
Maximize Your Potential
Create a Great Resume

Ma xim ize  You r  Po t e n t ia l:
Crea te  a  Grea t Resum e



Maximize Your Potential
Develop a Career Plan

• We apprecia te  your pa tience  while  we  
accom m odate  in -pe rson  and  virtua l a ttendees

• Online - everyone  will be  (shou ld  be ) MUTED
• Those  with  cam eras be  aware  of background  – tu rn  

off cam era  if necessary
• Use  the  cha t box or Q&A box if need  to  com m ent or 

ask questions
• Polls m ay be  used - p lease  participa te  when  

prom pted
• Attendance  will be  recorded

Th a n k  You  For  Jo in in g Us  -
Wh a t  t o  Exp e ct
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Worksh op  St a r t -Up

• Please  tu rn  off (silence ) and  put away ce ll phones or o the r 
e lectron ic devices

• Welcom e  to  ask questions

• If needed , fee l free  to  stand; rem ain  a t least 6ft from  othe rs;
p lease  le t m e  know of o the r accom m odation  requests

Worksh op  Ob je ct ive  
Discuss curren t best p ractices e ffective  résum és; includ ing 

tips for cover le tte rs and  re fe rences. 
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30-Se con d  Act ivit y

• Please  te ll us:
• Your nam e
• Your top  4 skills

• But, you  on ly have  30 
seconds!

Wh a t  is  t h e  s ign ifica n ce  o f 30 se con d s? 
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Wh y 
h a ve  a  

r e su m e ? 

Wh o h a s  con t ro l:
• Em ployer controls what in form ation  is 

ga the red  (and  required) on  an  applica tion .
• You control the  m essage  and  inform ation  

re layed  on  a  ré sum é!
o convey transfe rrab le  skills
o room  to  re lay exam ples or skills
o “connect the  dots” for em ployers
o focus m ore  on  skills/expe rience  ra the r 

than  em ploym ent situa tion

CAUTION:
• Résum és a re  often  requ ired  with  on line  app lica tions
• Résum és and  cove r le tte rs can  be  seen  as your first 

work sam ple
• Résum és needs to  be  consisten t with  app lica tion  da ta  
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• 10-12 poin t fon t
• Times New Roman, Arial, Cambria
• Use  b o ld or ita lics for section  

headings on ly
• 1 page  pre fe rred  (2 pages m axim um )

– Do not fold  or stap le  your pages toge the r

• Prin t on  ré sum é  pape r
• Do not use  abbrevia tions – why?
• No colors, borde rs or p ictures
• Be consisten t with  form at
• Use  Spe ll Check
• Get it reviewed

Th e  
Ba s ics



Maximize Your Potential
Create a Great Resume

Re su m e  St yle s

Chronological 

Functional/Skills

Hybrid/Combination
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• Header Block (Contact 
In form ation)

• Billboard  Section  (Skills Sum m ary)
• Experience /Work History
• Educa tion
• Other – m ay include  Experience  

Section
– Milita ry
– Com m unity/Volun tee r Work
– Awards
– Leadersh ip  

Esse n t ia l 
Re su m e
Se ct ion s

No More Objectives! 

No References or References 
Available Upon Request!
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He a d e r  Block  (Con t a ct  In fo rm a t ion ) 

Tips
• Professional voicemail – set up and checked often
• Professional email address – checked often

Good Example:

John Doe
Best Town, Iowa 12345

555.555.5555
johndoe@e-mail.com

Not So Good  Exam ple :

John Doe
Best Town, IA 12345

555.555.5555 (c)
class1995partyan im al@e-m ail.com
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Em ail Addresses
• Gm ail.com , Yahoo.com , Outlook.com  - Must ve rify with  a  phone  

num ber
• Yandex.com , Mail.com  - Can  be  se t up  without a  phone  num ber 

Phone  Num ber
• Professional and  pe rsonalized  ou tgoing m essage
• Gm ail has a  fea ture  ca lled  Google  Voice
• Em ployers can  ca ll and  leave  a  voicem ail, which  is  a lso  converted  

in to  a  written  m essage  for you  to  read
• Ability to  text back and  forth  with  friends and  fam ily

Se t t in g Up  Em a il Ad d re sse s  a n d  
Ph on e  Nu m b e rs
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Wh a t  Do  You  Th in k  o f Wh e n  You  Se e  Th is? 
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• Highligh ts skills  m ost 
re levant to  the  job  for which  
you  a re  applying 

• Show the  em ployer you  a re  
the  best fit for the  position

• Tell the  em ployer what an  
asse t you  will be  to  the ir 
com pany

• Update  th is section  each  
tim e  you  apply for a  job  

Sk ills  Su m m a ry (Billb oa rd  Se ct ion ) 
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• Get ready to  cha t

• Subm it 5 work skills tha t 
you  have  

• Iden tify skills tha t you  had  
in  com m on with  o the rs

• What skills were un ique  to  
you?

Act ivit y
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Examples of Fluff Words:

• Hard-working

• Team player

• Multitasker

• Self-starter

Fluff words can be 
defined differently for 
different people

Flu ff Word s  vs . Ke yw ord s

Examples of Keywords:

• Repair grain bins and grain 

elevators

• Build scaffolding, shoring and 

braces

• Maintain patient care log

Usually found in the job 
description 

Specific to the position
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• 30-Second  Review
• Optim iza tion  Software

Connect enough  dots, 
and  you  will end  up  in  the  
“To Be  In te rviewed  Pile”.

Wh y a re  Ke yw ord s  Im p or t a n t ? 

What is it? 
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• Perform s p re -pour inspection  of a ll form s, re in forcem ent, 
stee l and  inse rts, in  a  tim e ly m anner to  m ain ta in  
op tim ized  workflow and  assists in  find ing ways to  
decrease  de lays and  cause  for rework.

• Main ta ins da ily and  p roject p roduction  records.

• Checks and  ve rifie s a ll d im ensions of cast-in  em beds.

• Com ple te s da ily qua lity con trol docum enta tion .

• Inspects a ll fin ished  p roduct. Docum ents and  follows-up  
on  any p recast p roduct tha t requ ire s pa tch ing or rework.

• Ensures tha t a ll p recast p roducts a re  correctly m arked .

• Assists othe r Quality Con trol pe rsonne l in  te sting of 
m ate ria ls and  fin ished  p roducts as requ ired .

• Assum es re sponsib ility for m ain ta in ing p lan t and  yard  
sa fe ty in  accordance  with  com pany Safe ty Manual and  
unde r the  d irection  of the  Safe ty Coord ina tor.

Qu a lit y 
Con t ro l 

In sp e ct o r
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• Prepares pa tien ts for exam ina tions by pe rform ing rou tine  pa tien t screen ings p rior 
to  p rovide r see ing the  pa tien t while  facilita ting clin ic workflow.

• In form s the  pa tien t/fam ily wheneve r the re  is a  de lay.
• Perform s basic lab  te sts pe r p rotocol and /or orde r, based  on  departm enta l need .
• Clean  exam  room s a fte r each  pa tien t in  p repara tion  for next pa tien t.
• Main ta ins supp lie s in  exam  room s specific to  clin ic specia lty.
• Em ploys p rofessiona l te lephone  and  in te rpe rsona l com m unica tion  techn iques.
• Perform s accura te , lega l, and  e th ica l docum enta tion  a t a ll tim es.
• Abstracts lab  re su lts from  ou tside  facilitie s as de lega ted  by RN.
• Provides instructions on  basic equ ipm ent based  on  departm en ta l need .

• Orders and  m ain ta ins appropria te  leve ls of supp lie s and  equ ipm ent based  on  
departm enta l need .

• Dem onstra te s com m unica tion  skills using appropria te  m ed ica l te rm inology.

• Schedu les/coord ina te s and  m onitors pa tien t appoin tm ents.

• Regular a ttendance  a t work is an  e ssen tia l function  of the  job .

Me d ica l Ass is t a n t
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• Iden tify keywords and  skills

• Check your resum e to  iden tify if 
these  a re  a lready listed

• If they a re  not listed , include  your 
knowledge /experience  with  these  
a reas in  your Billboard  Section  

Billb oa rd
Se ct ion  
(Sk ills  

Su m m a ry)
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• Last 10 years of work h istory
• 5-6 bulle t poin ts pe r job
• Don’t use  I, m e , or m y
• Past tense  for p revious jobs
• Present tense  for curren t jobs

Exp e r ie n ce /
Work  His t o ry

Ca sh ie r  Nov. 2012 - Ja n . 2014
Quicky Mart, Des Moines, IA
• Com ple ted  m onth ly work schedu les for 15 em ployees
• Reconciled  cash  d rawer a fte r each  sh ift
• Opened  and  closed  store
• Cleaned  and  stocked  a reas
• Gree ted  custom ers in  a  friend ly m anner as they en te red  

store
• Main ta ined  positive  team  environm ent
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• A prove-it story is a  job-re la ted  
story tha t va lida tes your skills.  

• Tell the  em ployer not just what 
you  d id  - bu t how well you did 
it !

• You say tha t you  know how to  
use  tools? Now, Prove-It.  
• What tools do  you  know how to  use?  

• How do you  use  these  tools?

• How often  do  you  use  these  tools? 

Wh a t  
is  a  

Prove -It  
St o ry?
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Should  be  
• Short

• Rela ted  to  the  job  you  are  seeking

• Begin  with  an  action  word  and  fo llowed  

by a  descrip tion  

• Specific (use  # ’s, $’s, %’s, frequency, 

volum e per week/m onth /year, e tc.)

• Em phasize  resu lts  (increased  profit, 

decreased  waste , saved  m an hours, e tc.)

Prove -It  
St o r ie s
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• Do not ta lk in  1st pe rson  (No I’s)

• Do not type  out num bers (fifteen  
should  be  15)

• Do not use  abbrevia tions (CNA 
should  be  Certified  Nursing 
Assistan t)

• Do not list anyth ing nega tive  

• Do not use  flu ff words

Prove -It  
St o ry 
Tip s
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● Responsib le  for open ing and  
closing the  store  when  owner was 
gone .

● Rota ted  jobs to  learn  varie ty of 
m ach ines and  tools re levan t to  
each  departm ent.

● Responsib le  for hand ling 75 
custom er transactions ranging 
from  $1 - $5,000 and  rece ip ts 
a lways ba lanced  aga inst da ily sa les.

● Cooked  m eals for 50 - 100 peop le  
da ily while  fo llowing specific d ie ts 
for each  pe rson .

Prove -It  
St o ry 

Exa m p le s
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• I p repared  twenty p izzas for 
eve ry sh ift tha t I worked  to  
fill custom ers’ orde rs.

Wh a t  
Wou ld  You  

Ch a n ge ?

• Prepared  20 p izzas pe r 
sh ift to  fill custom ers’ 
orde rs.
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• I am  a  hard  worke r because  
I show up  on  tim e  eve ry 
day and  cover sh ifts when  
othe rs a re  not ava ilab le .

Wh a t  
Wou ld  You  
Ch a n ge ?

• Dedica ted  to  show up  on  
tim e  da ily and  covers 
sh ifts when othe rs a re  not 
ava ilab le .
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• Assisted  re siden ts with  da ily 
activitie s.

Wh a t  
Wou ld  You  
Ch a n ge ?

• Assisted  35 re siden ts with  
da ily activitie s such  as 
ba th ing, b rush ing tee th , 
d ressing, and  ea ting.
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Use  STAR fo r  Im p rovin g Prove -It  St o r ie s

ST = Situation and/or Task – detailed list of duties or tasks

A = Action
segments starting with one or more action verbs 

R = Results
outcomes; benefits; 

scope; how big, much and many
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Te ll m e  n o t  on ly w h a t  you  d id , b u t  h ow  w e ll. 

R = Supervised and trained a team of 40 employees on two shifts that 
surpassed production goals five consecutive years  
R = Supervised and trained a team that exceeded production goals

A = Supervised and trained employees 

ST = I supervised production workers. My duties also included training 
and monitoring. quality of work

Example – Production Supervisor:

Who would you interview?
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Te ll m e  n o t  on ly w h a t  you  d id , b u t  h ow  w e ll. 

R = Entered data into multiple computer systems with 98.7% accuracy 
rating  
R = Entered data in inventory system with high accuracy 

A = Entered data in inventory system

ST = Data entry

Example – Office Assistant

Who would you interview?
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How  w ou ld  
you  

im p rove  
t h is?

CSR 2005 – Pre se n t
XYZ Com p a n y; An yw h e re , Iow a
Took inbound phone  ca ll for custom ers, 
en te red  da ta  in  com pute r, forwarded  
d ifficu lt ca lle rs to  supe rvisor, a ttended  
sta ff m ee tings and  tra in ings, e tc. 



Maximize Your Potential
Create a Great Resume

Job  Se e ke r  Ch a n ge d  it  t o…

Cu st om e r  Se rvice  Re p re se n t a t ive 2005 – Pre se n t
XYZ Com p a n y; An yw h e re , Iow a
• Rece ive  ca lls  from  custom ers in  35 sta tes and  assist them  with  the ir 

se rvice  needs
• Troubleshoot questions for up  to  15 d iffe ren t p roduct or lines while  

naviga ting th ree  com pute r system s
• Quickly learned  and  im plem ented  new com pute r system ; asked  to  

tra in  and  m entor o the r em ployees 
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How  w ou ld  
you  

im p rove  
t h is?

Prod u ct ion
05/ 2016 – Au g. 2017
Wid ge t  Com p a n y; Be s t  Tow n , Iow a
Assem bly line  work, m ade  and  packgd  
products, inspection  kep t work area  clean , 
good  a ttendance  
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Job  Se e ke r  Ch a n ge d  it  t o…

Prod u ct ion  Asse m b le r Ma y 2016 – Au gu st  2017
Wid ge t  Com p a n y; Be s t  Tow n , IA
● Looked  up  orders on  com pute r, pu lled  item s from  inventory and  la id  

ou t parts accord ing to  specifica tions

● Efficien tly assem bled  and  packaged  products to  m ee t sh ipm ent 
dead lines

● Recognized  twice  by m anagem ent for ded ica tion  and  flexib ility with  
work hours
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• Include  the  institu tion , city and  sta te
• List chronologica lly beginn ing with  the  m ost recen t
• Include  the  year a tta ined  if with in  1-2 years

• If cu rren tly in  school, list Anticipa ted  Gradua tion  Date

Associa t e s  De gre e  in  Cr im in a l Ju s t ice  An t icip a t e d  Ma y 2017
Local Iowa Com m unity College , Anywhere , Iowa

10-Hou r  OSHA Ce r t ifica t e
XYZ Corpora tion ; Here , Iowa

High  Sch oo l Dip lom a
My Town High  School; My Town, Iowa 

Ed u ca t ion  a n d  Ce r t ifica t ion s
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Ed u ca t ion  Tip s

Th in gs  t o  Con sid e r
• Where  do I pu t th is section? Top  or bottom ?
• Do I list the  year com ple ted?
• Do I list High  School Dip lom a or High  School 

Equiva lency Degree  if I have  an  advanced  degree?
• Do I list a  degree /ce rtifica tion  if it is not com ple ted  

or exp ired?



Maximize Your Potential
Create a Great Resume

Ot h e r

Be n e fit  – h e lp s  
t o  e xp la in  ga p s  

in  w ork  
e xp e r ie n ce

Military

Community/Volunteer Work

Awards
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Re fe re n ce s
• Provided on a separate sheet of 

paper
• Format should mimic your resume
• 3 – 5 professional references
• No family members
• Previous/current coworkers or 

supervisors only
• No more “References available on 

request!”
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Re fe re n ce s :
In fo rm a t ion  

t o  Ob t a in

• First and Last Name
• Relationship to You (ex - Previous 

Supervisor)
• Title (ex - Lead Machinist)
• Address
• City, State, Zip Code
• Phone Number
• Email Address
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• Your Contact Inform ation

• Date  of the  Cover Le tte r

• Em ployer’s Contact Inform ation

• 3 paragraphs

• Your Signa ture  

Cove r  
Le t t e r
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• Your Contact Inform ation  
• Should  m atch  the  sam e  in form ation  as the  Header on  your 

resum e
• Em ployer’s Contact Inform ation

• Address to  the  Hiring Manager (if known)
• If you  a re  unsure  who the  Hiring Manager is, you  can  pu t “Hiring 

Manager” or “Hum an  Resources” or even  "Search  Com m ittee"

Con t a ct  In fo rm a t ion
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• The  position  you  a re  applying for

• The  com pany you  a re  applying with

• How you heard  about the  position

1st

Pa ra gra p h
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• What m akes you  qua lified  for the  job?

• List a ll skills  and  ab ilitie s tha t a re  
re levant to  the  position .
– Try to  h igh ligh t skills  tha t a re  not listed  

on  your résum é if possib le .
– Match  words and  responsib ilitie s from  

job  descrip tion  if possib le

2n d

Pa ra gra p h
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• Sta te  tha t you  would  like  to  m ove  
forward  with  the  h iring process 

• Thank them  for the ir tim e

• Rem em ber to  sign  the  bottom  of the  
le tte r if possib le

3rd

Pa ra gra p h
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Iow a WORKS

You can begin working on your resume by 
logging on to your IowaWORKS.gov account.

Benefits:

• Automatically formats

• System walks you 
through creating a 
resume



Maximize Your Potential
Create a Great Resume

We  a re  h e re  t o  h e lp

Career Planners are available in your local IowaWORKS American Job 
Centers to help you 1 on 1 with your job search! They can help identify open 
job opportunities, craft your perfect resume, conduct a mock interview and 
more! 

Schedule a time to meet with one of our skilled career planners either in 
person or online! Contact your local center or schedule a virtual meeting by 
logging into IowaWORKS.gov and going to Meetings on your Dashboard! 

Find contact information for your 
local center at 
www.iowaworkforcedevelopment.gov/contact

https://www.iowaworkforcedevelopment.gov/contact
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Le t  Us  Kn ow ! Top ics  t o  Con sid e r

We Are Here For YOU!

• Wow Employers in 30 Seconds!

• Mock Interviews

• Secret Interviewing Tips and 
Answering Tough Questions

• Conflict in the Workplace

• Bring Your A Game to Work

• Make a Great Resume

• Application Tips and Online 
Applications

• Make a Great Resume
• Top Job Search Strategies
• How to Keep a Positive 

Attitude While Job Searching
• Budgeting and Money 

Management



Questions? 

Thank you for
attending today’s

Workshop!
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