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Learn all you need to know about creating and using a resume successfully, from summarizing
your achievements to targeting potential companies and replying to job advertisements. Writing
Your Resume not only shows you how to decide on your career objectives, but also provides
practical techniques for selecting and presenting information and creating the right impression.
Power tips help you to develop first-class presentation skills that will dramatically improve your
resume''s chance of standing out from the competition.The Essential Manager have sold more
than 1.9 million copies worldwide! Experienced and novice managers alike can benefit from
these compact guides that slip easily into a briefcase or a portfolio. The topics are relevant to
every work environment, from large corporations to small businesses. Concise treatments of
dozens of business techniques, skills, methods, and problems are presented with hundredsof
photos, charts, and diagrams. It is the most exciting and accessible approach to business and
self-improvement available.Everything a job hunter needs to know about creating and using a
resume to land an offer.

At last, a guide to résumé writing whose every page is as quickly scannable as they say a good
résumé should be. In 72 brightly designed pages, this pocket-size career helper walks you
through the entire résumé writing (or rewriting!) process, from determining your overall career
objectives and strategy and targeting your résumé to specific fields or employers to drafting and
refining your résumé's content, selling your experience, deciding on the overall format and look,
and adapting your résumé for a career change, a midcareer job move, or a return to the job
market after an absence. Throughout, loads of résumé samples, examples, checklists, and flow
charts help you piece it all together, including tips on replying to job advertisements, canvassing
employers, using the Internet, keeping up your job search, and analyzing your own career
profile.It's worth mentioning that the book is also part of reference publisher Dorling Kindersley's
Essential Managers series--20 itty-bitty li'l books on business and career topics ranging from
communication, leadership, and decision making to the management of time, budgets, change,
meetings, people, projects, and teams. Combining the For Dummies book series's talent for
breaking down a lot of information into bite-size bits and sidebars with Dorling Kindersley's
signature design style of crisp, classy graphics on a gleaming white backdrop, they don't
represent the cutting edge of business thinking and they don't necessarily reflect any unique
individual perspective. Instead, it's as though someone collated the best general thinking on
these 20 topics and rolled them out into 72 brightly designed and easy-to-read pages, studded
along the way with boxed tips, color shots of a multiracial cast of "coworkers" animatedly
hashing through the workplace issues of the day, and a self-test of one's skills in the topic at
hand on the last few pages of each volume. Again, they're not for anyone looking for more in-



depth or focused help on any of the subjects they cover, but they're perfect as a quickie general-
interest reference... and let's face it, they're so cute and look so smart in a neat little stack or row
that you'll probably want to buy a whole bunch to give to your entire staff or department. --
Timothy Murphy--This text refers to an out of print or unavailable edition of this title.About the
AuthorSimon Howard is a Chairman of Park Human Resources and a director of SHL Group,
one of the world's leaders in the design and publishing of psychometric tests and other
recruitment systems. He writes a weekly column on recruitment and employment issues and
regularly contributes to People Management.Robert Heller is a leading authority on
management consulting and was the founding editor of Management Today. He is the author of
many acclaimed and worldwide best selling books, including The Naked Manager, Culture
Shock, and The Way to Win.--This text refers to an out of print or unavailable edition of this title.
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Dorling Kindersley LimitedThe Penguin GroupPublished by the Dorling Kindersley Limited,80
Strand, London WC2R 0RLLONDON, NEW YORK,MUNICH, MELBOURNE, DELHIDorling
Kindersley Limited, Registered Offices: 80 Strand,London WC2R 0RL, EnglandFirst published
in 1999 by Dorling Kindersley Limited. 9780789448606Copyright 1999 Dorling KindersleyText
Copyright 1999 Simon HowardThis Digital Edition published 2009. 9780756664381Digital
conversion by DK Digital Content Services, London and DK Digital Media, Delhi.No part of this
publication may be reproduced, stored in a retrieval system, or transmitted in any form or by any
means, electronic, mechanical, photocopying, recording, or otherwise, without the prior written
permission of the copyright owner. We value your views and suggestions very highly. Please
email us at ebooks@dk.com.Introduction We live in an age in which we are all increasingly
responsible for the development of our own careers. In the changing world of work, our resumé
is our passport to new opportunities, and consequently it is the most important career document
we ever produce. There is no “right way” to create a perfect resumé – we are all individuals and
our resumés will all be different. Writing Your Resumé helps you to identify your uniqueness and
guides you through planning, creating, and using your resumé. It will cause you to think about
your attributes as a person, your skills as a professional, and your hopes for the future. Full of
practical information, exercises, and 101 invaluable tips, this guide will help you to produce a
resumé that is perfect for you.Planning Your ResuméUnderstanding Resumés | Setting
Objectives | Finding your Next Job | Deciding on your Strategy | Targeting your Resumé |
Understanding Transferable Skills | Identifying your Transferable SkillsYour resumé is a
brochure, not an autobiography. Its purpose is to help you in the process of finding a new job by
selling your skills and experience to the right person.Understanding ResumésBefore you start
compiling your resumé, you need to familiarize yourself with the few basic rules of resumé
construction. Everyone is different, and so are their resumés. However, the basic principles of
what will produce a good end result remain the same.Remember, a positive attitude about
yourself is your greatest asset.Cultural differences

Dorling Kindersley LimitedThe Penguin GroupPublished by the Dorling Kindersley Limited,80
Strand, London WC2R 0RLLONDON, NEW YORK,MUNICH, MELBOURNE, DELHIDorling
Kindersley Limited, Registered Offices: 80 Strand,London WC2R 0RL, EnglandFirst published
in 1999 by Dorling Kindersley Limited. 9780789448606Copyright 1999 Dorling KindersleyText
Copyright 1999 Simon HowardThis Digital Edition published 2009. 9780756664381Digital
conversion by DK Digital Content Services, London and DK Digital Media, Delhi.No part of this
publication may be reproduced, stored in a retrieval system, or transmitted in any form or by any
means, electronic, mechanical, photocopying, recording, or otherwise, without the prior written
permission of the copyright owner. We value your views and suggestions very highly. Please
email us at ebooks@dk.com.Introduction We live in an age in which we are all increasingly



responsible for the development of our own careers. In the changing world of work, our resumé
is our passport to new opportunities, and consequently it is the most important career document
we ever produce. There is no “right way” to create a perfect resumé – we are all individuals and
our resumés will all be different. Writing Your Resumé helps you to identify your uniqueness and
guides you through planning, creating, and using your resumé. It will cause you to think about
your attributes as a person, your skills as a professional, and your hopes for the future. Full of
practical information, exercises, and 101 invaluable tips, this guide will help you to produce a
resumé that is perfect for you.Planning Your ResuméUnderstanding Resumés | Setting
Objectives | Finding your Next Job | Deciding on your Strategy | Targeting your Resumé |
Understanding Transferable Skills | Identifying your Transferable SkillsYour resumé is a
brochure, not an autobiography. Its purpose is to help you in the process of finding a new job by
selling your skills and experience to the right person.Understanding ResumésBefore you start
compiling your resumé, you need to familiarize yourself with the few basic rules of resumé
construction. Everyone is different, and so are their resumés. However, the basic principles of
what will produce a good end result remain the same.Remember, a positive attitude about
yourself is your greatest asset.Cultural differencesThere are many conventions about resumés
around the world. In the US, a one-page resumé is standard, while in continental Europe, many
employers would expect a four- or five-page resumé that includes detailed information on
educational achievements and professional qualifications.What is a resumé?A resumé is a
professional marketing tool. It is the initial means by which you “sell” your skills. Its sole purpose
is to provide sufficient information for prospective employers (or their agents) to register interest
in you. There is more than one type of resumé, and you need to decide which of these is the
most appropriate for you. Your aim is to produce a resumé that gets you to the next stage of the
recruitment process; this may be an application form, an informal meeting, a telephone
interview, or a formal interview.Understanding the principal types of
resuméTypeUseChronologicalLists your employment history in reverse chronological order.Most
effective when you are applying for jobs in the same line of work and your resumé demonstrates
a clear record of career progression.FunctionalHighlights your principal skills and strengths
rather than career history.Most useful for first-time job hunters and those seeking a change of
career direction, as the emphasis is not on career history but on transferable skills.One-page
summarySummarizes your career and displays your track record.Most effective for senior
managers or those looking for freelance or temporary work. May be specifically requested by
headhunters or employers.Creating a brochureThe principal role of a resumé is to highlight your
value to a potential employer, and to do that you must promote yourself. A document that is just
a career summary will not sell the skills and attributes you have to offer. Your resumé needs to
be a sales document – think of it as your career brochure. Consider those brochures that are
most appealing: they are always well laid out, succinct, and easy to understand. The content of
your resumé should inform the reader about you and your career. If that resumé is also clearly
presented and 100 percent error-free, it will say a lot about your motivation and focus.Setting the



interview agendaThe usual purpose of your resumé is to earn you an interview. If you are
selected for the interview, it will probably be your resumé that sets the agenda for that important
initial meeting.Set aside enough time to prepare and revise your resumé – it cannot be done in a
single evening.Setting ObjectivesThe more focused your objectives, the more successful your
resumé is likely to be. Identify those things that you have found fulfilling in order to help you be
clear about future career goals, then analyze where you are now and where you want to
go.Remember, your career objectives will not be the same as others’.Learn lessons from past
experiences to use in the future.Analyzing your careerEveryone has their own set of career
expectations. For some, progress will mean upward progression to more senior roles. Others will
be looking for their work to fit in with a particular lifestyle. Whatever your priorities, your career
will have consisted of a series of “career highs” and “career lows.” Identify those highs and lows
to analyze your progress beyond the qualifications and experience you have gained.

What is a resumé?A resumé is a professional marketing tool. It is the initial means by which you
“sell” your skills. Its sole purpose is to provide sufficient information for prospective employers (or
their agents) to register interest in you. There is more than one type of resumé, and you need to
decide which of these is the most appropriate for you. Your aim is to produce a resumé that gets
you to the next stage of the recruitment process; this may be an application form, an informal
meeting, a telephone interview, or a formal interview.Understanding the principal types of
resuméTypeUseChronologicalLists your employment history in reverse chronological order.Most
effective when you are applying for jobs in the same line of work and your resumé demonstrates
a clear record of career progression.FunctionalHighlights your principal skills and strengths
rather than career history.Most useful for first-time job hunters and those seeking a change of
career direction, as the emphasis is not on career history but on transferable skills.One-page
summarySummarizes your career and displays your track record.Most effective for senior
managers or those looking for freelance or temporary work. May be specifically requested by
headhunters or employers.Creating a brochureThe principal role of a resumé is to highlight your
value to a potential employer, and to do that you must promote yourself. A document that is just
a career summary will not sell the skills and attributes you have to offer. Your resumé needs to
be a sales document – think of it as your career brochure. Consider those brochures that are
most appealing: they are always well laid out, succinct, and easy to understand. The content of
your resumé should inform the reader about you and your career. If that resumé is also clearly
presented and 100 percent error-free, it will say a lot about your motivation and focus.Setting the
interview agendaThe usual purpose of your resumé is to earn you an interview. If you are
selected for the interview, it will probably be your resumé that sets the agenda for that important
initial meeting.Set aside enough time to prepare and revise your resumé – it cannot be done in a
single evening.Setting ObjectivesThe more focused your objectives, the more successful your
resumé is likely to be. Identify those things that you have found fulfilling in order to help you be
clear about future career goals, then analyze where you are now and where you want to



go.Remember, your career objectives will not be the same as others’.Learn lessons from past
experiences to use in the future.Analyzing your careerEveryone has their own set of career
expectations. For some, progress will mean upward progression to more senior roles. Others will
be looking for their work to fit in with a particular lifestyle. Whatever your priorities, your career
will have consisted of a series of “career highs” and “career lows.” Identify those highs and lows
to analyze your progress beyond the qualifications and experience you have gained.Learning
from your experiencePlot a simple chart to put your career in perspective – it will help to show
you what to look for in a new job.
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Robert I. Hedges, “Concise And Practical Resume Advice. The DK "Essential Managers" series
is a great value in the world of business publications. They are all very goal oriented and full of
practical, real-world advice that is universally applicable.In this volume Simon Howard (Robert
Heller is often incorrectly credited with authorship) details the basics of resume writing and job
search skills. The advice is generally excellent and is concisely delivered with separate chapters
focusing on important resume writing skills such as format (mainly chronological versus
functional), dealing with employment agencies, formulating cover letters, presentation of
education and experience, etc. In the final few pages he provides samples of resumes of
differing focus for diverse situations such as first time job seeker, returning to work, career
changers, etc.This is not a book of numerous differing sample resumes to be used as templates,
rather, it is a quick reference guide to the basics of resume writing and job searches. The book is
not exhaustive, but is not meant to be: it is compact, practical, and easy to use. I recommend this
book, especially to people just beginning to formulate their resume.”

Juliana, “Five Stars. Good book and came on time!”

The book by Peter Thiel has a rating of  5 out of 4.1. 6 people have provided feedback.
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