Resume Steps:
1. Identify your target job

2. Research the target job

3. Find job descriptions of the target job

4. Deconstruct the job description into a series of bullets (make a checklist)

5. Survey your recent work history; Make a list that includes dates, title, description, bulleted list of your deliverables.

6. For each of your deliverables, answer these questions:

a. What special skills or knowledge did you need to perform this task satisfactorily?

b. What educational background and/or credentials helped prepare you for these responsibilities?

c. What are your achievements in this area?

7. Use PSRV to help you get meaningful details on your resume.

Think about daily problems you handled as well as major problems/projects.

a. PROJECT: Identify the project and the problem it represented, both from a corporate perspective and from the point of view of your execution of duties.

b. SOLUTION: Identify your solution to the challenge and the process you implemented to deliver the solution

c. RESULT: What was the result of your approach and actions?

d. VALUE:  What was the value to you, the department, and the company? Define this in terms of time saved, money saved, or money earned (if poss.).

8. Consider yourself as your peers/supervisors do.

a. What verbal or written comments did peers or managers make about your contributions in each area of your job?

b. What different levels of people did you have to interact with to achieve your job tasks? 

c. What skills and methods did you use to get the best out of superiors/coworkers/subordinates?

d. What aspects of your personality were brought into play when executing this duty?

9.  Consider that there are essentially 12 professional behaviors all employers are seeking. While you

      can not possibly address all of these in a resume, can you highlight one or two?

1. Communication and listening skills

2. Goal orientation

3. Willingness to be a team player

4. Motivation and energy

5. Analytical skills

6. Dedication and reliability

7. Determination

8. Confidence

9. Pride and integrity

10. Efficiency

11. Economy

12. Ability to follow procedures 

