

= MY ADDED VALUE * MY ADDED VALUE * MY BIGGEST MISTAKE

= WHY PEOPLE LIKE DOING BUSINESS * HOW I GIVE BACK * HOW I INFLUENCE OUTCOMES
WITH ME * MY VALUE STATEMENT * MY NEGOTIATION STYLE

= WHERE | SEE MY SELF IN 3 YEARS * WAYS | BUILD PROFIT * HOW 1 MEET DEADLINES

* MY TOPS5 COMPETENCIES *  WHY | ENJOY WHAT | DO * TECHNOLOGIES TOOLS | USE

* HOW | CONTRIBUTE TO TEAM GOALS = MY LIFE PASSIONS * MY PERFORMANCE REVIEW

= HOW MY CUSTOMERS DESCRIBE ME * MY PROUDEST MOMENTS HIGHUGHTS

* WHAT MY MANAGERS SAY ABOUTME = MY CAREER TARGET = HOW YOU CAN CONTACT ME

WHAT I'VE BEEN UP TO LATELY * MY TOPS RESULTS

MY ATTITUDE

BOLD - NO-NONSENSE - APPROACHABLE - TENACIOUS | When peapie think of me, thase are the words § hope
e ta i

see, | huee buft a careerand a business an the power of “Wonds That ok A5 such, | beleve ta my core that

Summaries = o reagi 5w B o ot o s o o8

pour e s the lives

StO r |e c To provide some peoof, hare = 8 (condened] timekne of the trajectoey of my ife:
’

@ In 13581 opened a debt collection agency, Midstate Collection Salutions. Despite rough perscnal
circumetances, | hameszed the power of positive words and turking t da this

Brands e e s

c 5 making thase n debt happier 3 the #nd of & calwith Midstate than Ehey were atthe
& beginning

@ Tha restructure worked and 500n 1 shifted my Fosus to changing the debt
began traveling and séaring the “Words That Work" method with businesses all aver the country.

Strengths et g S e

ut £ hela others

-

tiom industry a1 & whle |

@ 02015 | autheeed and publishad 8 best-selling Besk with Hay Heus 4 Communications Yeus
Steg-by-Step Guide to Hames3ing the Power of Your Werds to Change Your Mg, Your Choices, and Your

@ After the success ofthe bouk, requests to peak, and profersiceal develgment inductry invelvement, |
[3unched The Mary Shores Srand, whech Bims £2 chare what | Rave lamed BDugh VBoUS meciLms
Including speaking engagements, workzhops, retrests, podcarts, books, and mare.

Today, | cancurrently run the Mdstate Collection Solutions business while siso bulding The Mary Shores Brand
| LOVE wht do and gt to do it because of the words | choose to.say to mys i amd praject ta others

1 ook forward o sharing the lessons | hyve lesrned with you.
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Summaries =
Stories,

Brands
&

eimfin/dale-diedr

Summaries
Stories,
Brands

&
Strengths

hittps/ fovwew linkedin.c

As an IT professional with a nen-traditional background, | offer a unique blend of
technical expertise, creative perspe ; and leadership acumen. My current role
a5 an [T Database and Systems Administrator at Adient leverages my varied skills
regularly.

‘After beginning my career in military and law enforcement, an incident in the fine
of duty altered my professional trajectory. Seeing that | always enjoved and
dabbled in IT even while in law enfarcement, | made the decision to pursue a new
T career.

Prior o transitioning into IT fully, | already had years of experience camying out
independent projects for local individuals and companies. Once | made the d
1o dive fully into the T field | encolled in classes to further my technical education,
obtained Cisco certifications, gained experience in an Allstate contract based
position.

Nowr that | am fully immersed in the profession, | often receive feedback that my
waried background is one of my greatest assets. | hear that | approach issues
differently, am able to take on leadership and project management roles effectively,
and affer creative solutions that others wauld not have thought of due to my
military and police background.

Over anything else, my life-changing accident taught me that | can handie any
curveball and | look forward 1o seeing where my new career wil take me.

You are welcome to contact me on Linkedin or at dient@gmail.com.

Profile Photo Is Important

current pl
f yau, n

ing phots

400 {h) pirels
B

9/11/2018
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Creating a Positive Visual Experience

The visual experience should carry down to the written content as well!

» lcons/Bullets m & & o * = Smileys: DO®EY Yy U'ﬁ-‘—
* Capitalization Round: =0 e @ eensacat 10D
* Dividers- | {}[] —<> Oome

* White space Boxes: 30 00®___ gunllll

» Triangles: A ¥ AP qrav¥r Fointers: — = > > - = m b = /% — =
* Phone: P B @ & Copyrights: ™ ™ @ * ®

* Sgissors: & K - i= Weather £} % @ + T o= % ¢ °C°F *
*Music: P IAbiE" e Ouiptes: Mgy, e e Tt

- Write: # % == oo % 4@ @ ¥ Dang: e ey gl

PYess I/ VY RDmani]Il]IlVVWWWIiXXXIXII

*No:OBE&X X X XX

Put It All Together
P Headshot P Banner P Headline P Summary

CHAIN |
SUP‘PI.Y NT

HAIN
suPPLY" i
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Put It All Together
P Headshot » Banner P Headline » Summary
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Writing Employment Content
Approach 1: Use the same content from the resume, making only minor edits
with regards to style (switch from 1st person removed to casual 1st person).

= +Pro's: Ensures optimal performance with algorithms, reduces time spent
on profiles, and allows for more time to perfect the summary.

= - Con's: No new information or context is being presented and the content
may seem more formal and less engaging.

Writing Employment Content

Approach 2: Draft completely new content for the experience sections while
still incorporating appropriate keywords.

= + Pro's: Presents brand new content to the reader. Provides an opportunity
to show added context behind the career history and allows for more
engaging content.

= - Con's: Takes more time and requires additional work to ensure keyword
optimization.

9/11/2018
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Senior Human Resources Specialist
@

Career

Experience

Giobal Marketing Director, Women's Shaving

Career
Experience

Experience Secftion Finishing Touches...

Creating a Positive Visual Experience:
Incorporating Media

9/11/2018
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Rearder Skills & Endorsements (45)

Skills (50) T

This section is heavily weighted
with LinkedIn’s algorithms

Use Keywords in LI database n
50K+

Fill this up with previously 5 ‘
identified keywords.
v sz 2 ]

Be sure to arrange the skills as
appropriate.

Pin the most important “top
skills.”

Education

* If the education is over 10-15 years old remaove
dates (same as a resume) as well as any other
information about clubs, activities, GPA, etc.

= If the education is between 5-10 years old keep the
dates, but remave any other information.

Education * If the education within the past 5 years load up the

& content with everything from clubs, activities,
honors, GPA, classes, etc.

Volunteer Volunteer Experi

. olunteer cxperience

EXDET!EI’]CE * Be sure to include anything unpaid (even board
positions) in the volunteer section to differentiate
UNLESS you did otherwise on the resume (ex: the
client has little paid experience, is transitioning back
into the workforce, etc.).

* Focus this content on accomplishments

The Accomplishments Section

* Use these sections to your
clients advantage as much as
possible.

* If you're uploading content on
the clients behalf be sure to go

through these sections and
clean them up (information
here tends to be overlooked
and get outdated).

+ Be sure to refer to information
in these sections in earlier
sections if possible.

9/11/2018
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Final Audience Questions2g

Thank Youl!
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