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Copyright © 2011 by Successful Resumes. All rights reserved.

ALL RIGHTS RESERVED

No part of this work covered by the copyright hereon may be reproduced or used in any form
or by any meansd graphic, electronic, or mechanical, including photocopying, recording,
taping, Web distribution or information storage and retrieval systemsd without written
permission of the publisher.

NOTICE TO THE READER

The publisher and its licensors do not warrant or guarantee that the functions contained in
this ebook will meet your requirements. Neither the publisher nor its licensors shall be liable
to you or anyone else for any inaccuracy, error or omission, regardless of cause, in the work
or for any damages resulting there from. Under no circumstances shall the publisher and/or
its licensors be liable for any indirect, incidental, special, punitive, consequential or similar
damages that result from the use of or inability to use the information contained in this
ebook, even if any of them has been advised of the possibility of such damages. This
limitation of liability shall apply to any claim or cause whatsoever whether such claim or
cause arises in contract, tort or otherwise.
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Introduction

What makes a Resume successful?

A successful Resume captures the attention of a potential employer and convinces them that
you may be the right person for their business, and they need to find out more about you. It
ultimately opens the door to an interview.

A successful Resume is a marketing tool that sells the most important asset you have to
offer 1 you.

Your Resume needs to clearly and persuasively explain who you are; what you do; and why
you are the best person for a particular job.

Why do you need a successful Resume?

A Resume is essentially a marketing document. Your Resume is the first contact you have
with the person, or people, who are recruiting for a position. So you only have one chance to
convince them, by reading your Resume, that they should call you in for an interview.

Who are Successful Resumes?

Our team at Successful Resumes are experts at writing and publishing Resumes. We come
from vast and varied b a chlytrained)andvee are memberseof trel | been
Professional Resume Writers Association.

All Successful Resumes writers abide by a strict Code of Ethics and Quality Assurance
Process to ensure that every client receives a high-quality, customised product.

Consisting of a rapidly growing team of more than 35 writers across Australia, New Zealand,
Singapore, UK and USA, SuccessfulResumes has over 20 yearsod exper.i e

Successful Resumes was founded by John Little in the early 1990s when he identified, after
much research, that the vast majority of Resumes were not meeting the requirements of
employers. Nor were they effectively profiling and selling the applicant.

He discovered that for resumes to be successful, they need to professionally analyse and
individually market the strengths and skills of each individual, while also providing enough
information for an employer to confidently make a decision who to select for interview.

Why did we write this eBook?

We know that there will always be some people who choose to write a Resume for
themselves. We wish you the best of luck, and hope you find this eBook useful.

We also know that there are other people who want to develop their career, and after
reading this eBook, are inspired to ensure their Resume is the best it can possibly be.
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Wedre sharing some o fbutooeBooksoetextbak can passiblyhproyide u
you with years of expertise, comprehensive understanding of the job market, and extensive
training.

What do we do differently?

We do what no automated process can do. We take the time to work closely with every client

to uncover your personal Afgol do, the el ements tFh
we write a professional profile that actually sells you above and beyond the other applicants

you are competing with.

When you pick a Successful Resumes writer, you will be contracting a caring professional
who will take the time to analyse your situation, and develop strategies to present you to
employers and recruiters in the best possible way.

Each writer will work with you, one on one. However, you will also have the skills and
support of Australiab6s | argest and most experien
professionals.

At the end of the process you will have a sparkling new Resume that will boost your image
with employers and recruiters. You will also have improved your capacity to see more clearly
your future path.

What else do we offer?

We recognise that people value their careers. | f
services beyond Resume writing. Members of the Successful Resumes team also offer:

Interview coaching sessions and packages
Assistance to build career direction through informal discussion
Focused professional mentoring and career counselling *
Tools and services to build your personal brand equity, including:
o0 developing your LinkedIn Profile *
0 social media coaching and guidance regarding its role in the recruitment
process *
0 networking tools such as the Pocket Resume.

* selected branches only i please refer to the Principal of your Successful Resumes branch of choice.
Our aim is to help you achieve your career goals.

Visit www..successfulResumes.com.au for more information. Now please read on to learn
the secrets to a successful Resumeé
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The secrets i what you need to know

Time
Writing a Resume and looking forajobi s hard work, time consumihng,
set formul a. Dondét underestimate the i mportance

If you really want a new job, promotion, or a change in career, you need a solid Resume.

One that profiles you in the best possible way. You need to make sure you stand out from

the crowd, because your Resumewi | | be competing with a pile of
can quickly right one up during your lunch break or over a glass of wine after work one

evening.

Job hunting and applying for new roles is hard work. Everyone has heard stories about how
a friend landed their dream job after being invited out for a cup of coffee, or had a job offered
to them with a quick handshake. Firstly, this rarely happens. For most people, job hunting
almost becomes like a second job. Secondly, even when that does happen, that person
often still needs to hand over a Resume as part of the formalities.

Be prepared to spend time and put in the hours to write your Resume.

Therealityisthatmany peopl e simply dondét have enough tin
Resume. | f you know youodr ewwovmseccessfulRdsimestom.qgubmelas e vi s
call a Resume specialist in your area to discuss how we can help you.

I f you think you can write your own, weod | ike t
success by learning more about the difference between an average Resume and a
successful Resume.

Is your Resume average, good, or successful?

An average Resumei s a document that |ists where youbve
your qualifications, and other relevant details.

A good Resume clearly identifies your responsibilities and achievements, detailing the key
projects youdbve worked on, what you did, and t he

However, a successful Resume does much more. It strikes a balance between being
creative enough to capture the attention of any recruiter, HR manager or potential employer
while still meeting their criteria. Most importantly, it explains why you are a better fit for the
job than the other hundred applicants that you are competing against.
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Know yourself

AResumei s more than just a I|ist of what youbve don
details and much more, identifying your responsibilities and accountabilities. Does your

Resume set you apart from the others candidates? Does it convince the reader that you

have something unique to offer?

Know your audience

You have just ten seconds to capture the attention of a recruitment consultant, human
resources manager or potential employer. After that, you have just twenty more seconds to
convince them your Resume is worth reading.

As one recruit er Wseadedtounderstansl yourskileand ekpgriencé
what environment you excel in, what drives you, and what your long-term objectives are, so
be clear about these things in your Resume.o

We also know that when potential employers look at your Resume, t hey ér e not | ust
decision based on your skills and qualifications
person you are, and whether or not you will be a good fit for their business.

A

Too long, too shorti make sure i1itods just right

Many people have preconceived ideas about what a Resume should look like, and what it
should say. Before providing any guidance, the team at Successful Resumes would like to
let you in on a very important secret:

There are no clearly defined, absolute rules to follow when writing a Resume.

There are guidelines and best practice principles that should be followed but these are
changeable depending on a number of factors including:

your profession and industry;
the size and type of the organisations youbve
the size and type of the organisation youdre

whether you work in the public, private or not for profit sectors;
the length and quality of experience you have in the workplace; and
your academic and professional qualifications.

Make sure your Resume functions as a marketing tool. Think of yourself as a product. Your
Resume has to convince a buyer (in this case, employer) to purchase you.

Your Resume should use strategic, concise and persuasive language. Make sure it is
readabl e, and pay attention to detail. Donoét j us
grammar and syntax suitable to the Australian job market.
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How long is your Resume?

Is it two pages or four? Do you know how long it should be?

Everyone has an opini on Resune, fromtHRenanagersthrbugtdo | engt h
to your next door neighbour.

The truth is, your Resume should be:

¢ long enough to capture the attention of your reader;
e detailed enough to profile your capabilities; and
e concise and compelling.

Does it look professional?

Your Resumes houl d be designed and formatted appropri
depends very much on your profession, your industry, and your job search strategy.

Ultimately, you should combine a dynamic layout with professional design. This can be
challenging, as the finished document should also be user-friendly and easy to open in
multiple software applications. Consider embedding fonts and images, and using easily
accessible file formats.

Your Resume should use a clear font that can be easily read in print and on screen, and be
|l aid out clearly, with sub headings where necess
el ements or pict ur emintoubwell irchtatkand white.t hat donobt

Is it in chronological order?

Deciding how to structure your Resume is a strategic decision. Not all Resumes need to be
laid out in chronological order. Some Resumes may be structured as:

e career profiles: often used for high-level executive positions, these highlight only the
most relevant accountabilities, projects, achievements and qualifications relevant to
the type of role you are applying for.

e biographical resumes: detailing each job, paid and unpaid, in chronological order
with a focus on the most relevant ones.

e skills profiles: primarily used for career change purposes, this Resume structure
focuses on the most relevant transferable skills you have.

e graduate and entry level resumes: detailing academic achievements, practical
learning opportunities, and skills gathered through extracurricular activities that would
be relevant in the workplace.

e technical and scientific or industry-specific resumes: these highly specialised
documents often require an appendix detailing all the relevant technical skills and
knowledge areas relevant to the industry or role you are applying for.
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How does your Resume measure up?

The best way to check if your Resumei s good enough to get you that
we 6 ve i ncfieelReguthe assessment questionnaire for you. You can also

download copies of this from:

http://www.successfulresumes.com.au/downloads/resume_analysis.pdf

What can a professional Resume writer do for you?

Your Resumehas tremendous value in the marketpl ace.
highly competitive, and your Resume has the ability to help you secure a better job,
promotion, pay rise, or new career.

A professional Resume writer from Successful Resumes has the expertise needed to
produce a professional Resume, one that showcases your potential and capabilities in the
best possible way.

Using our expertise, we 01 | make sure thdst we wri
customi sing the content, structure and | ayout ac
for your resume to be used where appropriate.

Like anything in life, if you value something, you hire an expert to do it properly. Whether that
be an electrician, a plumber, an accountant or a lawyer i you invest in a professional to get
the job done right.

Your Resume i and cover letter, key selection criteria responses, in fact any element of your
job application i should be treated with the same level of respect. Invest in your career and
contact Successful Resumes.

How do you choose a professional Resume writer?

Our Successful Resumes team often gets asked what we offer compared to other Resume
writing services. We could just tell you that we are the best in the businessi but weéd | i ke
you to judge for yourself.

To help you decide whether you should invest in a professional who can offer full job search
expertise and assist in your job applications, or you just want a secretarial service to type
your Resume up neatly, we spoke to our clients and put together a guide to help you make
the right decision. Visit www.successfulResumes.com.au and follow the link on our
homepage http://www.successfulresumes.com.au/downloads/selecting_a_professional.pdf.
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Addendum i Samples, Examples of Format and Snippets

Cover Sheets Examples

Rose Hammond
Nation
with broad

Confidential
Résumé

Jane Matthews
TESOL quaiifad
CRTA paduats
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Introduction and Profile

Jane Shen

3 Banks Street, Ashfield, NSW 2131
Mobile: 0411714530 - Email: shen33@gmail.com

Motivated and experienced banking professional with outstanding people and
communication skills, currently studying an MBA - Finance in Australia
* SMEbanking and relationship g xperi inmajorretail bank

* Confident and willing to work in a customer service role or in a banking call centre
* Veryknowledgeable about a wide range of banking products and services

o Excellentinterpersonal skills, confident, open and friendly, with strong relationship building skills and an
engaging personality.

o Afast learner, extremely and highly

e Ableto operate independently or as part of a team and good at following procedures and processes.

e Strongor ion and time skills, able to work under pressure and meet targets

* Competitive, determined and committed, driven by the need to achieve excellence and exceed expectations.

Objective

e To work with a major financial institution on a part time basis while continuing MBA studies.

4

Kate Singh

28 Harbour Street, North Sydney, NSW 2060
Mobile 0400 375 000 Email: kates@yahoo.com

Qualified, broadly skilled and experienced working across a range of
accounting and administration functions and areas of responsibility
* Experienced in AP, AR, MYOB v12, reportspreparation and supervision
¢ Outstanding numeracyskills and highly organised problem solver
* Excellent communication, interpersonal and relationship skills

PROFILE

Summary
® Quietlyconfident, industrious, loyal and trustworthy, with good numeracy skillsand an eye for detail

* Adaptable, friendly and approachable, able to build relationships at professionally and socially
* Motivated and positive with engaging personality
* Dedicated and committed with a strong work ethic
® Striving for a position where a multiple skillsand a mature approach will be welcomed.
Objective
Following a period of time back in Indonesia for family reasons, now permanently back in Australia seeking

an opportunity to utilise administration, accounting or people skills in an organisation able to offer the
opportunity to progress and develop.

®
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PROFILE AND OBJECTIVE
o Quality-oriented professional with a reputation for service, satisfaction, and resuits.

A mub-skind and extremely resourceful senior manager, results driven, achievement focused, with
and busi P results.

Acreauveandsvaug:Merandphmr,onemsabosharp, P ive and highly
Highly diplomatic with strong gotiating and relationship building skills.
An ultra fast learner able to hit the ground running in competitive and challenging markets.
Effective leader with the skills to build highly motivated, productive, and diverse teams.
Proven ability to quickly learn and utilize new methods, and technol

KEY RESPONSIBILITIES AND ACHIEVEMENTS
TSV AUSTRALIA PTY. LTD. - GENERAL MANAGER AU, 2010 to present ASX Listed Company

Currently responsible for overseeing management of all state business mrsvna@-:gslmgmupaf
units and driving the financial and strategic develop of the
and as a member of the senior g team with resp for lndmmmomsolwom

pany

Quarterly reporting to the board of directors for P&L performance. to heclthcare and commercic!
Management of all company’s operations comprising finance and industries in Austrolic ond
administration, sales and marketing, service, installations and intemationally.

COUIHIW' X .. '.
A g of annualr approaching S32M and a staff of 100 employeesindiuding S state managers.
Establishment, development and further reinforcement of performance culture within entire company and
conduct of overall performance management processes.

ACHIEVEMENTS

Responsiblities and Achievements

successful

résumeés

Key Responsibilities & Achievements

Duke Energy International - Public Affairs www.duke-energy.com

o Managed stakeholders and their perceptions in the areas where Duke Energy owned assets and

proposed new developments in order to secure government approvals, gain stakeholder support,
undertake community consultation, facilitate industry alliances, develop new markets and attract
customers.

o Thisincluded designing and implementing the communications action plan for the construction and

development of the Tasmanian Gas Pipeline - a $440 million project covering 732km across two state
governments, 15 coundils and hundreds of towns and hamlets

Achieved buy-in from key stakeholders* for such as government, media, trade unions, current and
potential industry customers and the “community” ( including employees on the pipeline, landowners

who had the pipe on their property and aboriginal and environmental groups).

*Undertook quantitative and qualitative evaluation methods and campaign results which showed;

e 71% of news articles were positive

* 17 submissions were entered during the public input stage (Aim was to minimise to less than 30 submissions

* Collected and collated feedback to lyse public opinion fromc books, 1880 number,

correspondence database and record of meetings held with key stakeholders. Constructive and positive

comments received from target audience
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