Here’s how to wow them in 30 seconds flat.
Employers typically scan resumes for less than a minute – so make it count.
1.

Instead of sending the same generic resume to every company, tailor your resume to quickly and clearly
convey how you meet the specifics of the position you’re applying for. Start by identifying the particular skills and
experience the employer is after and adapt your resume to address each. Include keywords mentioned in the job postings,
to grab the employer’s attention.

2.

The top third of Page 1 is the most valuable real estate on your CV. Don’t waste it! Skip the boring,
one-size-fits-all objective statement and open with a powerful testimonial on what you bring to the table – a profile of
really strong key selling points about yourself (e.g. years of experience, skills relevant to the job, etc.)

3.

Follow up your compelling profile with your most relevant and significant information. For
instance, if you have little or no real work experience but you’ve just obtained a degree in your field, start by listing your
areas of expertise and education first. If, on the contrary, you have many years of pertinent experience or really sharp
technical skills, open immediately with those. Many employers simply scan through the first part of a CV, so it is important
to tell them what they want to know right away. You may be the perfect fit for their job, but if you bury important
information at the end of Page 2, they will likely never know it.

4.

Tell the employer what they need to know in the most succinct and concise way. Do not lose their
attention by going into tedious detail about every single responsibility (you can discuss these further in the interview you’ll
land with your exceptional CV!).

5.

6.



Avoid vague, generic terms, and use quantifiable examples. For instance, “strong leadership abilities” is a relatively
weak statement as compared to “supervised a team of 15 agents”, which proves your leadership qualities.



Use action words to add life to your CV, such as “achieved”, “developed”, “managed”, etc.

Think of your resume as your personal brand. It must be attentiongrabbing, easy to read, and professionally presented.


Use bulleted sentences, rather than wordy paragraphs. This makes your CV easier to scan
and absorb.



Keep it to two pages – any longer and you risk overwhelming and frustrating the reader.



Run a spell and grammar check! Spelling errors, typos, and poor grammar rate leave the
reader with the impression that you are careless and not detail-oriented.



Ensure that the important information stands out. Reviewers often scan for
companies worked for, job titles, and dates. Use a bold typeface to ensure they are
clearly visible.



Ensure that formatting is uniform and appealing. Choose a pattern of spacing,
typeface, and highlighting, and apply it consistently.

Despite the best proofreading efforts, it is often
difficult to spot your own errors. It is also sometimes challenging to evaluate
yourself honestly and in the most positive light, which means you may fail to
communicate all your accomplishments. A reviewer can help you discover
mistakes and omissions made unconsciously and can point out additional ways to
help you shine.

Brand
yourself.

Chronological Resume
The most popular form of presentation,
this format is a chronological listing of
your experience, starting with the most
current and working backwards.

Functional Resume
Useful for mature professionals or
individuals who have undergone a series
job changes or periods of unemployment,
this format focuses on skills, rather than
how and when they were acquired.

