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Summer Job Search (2):  Developing a Professional Resume 
 
One of the most important aspects of your job search strategy is the creation of a 
resume that is polished and professional.  It is a key marketing tool for 
communicating to potential employers the skills, knowledge and experience you 
have that match their needs.  The purpose of a resume is to earn you a job 
interview.   
 
Creating a resume takes a great deal of time and effort:  plan to spend 10 hours or 
more.  You need to tailor your resume to each job for which you apply and 
sometimes, to each employer.  As with networking, you must do all the work to:  
understand what the employer needs; identify how your qualifications and 
experience “match;” and demonstrate very clearly that you are a “good fit” for the 
position. You only have one chance to make a strong, positive, first impression—
often as little as 30 seconds—and it is your resume that will be speaking for you.  
Obviously, what you write (content) and how you present the information 
(format/layout) are critical. 
 
There isn’t one “correct” way to present your credentials in a resume, though there 
are many excellent electronic and print resources that offer guidelines and 
examples.  The Career Development eManual, developed by specialists at the 
University of Waterloo, is one <http://www.cdm.uwaterloo.ca/step4_2.asp>.  This is 
how they define the process.  
 
Steps to Writing Your Resume 
 

1. Make detailed self-assessment notes and keep them together in a file. 
2. Obtain detailed job description information for the type(s) of work you want to 

do. 
3. Prepare a draft of a Chronological, Modified Chronological, or Functional 

Resume. 
4. Organize major sections in order of importance, with Job Objective or Career 

Goal first and Summary of Qualifications or Skills Summary second. 
5. Have someone else proofread a draft of your resume. 

  
The final step, of course, is to correct (reorganize, rewrite) the draft and have it 
reviewed again (and again, if necessary).   Remember:  employers will be judging 
you based on your resume.  The time you invest in making it polished and error-free 
will be well worth it when you land that important interview.  
 
 
Our topic next month will be on:  Summer job search (3):  Preparing for the 
interview 
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