Resume Outline

Each segment of the “Professional History” or “Work Experience” section in your resume should be composed with information arranged in this order.  
1st. – firm name 







time period 

2nd. – last formal title or generic job title you had at the firm being discussed

3rd. – a brief summary of what process you participated in 

4th. – Three to five bullets that answer the following questions: 
· What tasks did you accomplish regularly?  
· What were your overall production and project achievements?  
· How much customer service experience have you had?  

· How much sales experience have you had?  

· How much management experience have you had?  

· How proficient/accomplished/expert have you become?  
· What measurements of your achievements have you documented?  
· What awards, certificates, etc. have you received?  
· How included were you when planning and making decisions?  
· How innovative you were?  What creative solutions did you develop?  
· How authoritative were you considered?  
Your bullets should not be sentences.  You should use phrases that begin with action verbs to describe what you did.  Each phrase should give measurements describing how much you accomplished.  Tell what you did, how often you did it, and how valuable your work was.  Consider using this format:  “- sold 77% of the quotes I made, bringing in over $450K per year”.  
Be sure to have your resume critiqued at least twice by experienced resume writers.  Consider paying a member of the PARWCC (Professional Association of Resume Writers & Career Coaches) to help you create three to five scannable and tailored resumes for three to five different types of work. 

