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Resume Sample 
Use this guide from a Certified Professional Resume Writer to 
understand how to get the most out of each part of your resume. 
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The Top Half 
Employers spend about 10 seconds on a resume, so it’s important you 

get their attention in the top half of your resume, otherwise they’ll 

never read the bottom half! So, let’s break down what you need in the 

top half. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The first piece of your resume is your Header. Include 

your name, email and phone. Make this header the 

same for both your resume AND your cover letter! 

 

Open with a title of who you 

are, as it relates to the job 

you’re applying for. This sets 

the tone for who this resume 

is talking about, in this case, 

an “Experienced Job 

Readiness Coach”. 

Include a few quick highlight 

words that reflect what you 

bring to the table as it relates 

to the job you’re applying for.  

Lastly, instead of an outdated 

‘objective statement’, include 

a very brief profile that 

iterates the skills you have as 

it relates to the job you’re 

applying for. Always use 3rd 

person, no “I”s, “my”s or 

“me”s. 

Create a “Skills Proficiency” section in which you 

highlight key skills, abilities, accomplishments or 

certifications that relate to the specific job you’re 

applying for. For example, if the job posting asks for 

public speaking experience, and you have that, this is a 

good place to highlight that. 
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The Bottom Half 
The second half of your resume is where you include the relevant work 

experience and education that shows why you’re the right fit for the 

job! As you’ve read already, everything in your resume must line up 

with the job you’re applying for. If they’re looking for a forklift 

operator, spend less time talking about your phone customer service 

and more time about operating forklifts safely and effectively! 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In your Professional Highlights 

section, include relevant work 

experience. This section varies a 

lot depending on the job you’re 

applying for, but some things to 

remember:  

-Don’t include all 50 jobs you’ve 

worked in the last 30 years 

(unless they ask for it), only 

highlight the most relevant, and 

preferably recent, job 

experiences that make you a 

good fit for what you’re 

applying. 

-Use either the calendar years 

(2016 – Present) or number of 

years worked (3+ Years) instead 

of exact dates. If your experience 

is older, opt to use years 

worked, just be consistent with 

each job you list. 

-Include 3 key accomplishments 

for each position, using stats as 

much as possible. “Handled 40+ 

phone calls per hour” carries 

more weight than “Handled 

many phone calls”. 

 

Finish your resume with your education section. This 

can include college, high school, certifications, trainings 

or any other piece of additional learning you’ve 

completed as it relates to this job. It’s a good idea to 

include a B.A. or A.A. even if it doesn’t relate exactly as 

it shows you accomplished something. Alternatively, if 

you had started college but dropped out before 

completing, don’t include it. 
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The Final Product 
For more help writing your resume, or if you’re looking to meet with 

our Certified Professional Resume Writer, head over to 

www.connectedwithcareerpath.com to get connected. 

 

 

 

 

  

http://www.connectedwithcareerpath.com/

