
Index

• A •
abbreviations, 177
Abilities Inc. (Web site), 133
academic curriculum vitae (CV)

creating, 155
overview, 152
sample, 153–154
strengths and weaknesses, 155
who should use, 155

accomplishments, 128, 342
accounting resume (sample), 251
achievements

checklist, 341–344
proving, 327–330

acquisitions, 235
activities, listed on resume, 130
ad language, mirroring, 88
ADA (Americans with Disabilities Act)

conditions covered, 229
substance abuse, 238–239

address
e-mail, 120
mailing, 121

administration jobs
keywords for, 172
wow words for, 164

ads
corporate Web sites, 109–110
job boards, 107–109

ageism, 222–224
Alba, Jason (Money talk CEO), 47
alignment in ASCII resumes, 53
Altimeter Group (Web site), 14
Americans with Disabilities Act (ADA)

conditions covered, 229
substance abuse, 238–239

analysis jobs, wow words for, 168–169
appearance

ASCII resumes
avoiding mistakes, 52–53
converting to, 50
design of, 181

overview, 49, 104
sample, 51

breaking up text, 183–184
consistency, 183
full-design, 104, 181
groupings, 183
hyperlinked, 104, 182
importance of, 340
makeovers (resume)

culinary career, 316–318
data to education, 312–315
law enforcement security, 319–323
military to federal, 306–308
overview, 186–189
sales to administration, 309–311

overview, 181–182
paper resumes

appearance tips, 186
breaking up text, 183–184
consistency, 183
groupings, 183
makeovers, 186–189
paper selection, 182–183
reasons for using, 182
typefaces and fonts, 185
white space, 185

plain-text resumes
avoiding mistakes, 52–53
converting to, 50
design of, 181
overview, 49, 104
sample, 51

template shells
for dash without fl ash, 191, 194
for intern career fair, 191, 193
modern, 190, 192
overview, 190
showing “it’s a match,” 191, 195

tips, 186
Apple’s iPad, 41
application forms, 132–133
apps (mobile)

defi ned, 41
job search, 42
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architecture. See also design
overview, 190
template shells

for dash without fl ash, 191, 194
for intern career fair, 191, 193
modern, 190, 192
overview, 190
showing “it’s a match,” 191, 195

arranging social events, as a home-based 
skill, 228

articles (grammar), 177, 331–332
ASCII resumes

avoiding mistakes, 52–53
converting to, 50
design of, 181
overview, 49, 104
sample, 51

assets, showing off, 332
ATS (automated applicant tracking 

system), 77
attachment etiquette, 52
automated applicant tracking system 

(ATS), 77
avoiding mobile job search mistakes, 45–46
awards, listed on resume, 131

• B •
baby boomers

age discrimination, 222–224
career changes, 210, 286
resumes for

common mistakes in, 210–212
strengths, 205, 206
taking lower-level jobs, 209–210
tips for, 207–209
weaknesses, 206–207

sample resumes, 273–275, 278
bad credit, 239–240
banking jobs

keywords for, 173
sample resume, 254

behavioral assessment, 58
“being” verbs, 177
BEKS Data Services, Inc., 52
bios

defi ned, 15, 17
sample, 37

Bit.ly (Web site), 38

blogs, 59–60, 71
Blogs with Jobs (Web site), 60
book

conventions, 1–2
icons, 4
organization, 3–4

breaking up text, 183–184
Bryan, Chandlee (author)

The Twitter Job Search Guide, 113
bullets

overview, 331
using on ASCII resumes, 52

business resume (sample), 262–263

• C •
career change

overview, 210
sample resume for, 286

career cluster, 26
Career Directors International (CDI), 339
Career Explorer (LinkedIn), 20
Career Management Alliance (Web site), 339
Career Thought Leaders’ Consortium 

(Web site), 212–213
CareerCast.com (Web site), 109
caregiving jobs, wow words for, 169
CDI (Career Directors International), 339
certifi cations

listing on resumes, 131–132
resume writers, 339–340

checking out samples, 338
checklist for targeted resumes

achievements, 342
common sense, 343
content, 342
customizing requirement, 341
focus, 341
format, 342
image, 341
language (word choice), 342
length, 343
omissions, 342
problem areas, 343
proofreading, 343
skills, 342
social media, 343
style, 342
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choosing
objectives, 122–123
paper, 182–183
professional resume help, 335–340

civilian (new), resumes for
military strengths, 212–213
milspeak, 217–220
overview, 212
tips for, 214–217
weaknesses, 213–214

combination format
creating, 150
overview, 142
sample, 149
strengths and weaknesses, 150
who should use, 150

common sense, 343
communicating, as a home-based skill, 228
communications jobs, wow words for, 165
company Web sites, 109–110
complex sentences, 177
components. See also architecture; design

activities, 130
certifi cations, 131–132
competencies

core, 128–129
defi ned, 125
including in resume, 129–130
overview, 128
role, 128

contact information, 120–121
education, 125–126
endorsements, 132
experience, 126–127
honors and awards, 131
licenses, 132
objective

choosing, 122–123
defi ned, 121

organizations, 130–131
overview, 119–120
skills, 127
summary

advantages and disadvantages, 125
defi ned, 121
when to use, 124

confl ict resolution, as a home-based 
skill, 228

consistency, importance of, 183
consultant/entrepreneur gap, 234
consultations, requesting free initial, 337
contact information, 120–121
conventions, explained, 1–2
converting resumes to ASCII, 50
core competencies, 128–129
Corporate Gray (Web site), 217
corporate Web sites, 109–110
cost of resumes, 337–338, 340
Cover Letters For Dummies (Kennedy), 46, 

238, 338
creating

academic curriculum vitae (CV), 155
functional format, 148
hybrid format, 150
international curriculum vitae, 158–159
professional format (CV), 152
reverse chronological (RC) format, 145

creativity jobs, wow words for, 165
credit (bad), 239–240
culinary career resume makeover, 316–318
Custom Lite treatments

design-based approach, 79–82
overview, 78–79
words-based approach, 82–83

customer service jobs, keywords for, 173
customizing, importance of, 338
CV (academic curriculum vitae)

creating, 155
overview, 152
sample, 153–154
strengths and weaknesses, 155
who should use, 155

CV (professional)
creating, 152
sample, 151
strengths and weaknesses, 150–152
who should use, 152

• D •
data to education resume makeover, 

312–315
decorating, as a home-based skill, 228
Defend My Name (Web site), 69
demotions, 231–232
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design
ASCII resumes

avoiding mistakes, 52–53
converting to, 50
design of, 181
overview, 49, 104
sample, 51

breaking up text, 183–184
consistency, 183
full-design, 104, 181
groupings, 183
hyperlinked, 104, 182
importance of, 340
makeovers (resume)

culinary career, 316–318
data to education, 312–315
law enforcement security, 319–323
military to federal, 306–308
overview, 186–189
sales to administration, 309–311

overview, 181–182
paper resumes

appearance tips, 186
breaking up text, 183–184
consistency, 183
groupings, 183
makeovers, 186–189
paper selection, 182–183
reasons for using, 182
typefaces and fonts, 185
white space, 185

plain-text resumes
avoiding mistakes, 52–53
converting to, 50
design of, 181
overview, 49, 104
sample, 51

template shells
for dash without fl ash, 191, 194
for intern career fair, 191, 193
modern, 190, 192
overview, 190
showing “it’s a match,” 191, 195

tips, 186
design-based approach, 79–82
Dib, Deb (author)

The Twitter Job Search Guide, 113

digital age
facilitating job searches, 13–16
keeping up with the times, 10–13
staying power of resumes, 9–10

digital docks
company Web sites, 109–110
job boards

basic categories, 107
evolution of, 108
forecasting future of, 108–109

job search engine (JSE)
options, 112–113
overview, 110–111
using, 111–112

overview, 15, 103–106
preventing resume ‘black holes,’ 113–118

digital footprint
cleaning up your online image, 67–68
employers use of social searches, 66–67
monitoring online reputation, 69–74
overview, 65
restoring online reputation, 68–69

disabilities
adaptive equipment requests, 230–231
conditions defi ned as disabilities, 229
substance abuse, 238–239

Dixon, Pam (World Privacy Forum), 13, 61
dollar amounts, proving resume claims 

with, 329–330
domain names, buying, 15–16
Doyle, Alison (author)

Internet Your Way to a New Job — How to 
Really Find a Job Online, 112

• E •
education, 125–126
e-forms, 53–54
eliminating clutter, 334
e-mail

address, 120
popularity of, 28
subject lines for online resumes, 53

employers, use of social searches by, 
66–67

employment gaps, 140, 230, 298–299
endorsements, listed on resume, 132
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Enelow, Wendy S. (author)
Expert Resumes for Military-to-Civilian 

Transitions, 217
overview, 28

entrepreneur/consultant gap, 234
e-readers, 41
Estrada, Susan (Internet pioneer), 67
etiquette (attachments), 52
example resumes

academic curriculum vitae (CV), 153–154
accounting, 251
ASCII, 51
baby boomer, 273–275, 278
banking, 254
business, 262–263
career change, 286
checking out, 338
combination, 149
employment gaps, 298–299
food service, 259
functional, 147
generic, 80
grouping temp jobs, 292–293
healthcare, 247, 260–261
hybrid, 149
information technology, 256–257
international, 156–157
mid-career professional, 270–271, 

280–281, 283–284
mid-career trades, 268
military spouse, 294–295
military to civilian, 288–289, 300–301
new graduate, 266–267, 282
nursing, 250
offi ce work, 255
online resume, 35–36
overqualifi ed, 290–291
plain-text, 51
professional CV, 151
project management, 248–249
RC (reverse chronological), 144
recent graduate, 202
retailing, 258
returning homemaker, 287
sales, 246
skills-based functional, 147
social networking profi les, 29–37
supply chain, 252–253
too many jobs, 302–303

too many layoffs, 296–297
young adult, 269
young professional, 272, 276–277, 279

EXE fi les, 52
ex-offenders, 240–241
experience

listing, 126–127
too much, 221–225

Expert Resumes for Military-to-Civilian 
Transitions (Enelow and Kursmark), 217

explaining gaps in work history, 230
expressions, 342

• F •
Facebook, 14, 21–22, 70–71
Fertik, Michael (author)

Wild West 2.0: How to Protect and Restore 
Your Online Reputation on the Untamed 
Social Frontier, 69

fi nancial management jobs, wow words for, 
169–170

fi rst-person pronouns, 177
focusing your resume, 139–141, 341
followers (Twitter), 23
following up on online resume 

submittals, 46
fonts

in ASCII resumes, 52
for paper resumes, 185
in scannable resumes, 56

food service resume (sample), 259
formats (resume)

academic curriculum vitae (CV)
creating, 155
overview, 152
sample, 153–154
strength and weaknesses, 155
who should use, 155

ASCII resumes
avoiding mistakes, 52–53
converting to, 50
design of, 181
overview, 49, 104
sample, 51

combination
creating, 150
overview, 142
sample, 149
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formats (resume) (continued)

strengths and weaknesses, 150
who should use, 150

defi ned, 141
functional

creating, 148
overview, 142
sample, 147
strengths and weaknesses, 146
who should use, 148

hybrid
creating, 150
overview, 142
sample, 149
strengths and weaknesses, 150
who should use, 150

importance of, 342
international curriculum vitae

creating, 158–159
overview, 155, 158
sample, 156–157
strengths and weaknesses, 158
who should use, 158

paper
appearance tips, 186
breaking up text, 183–184
consistency, 183
groupings, 183
makeovers, 186–189
paper selection, 182–183
reasons for using, 182
typefaces and fonts, 185
white space, 185

plain-text
avoiding mistakes, 52–53
converting to, 50
design of, 181
overview, 49, 104
sample, 51

portfolios, 160–161
professional

creating, 152
sample, 151
strengths and weaknesses, 150–152
who should use, 152

resume letters, 159–160
reverse chronological (RC)

creating, 145
defi ned, 141

sample, 144
strengths and weaknesses, 143
who would use, 145

skills-based functional
creating, 148
overview, 142
sample, 147
strengths and weaknesses, 146
who should use, 148

styles, 141–150
forms

application, 132–133
overuse of by professional resume 

writers, 337
full-design resume

design of, 181
overview, 104

functional format
creating, 148
overview, 142
sample, 147
strengths and weaknesses, 146
who should use, 148

• G•
gaps in work history, 140, 230, 232–234
general job boards, 107
generic resume

demise of, 10
reasons for using, 93
sample, 80
surpassed by targeted resumes, 77–78

Goo.gl (Web site), 38
Google Alerts, 70
Google Blog Search (Web site), 71
Gookin, Dan (author)

Word For Dummies, 190
GPS, picking work sites with, 44
grammar, 176–177, 331–332
GreenJobSpider.com (Web site), 113
grouping temp jobs, sample resume for, 

292–293
groupings, 183
groups (Facebook), 22

• H •
halo effect, 198
hard skills, 84
hashtags, 24
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healthcare resume (sample), 247, 260–261
help, choosing professional resume, 

335–340
helping jobs, wow words for, 169
helping verbs, 177
Henderson, David G. (author)

Job Search: Marketing Your Military 
Experience, 217

hiring a professional resume writer
certifi cations, 339–340
costs, 337–338, 340
forms, 337
free consultation, 337
referrals, 336
samples of work, 338

home-based skills, 228
honors, listed on resume, 131
hooks, 121
HTML5, 13
human resources jobs, keywords for, 174
hybrid format

creating, 150
overview, 142
sample, 149
strengths and weaknesses, 150
who should use, 150

hyperlinked resume
design of, 182
overview, 104

• I •
icons, explained, 4
identity theft, 61
image

online
cleaning up, 67–68
monitoring, 69–74
restoring, 68–69

presenting an, 341
Indeed.com (Web site), 112
information technology jobs

keywords for, 173–174
sample resume, 256–257

International Association of Employment 
(Web site), 107

international curriculum vitae
creating, 158–159
overview, 155, 158

sample, 156–157
strengths and weaknesses, 158
who should use, 158

Internet resources
Abilities Inc., 133
Altimeter Group, 14
Bit.ly, 38
Blogs with Jobs, 60
Career Directors International (CDI), 339
Career Management Alliance, 339
Career Thought Leaders’ Consortium, 

212–213
CareerCast.com, 109
company, 109–110
company Web sites, 109–110
Corporate Gray, 217
Defend My Name, 69
digital docks, 103–106
free resume templates, 196
Goo.gl, 38
Google Blog Search, 71
GreenJobSpider.com, 113
Indeed.com, 112–113
International Association of Employment 

(Web site), 107
JibberJobber.com, 47
Job Accommodation Network, 229, 230
job boards

basic categories, 107
evolution of, 108
forecasting future of, 108–109

job search engines
general, 112–113
niche, 113
overview, 110–111
using, 111–112

JobDeck, 25
Job-Hunt.org, 62
JobShouts.com, 24
Lemke Guide, 106
LinkedIn, 19
LinkUp.com, 112–113
Listorious.com, 25
Mark James, 118
Mashable, 14
Microsoft Offi ce, 196
Military Offi cers Association of 

America, 217
Monster, 24
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Internet resources (continued)

National Hire Network, 241
National Organization on Disability, 133
National Resume Writers’ Association 

(NRWA), 339
niche job boards, 107
Non Commissioned Offi cers 

Association, 217
Occupational Outlook Handbook, 83
O*NET Resource Center, 218
Online Reputation Management 

Association, 69
PayScale, 134
Plaxo, 72
Privacy Rights Clearinghouse, 133
Professional Association of Resume 

Writers & Career Coaches 
(PARW/CC), 340

ReputationDefender, 69
Resume Help, 196
Resume Place, 82
Resume Writing Academy (RWA), 28, 340
Salary Expert, 134
Salary.com, 134
Sample Words, 196
Search4Blogs, 59
SEOJobsFinder.com, 113
SimplyHired.com, 22, 112–113
Spokeo, 117
TAOnline, 217
TinyURL, 38
TweetMyJobs, 25
TwitJobSearch.com, 24, 113
Twitter Search, 24
Typepad, 60
U.S. Department of Justice, 229
U.S. Department of Labor, 208, 214
Veterans World, 217
VetJobs.com, 217
VisualCV.com, 72, 105
Web hosting sites, 105
Weddles.com, 107
Yola.com, 105, 139
ZoomInfo, 117

Internet Your Way to a New Job — How to 
Really Find a Job Online (Doyle), 112

iPad (Apple), 41

• J •
James, Mark (career coach), 118
JibberJobber.com (Web site), 47
Job Accommodation Network (Web site), 

229, 230
job boards

basic categories, 107
evolution of, 108
forecasting future of, 108–109

job descriptions, mining for keywords in, 
175–176

job fairs, 93, 216
job search engine (JSE)

options, 112–113
overview, 110–111
using, 111–112

Job Search: Marketing Your Military 
Experience (Henderson), 217

job searches, technology facilitating, 13–16
“Job Seeker’s Guide to Resumes: Twelve 

Resume Posting Truths” (World 
Privacy Forum), 61

JobDeck (Web site), 25
job-hopping, 236–238
Job-Hunt.org (Web site), 62
JobShouts.com (Web site), 24
Joyce, Susan (Job-Hunt.org), 62, 110
JSE (job search engine)

options, 112–113
overview, 110–111
using, 111–112

juggling schedules, as a home-based 
skill, 228

Justice, U.S. Department of, 229

• K •
Kennedy, Joyce Lain (author)

Cover Letters For Dummies, 46, 238, 338
Kent, Peter (author)

Search Engine Optimization For 
Dummies, 69

keywords
for administration jobs, 172
for banking jobs, 173
for customer service jobs, 173
defi ned, 163
how to use, 176
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for human resources jobs, 174
for information technology jobs, 173–174
for management jobs, 172
for manufacturing jobs, 174
mining for in job descriptions, 175–176
overview, 45, 171–172
power of, 115–116
skills as, 127
where to fi nd, 175

Krannich, Ronald L. (author)
Military-to-Civilian Resumes and 

Letters, 217
Kursmark, Louise M. (author)

Expert Resumes for Military-to-Civilian 
Transitions, 217

overview, 28

• L •
Labor, U.S. Department of, 208, 214
language, 176–177, 342
law enforcement resume makeover, 

319–323
layoffs, 234–235
ledger resume, 79, 81–82
Lee, Tony (publisher), 109
Lemke, James M. (technical editor)

Lemke Guide, 105–106
overview, 15
on plain-text resumes, 50

length, 343
letters (resume), 159–160
Li, Charlene (social media expert), 14
licenses, listed on resume, 132
linked resume, 104
LinkedIn, 19–21, 71
LinkUp.com (Web site), 112–113
listing temporary job assignments, 141
Listorious.com (Web site), 25
long bio, 15

• M •
makeovers (resume)

culinary career, 316–318
data to education, 312–315
law enforcement security, 319–323
military to federal, 306–308
overview, 186–189
sales to administration, 309–311

management jobs
keywords for, 172
wow words for, 164

managerial assessment, 58
manufacturing jobs, keywords for, 174
Marketplace (Facebook), 22
Mashable (Web site), 14
matching resumes to jobs, 331
maximizing interior space, as a home-

based skill, 228
Mehler, Mark (CareerXroads), 11, 61
mergers, 235
micro bio, 15
Microsoft Offi ce (Web site), 196
mid-career professional, sample resumes 

for, 270–271, 280–281, 283–284
mid-career trades, sample resume for, 268
military myths, 213
Military Offi cers Association of America 

(Web site), 217
military spouse, sample resume for, 

294–295
military to civilian, sample resume for, 

288–289, 300–301
Military to Federal Career Guide 

(Troutman), 217
military to federal resume makeover, 

306–308
Military-to-Civilian Resumes and Letters 

(Savino and Krannich), 217
milspeak, 217–220
mirroring ad language, 88
mobile apps

defi ned, 41
job search, 42

mobile job chasing, 14
mobile phone number, 120
mobile searches

avoiding mistakes
following up, 46
length, 46
technology over quality, 45

powering
GPS, 44
job search apps, 42
keywords, 45
RSS (Really Simple Syndication), 43
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mobile searches (continued)

salary strategy, 43–44
type size and font, 43

reasons for not using, 40–42
reasons for using, 40
search management, 47

mobile technology
avoiding mobile job search mistakes, 

45–46
mobile devices, 41
mobile job searches, 40
necessity of learning about, 47
overview, 39
powering mobile searches, 42–45
reasons for not using, 40–42

monitoring online reputation, 69–74
Monster (Web site), 24
MySpace, 71

• N •
National Hire Network (Web site), 241
National Organization on Disability (Web 

site), 133
National Resume Writers’ Association 

(NRWA), 339
negative information, revealing on 

resume, 237
networking contacts, generic resumes 

for, 93
new civilian, resumes for

military strengths, 212–213
milspeak, 217–220
overview, 212
tips for, 214–217
weaknesses, 213–214

new graduate, sample resumes for, 
266–267, 282

news media, 17–18
niche job boards, 107
Non Commissioned Offi cers Association 

(Web site), 217
Notepad, 50
NRWA (National Resume Writers’ 

Association), 339
numbers, proving resume claims with, 328
nursing, as a home-based skill, 228
nursing resume (sample), 250

• O •
objectives

defi ned, 121
importance of strong, 333–334
using, 121–123

Occupational Outlook Handbook, 
83, 175, 208

Offi ce (Microsoft), 196
offi ce support jobs, wow words for, 167
offi ce work resume (sample), 255
omissions, 342
O*NET Resource Center (Web site), 218
online image/reputation

cleaning up, 67–68
monitoring, 69–74
restoring, 68–69

online profi les
defi ned, 17
LinkedIn, 20
overview, 28
problems with, 26
samples of, 29–37
tips for, 27
virtues of, 25–26

Online Reputation Management 
Association (Web site), 69

online resume builders, 134
online resumes, 11–12, 35–36
online screening

overview, 56–57
pros and cons of, 58
sample components of, 57–58

OnTarget resumes. See also specifi c topics
Custom Lite treatments, 78–83
customized (full) resumes, 99–100
necessity of, 100–101
overview, 10–11
PnP (plug and play), 83–87
PnP (plug and play) sketches, 81–98
preparing custom, 99–100
replacing generic resumes, 11
surpassing generic resumes, 77–78

organization of this book, 3–4
organizations, listed on resume, 130–131
overqualifi ed applicants, sample resume 

for, 290–291
overuse of forms by professional resume 

writers, 337
overwriting, 177
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• P •
page numbers, in ASCII resumes, 53
paper resumes

appearance tips, 186
breaking up text, 183–184
consistency, 183
groupings, 183
makeovers, 186–189
paper selection, 182–183
reasons for using, 182
typefaces and fonts, 185
white space, 185

PARW/CC (Professional Association of 
Resume Writers & Career 
Coaches), 340

password-protected documents, 52
PayScale (Web site), 134
peer counseling, as a home-based skill, 228
percentages, proving resume claims with, 

328–329
personal data, sharing on social 

networking sites, 38
personality assessment, 57
person-to-person approach, 16
persuasion jobs, wow words for, 165–166
pigeonholed, 26
Pipl (Web site), 68
plain-text resumes

avoiding mistakes, 52–53
converting to, 50
design of, 181
overview, 49, 104
sample, 51

planning trips/relocations, as a home-
based skill, 228

platforms, 15. See also digital docks
Plaxo (Web site), 72
Plug and Play (PnP) resumes

overview, 82–83
sketches, 87–98
steps to creating

core resumes, 83
information modules, 83–85
research target job positions, 85–87
starter resume, 85

poison words, 179
portfolios, 160–161

pre-employment screening
overview, 56–57
pros and cons of, 58
sample components of, 57–58

prescreening. See online screening
preventing resume ‘black holes,’ 113–118
price, of professional resumes, 

337–338, 340
Privacy Rights Clearinghouse 

(Web site), 133
problem areas

bad credit, 239–240
demotions, 231–232
disabilities, 229–230
ex-offenders, 240–241
gaps in your record, 232–234
job-hopping, 236–238
layoffs, 234–235
mergers and acquisitions, 235
re-entry for women, 226–229
substance abuse, 238–239
too much experience, 221–225

problem-solving, as a home-based skill, 228
Professional Association of Resume 

Writers & Career Coaches 
(PARW/CC), 340

professional CV format
creating, 152
sample, 151
strengths and weaknesses, 150–152
who should use, 152

professional resume writing services, 336
professional vitae. See professional CV 

format
profi les (online)

defi ned, 17
LinkedIn, 20
overview, 28
problems with, 26
samples of, 29–37
tips for, 27
virtues of, 25–26

project management resume (sample), 
248–249

proofreading, 343
proving resume claims, 327–330
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• R •
RC (reverse chronological) format

creating, 145
defi ned, 141
sample, 144
strengths and weaknesses, 143
who would use, 145

Really Simple Syndication (RSS), 43, 60–61
recent graduate, resumes for

common mistakes in, 203–205
sample, 202
strengths, 198
tips for, 199–202
weaknesses, 198–199

recruiters, overexposure to, 62
re-entry for women, 226–229
reference refresher, sending generic 

resumes as, 93
reputation (online)

cleaning up, 67–68
monitoring, 69–74
restoring, 68–69

ReputationDefender (Web site), 69
requesting free initial consultations, 337
research jobs, wow words for, 168–169
resources. See also Web sites

company Web sites, 109–110
digital docks, 103–106
job boards

basic categories, 107
evolution of, 108
forecasting future of, 108–109

job search engines
general, 112–113
niche, 113
overview, 110–111
using, 111–112

Lemke Guide, 106
Web hosting sites, 105

restoring online reputation, 68–69
resume blasting

bypassing spam gatekeepers, 62
defi ned, 61
overexposure to recruiters, 62
privacy and identity theft problems, 61
services, 61–62

resume builders (online), 134

resume formats
academic curriculum vitae (CV)

creating, 155
overview, 152
sample, 153–154
strength and weaknesses, 155
who should use, 155

ASCII resumes
avoiding mistakes, 52–53
converting to, 50
design of, 181
overview, 49, 104
sample, 51

combination
creating, 150
overview, 142
sample, 149
strengths and weaknesses, 150
who should use, 150

defi ned, 141
functional

creating, 148
overview, 142
sample, 147
strengths and weaknesses, 146
who should use, 148

hybrid
creating, 150
overview, 142
sample, 149
strengths and weaknesses, 150
who should use, 150

international curriculum vitae
creating, 158–159
overview, 155, 158
sample, 156–157
strengths and weaknesses, 158
who should use, 158

paper
appearance tips, 186
breaking up text, 183–184
consistency, 183
groupings, 183
makeovers, 186–189
paper selection, 182–183
reasons for using, 182
typefaces and fonts, 185
white space, 185
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plain-text
avoiding mistakes, 52–53
converting to, 50
design of, 181
overview, 49, 104
sample, 51

portfolios, 160–161
professional

creating, 152
sample, 151
strengths and weaknesses, 150–152
who should use, 152

resume letters, 159–160
reverse chronological (RC)

creating, 145
defi ned, 141
sample, 144
strengths and weaknesses, 143
who would use, 145

skills-based functional
creating, 148
overview, 142
sample, 147
strengths and weaknesses, 146
who should use, 148

styles, 141–150
Resume Help (Web site), 196
resume letters, 159–160
resume makeovers

culinary career, 316–318
data to education, 312–315
law enforcement security, 319–323
military to federal, 306–308
overview, 186–189
sales to administration, 309–311

resume note, 45, 46
Resume Place (Web site), 82
resume samples

academic curriculum vitae (CV), 153–154
accounting, 251
ASCII, 51
baby boomer, 273–275, 278
banking, 254
business, 262–263
career change, 286
checking out, 338
combination, 149
employment gaps, 298–299
food service, 259

functional, 147
generic, 80
grouping temp jobs, 292–293
healthcare, 247, 260–261
hybrid, 149
information technology, 256–257
international, 156–157
mid-career professional, 270–271, 

280–281, 283–284
mid-career trades, 268
military spouse, 294–295
military to civilian, 288–289, 300–301
new graduate, 266–267, 282
nursing, 250
offi ce work, 255
online resume, 35–36
overqualifi ed, 290–291
plain-text, 51
professional CV, 151
project management, 248–249
RC (reverse chronological), 144
recent graduate, 202
retailing, 258
returning homemaker, 287
sales, 246
skills-based functional, 147
social networking profi les, 29–37
supply chain, 252–253
too many jobs, 302–303
too many layoffs, 296–297
young adult, 269
young professional, 272, 276–277, 279

resume sketches, 87–98
resume spamming, 12, 61–62
Resume Writing Academy (RWA), 28, 340
resume writing service, 336
resumes. See also specifi c topics

keeping up with the times, 10–13
staying power of, 9–10
tried and true techniques, 12–13

retailing resume (sample), 258
returning homemaker, sample resume 

for, 287
reverse chronological (RC) format

creating, 145
defi ned, 141
sample, 144
strengths and weaknesses, 143
who would use, 145
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role competencies, 128
Rothberg, Steven (CollegeRecruiter.com 

president), 108
RSS (Really Simple Syndication), 43, 60–61
RWA (Resume Writing Academy), 28, 340

• S •
salary

omitting on resume, 133–134
strategy, 43–44

Salary Expert (Web site), 134
Salary.com (Web site), 134
sale to administration resume makeover, 

309–311
sales jobs

sample resume, 246
wow words for, 165–166

sample bio, 37
sample resumes

academic curriculum vitae (CV), 153–154
accounting, 251
ASCII, 51
baby boomer, 273–275, 278
banking, 254
business, 262–263
career change, 286
checking out, 338
combination, 149
employment gaps, 298–299
food service, 259
functional, 147
generic, 80
grouping temp jobs, 292–293
healthcare, 247, 260–261
hybrid, 149
information technology, 256–257
international, 156–157
mid-career professional, 270–271, 

280–281, 283–284
mid-career trades, 268
military spouse, 294–295
military to civilian, 288–289, 300–301
new graduate, 266–267, 282
nursing, 250
offi ce work, 255
online resume, 35–36
overqualifi ed, 290–291

plain-text, 51
professional CV, 151
project management, 248–249
RC (reverse chronological), 144
recent graduate, 202
retailing, 258
returning homemaker, 287
sales, 246
skills-based functional, 147
social networking profi les, 29–37
supply chain, 252–253
too many jobs, 302–303
too many layoffs, 296–297
young adult, 269
young professional, 272, 276–277, 279

Sample Words (Web site), 196
Savino, Carl S. (author)

Military-to-Civilian Resumes and 
Letters, 217

scannable resumes, 49, 54–56
Schmidt, Eric (Google CEO), 67
screening (online)

overview, 56–57
pros and cons of, 58
sample components of, 57–58

search engine optimization (SEO), 69
Search Engine Optimization For Dummies 

(Kent), 69
search management, 47
Search4Blogs (Web site), 59
selecting

objectives, 122–123
paper, 182–183
professional resume help, 335–340

selling your value, 137–139, 332
SEO (search engine optimization), 69
SEOJobsFinder.com (Web site), 113
shaping budgets, as a home-based 

skill, 228
short bio, 15
short-term work, 211
showing off assets, 332
Signal (LinkedIn), 20
SimplyHired.com (Web site), 22, 112
skills

for career changes, 210
hard, 84
home-based, 228
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overview, 127, 342
soft, 84
testing, 57
wow words for many, 170–171

skills-based functional format
creating, 148
overview, 142
sample, 147
strengths and weaknesses, 146
who should use, 148

smartphones, 41
social media and networking

Facebook, 21–22
facilitating job searches, 14
LinkedIn, 19–21
online profi les, 25–27
overview, 17–18, 343
reach of, 18
researching profi le samples, 28–37
samples of online profi les, 29–37
sharing personal data, 38
sites, 17
tips for positive images, 72–74
Twitter, 23–25
URL shorteners, 38

social searches, employers’ use of, 66–67
soft skills, 84
solid purchasing judgment, as a home-

based skill, 228
spam gatekeepers, 62
spelling, 178–179
Spokeo (Web site), 117
sticky points, handling, 343
Strauch, Barbara (author)

The Surprising Talents of the Middle-Aged 
Mind, 206

strengths, highlighting, 333
Struzik, Ed (president of BEKS Data 

Services, Inc.), 52
style, importance of, 342
subject line, in e-mails for online 

resumes, 53
substance abuse, 238–239
Sugalski, Mark (general manager), 105
sugarcoating, 343
summary

defi ned, 121
using, 121–125

supply chain resume (sample), 252–253
The Surprising Talents of the Middle-Aged 

Mind (Strauch), 206
Swimley, Scott (sales vice president for 

Alumwire), 74, 105

• T •
tablet, 41
tabs, in ASCII resumes, 53
TAOnline (Web site), 217
targeted resumes. See also specifi c topics

Custom Lite treatments, 78–83
customized (full) resumes, 99–100
necessity of, 100–101
overview, 10–11
PnP (plug and play), 83–87
PnP (plug and play) sketches, 81–98
preparing custom, 99–100
replacing generic resumes, 11
surpassing generic resumes, 77–78

teaching jobs, wow words for, 167–168
technical ability jobs, wow words for, 

166–167
technology

facilitating job searches, 13–16
mobile

avoiding mobile job search mistakes, 
45–46

mobile devices, 41
mobile job searches, 40
necessity of learning about, 47
overview, 39
powering mobile searches, 42–45
reasons for not using, 40–42

template shells
for dash without fl ash, 191, 194
for intern career fair, 191, 193
modern, 190, 192
overview, 190
showing “it’s a match,” 191, 195

templates, Web sites offering free, 196
Ten Steps to a Federal Job (Troutman), 217
tense (grammar), 177
text, breaking up, 183–184
Thompson, David (author)

Wild West 2.0: How to Protect and Restore 
Your Online Reputation on the Untamed 
Social Frontier, 69
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time issues for customizing resumes, 15
TinyURL (Web site), 38
too many jobs, sample resume for, 302–303
too many layoffs, sample resume for, 

296–297
T-resume, 79, 81–82
Troutman, Kathryn (resume expert)

Military to Federal Career Guide, 217
overview, 15
Ten Steps to a Federal Job, 217
Troutman Plug and Play Resume 

Method, 82
tweet (Twitter), 23
TweetMyJobs (Web site), 25
TwitJobSearch.com (Web site), 24, 113
Twitter, 23–25, 71
Twitter Search (Web site), 24
The Twitter Job Search Guide (Whitcomb, 

Bryan and Dib), 113
two-column resume, 79, 81–82
typeface

in ASCII resumes, 52, 53
overview, 43
for paper resumes, 185
recommended for contact information, 120
in scannable resumes, 55, 56

Typepad (Web site), 60

• U •
URL shorteners, 38
U.S. Department of Justice (Web site), 229
U.S. Department of Labor (Web site), 

208, 214

• V •
value, selling your, 137–139, 332
verbs (“being”), 177
Veterans World (Web site), 217
VetJobs.com (Web site), 217
virtual job fairs, 216
VisualCV.com (Web site), 72, 105

• W •
Web hosting sites, 105
Web sites

Abilities Inc., 133
Altimeter Group, 14

Bit.ly, 38
Blogs with Jobs, 60
Career Directors International (CDI), 339
Career Management Alliance, 339
Career Thought Leaders’ Consortium, 

212–213
CareerCast.com, 109
company, 109–110
Defend My Name, 69
free resume templates, 196
Goo.gl, 38
Google Blog Search, 71
GreenJobSpider.com, 113
Indeed.com, 112–113
International Association of Employment 

(Web site), 107
JibberJobber.com, 47
Job Accommodation Network, 229, 230
job search engines, 112–113
JobDeck, 25
Job-Hunt.org, 62
JobShouts.com, 24
LinkedIn, 19
LinkUp.com, 112–113
Listorious.com, 25
Mark James, 118
Mashable, 14
Microsoft Offi ce, 196
Military Offi cers Association of 

America, 217
Monster, 24
National Hire Network, 241
National Organization on Disability, 133
National Resume Writers’ Association 

(NRWA), 339
niche job boards, 107
Non Commissioned Offi cers 

Association, 217
Occupational Outlook Handbook, 83
O*NET Resource Center, 218
Online Reputation Management 

Association, 69
PayScale, 134
Plaxo, 72
Privacy Rights Clearinghouse, 133
Professional Association of Resume 

Writers & Career Coaches 
(PARW/CC), 340

ReputationDefender, 69
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Resume Help, 196
Resume Place, 82
Resume Writing Academy (RWA), 28, 340
Salary Expert, 134
Salary.com, 134
Sample Words, 196
Search4Blogs, 59
SEOJobsFinder.com, 113
SimplyHired.com, 22, 112–113
Spokeo, 117
TAOnline, 217
TinyURL, 38
TweetMyJobs, 25
TwitJobSearch.com, 24, 113
Twitter Search, 24
Typepad, 60
U.S. Department of Justice, 229
U.S. Department of Labor, 208, 214
Veterans World, 217
VetJobs.com, 217
VisualCV.com, 72, 105
Web hosting sites, 105
Weddles.com, 107
Yola.com, 105, 139
ZoomInfo, 117

Weddle, Peter (CEO), 107
Weddles.com (Web site), 107
Whitcomb, Susan Britton (author)

The Twitter Job Search Guide, 113
white space, 185
Wi-Fi, 41
Wild West 2.0: How to Protect and 

Restore Your Online Reputation on the 
Untamed Social Frontier (Fertik and 
Thompson), 69

Williams, Wendell (testing expert), 57
Word For Dummies (Gookin), 190
word wrap, in ASCII resumes, 52
words

importance of, 163, 179, 332–333
keywords

for administration jobs, 172
for banking jobs, 173
for customer service jobs, 173
defi ned, 163
how to use, 176
for human resources jobs, 174
for information technology jobs, 

173–174

for management jobs, 172
for manufacturing jobs, 174
mining for in job descriptions, 175–176
overview, 45, 171–172
power of, 115–116
skills as, 127
where to fi nd, 175

poison, 179
wow words

for administration jobs, 164
for communications jobs, 165
for creativity jobs, 165
defi ned, 163
for fi nancial management jobs, 169–170
for helping and caregiving jobs, 169
for management jobs, 164
for many skills, 170–171
for offi ce support jobs, 167
overview, 164
for research and analysis jobs, 168–169
for sales and persuasion jobs, 165–166
for teaching jobs, 167–168
for technical ability jobs, 166–167

words-based approach, 82–83
World Privacy Forum, 61
wow words

for administration jobs, 164
for communications jobs, 165
for creativity jobs, 165
defi ned, 163
for fi nancial management jobs, 169–170
for helping and caregiving jobs, 169
for management jobs, 164
for many skills, 170–171
for offi ce support jobs, 167
overview, 164
for research and analysis jobs, 168–169
for sales and persuasion jobs, 165–166
for teaching jobs, 167–168
for technical ability jobs, 166–167

writing service (resume), 336

• Y •
Yola.com (Web site), 105, 139
young adult, sample resume, 269
young professional, sample resume, 272, 

276–277, 279
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• Z •
ZIP fi les, 52
ZoomInfo (Web site), 117

30_9780470873618-bindex.indd   36230_9780470873618-bindex.indd   362 12/28/10   8:45 PM12/28/10   8:45 PM

htt
p:/

/w
ww.pb

oo
ks

ho
p.c

om


