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Solid Resume Tips

Work experience: There is no law saying that you need to include work experience in your
resume, but if you want to increase your chance of getting accepted, you need fo include it.
You need to write the title of job you have before, years of experience, duties and responsibili-
ties. You need to tell about your leadership roles for the employer to know about it

Keywords to Use in a Resume

- Read the job posting: The post will tell you about the position or title, skills, specific expen-
ences or educafion that the employer is looking for

- Job description: Make searches on job board or career sites for job description.

- Company website: Reading the site is important to know what the company is looking for.
There are words that you can find that you can incorporate in your resume.

Customize

If you want to be different from other applicants, you need to customize your resume. In each
position, there are different requirements and you need to tell what you have that is different
from others. You need to craft your resume in a way that is unique and original. You can use
graphs, colors, great format and much more to convince the employer.

Format

= Personal details, including name, mailing address, phone number and email
= Career summary/Personal profile

- Work experience

= Educational Background

= Activities.

= Honors, Awards

- Affiliations

= Certifications

= Skills

= Additional information
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A cheat sheet is a paper containing details written down or it is a brief instruction to accomplish
certain task. If you are asking how to do a cheat, check this page for more information. It will give
some information about cheat sheet resume.

Cheat Sheet Template: Phrases to Use
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Use Numbers and Symbols

Numbers and symbols will be interesting to employers. Percentage will show impact of efforts
that you have. It is better to use numbers such as increased sales 43%.

Determine the Right Keywords

In the resume, you need to use the perfect keywords so that it will be searched and for easy
reading. Employers sometimes are looking for words that they want and you need to ensure
that you include it.

Resume Formats
- Chronological
* Functional
* Combined

Types
- Video resumes.

+ Infographic

* Social media resumes

- Professional resumes

Layout
* One-column
- Two-column
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Communication:

Write concisely and clearly
Speaks effectively

Openly express ideas
Listens attentively
Provides feedback

Organization Skills:

e Coordinates tasks

¢ Handles details

e Sets goals

¢ Meets deadlines

e Multi tasks

¢ Punctual

e Manage projects effectively

Interpersonal Skills:
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Work well with others
Supportive

Sensitive

Self confident
Understands feelings
Represent others

Research and Planning:

e Manages conflict
Analyzes issues
Defines needs
Solves problems

* Assesses situations

Management Skills:

e |Leads groups

e Coaches/counsels

e Teaches

¢ Delegates responsibility
e Takes charge

e Make decisions

e Enforces policies

Resume Cheat sheet tips

If you need to know how to write resume cheat sheet, you are lucky because you will be provided
some tips that will help you. It will be your guide to get started writing the best my cheat sheet.

e Other words for your work experience: There is no anyone else there or a law saying
that you need to write work history as one of your resume sections. What about writing
relevant leadership roles or sales performance and achievements. This technique is
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effective if you are trying to get the attention of that reader to know about your experience.

e Customize: There are many resume cheat sheet on the web, but keep in mind that
customization is too much critical. You need to tweak the resume, especially if you are
applying on a job. There are no two positions that are the same and every employer have
different standards as well as requirements. Remember those requirements and be sure
that you will incorporate it on your resume. You will know the requirements if you read the
job advertisement. You also need to make notes of the special keywords.

e White space is essential: In resume sheet, white space is essential for easy reading and
understanding. Most of the resumes have half inch margin, but other prefer full inch. If you
have margins that are smaller, you are risking losing the content of the document. A job
application cheat sheet that lacks 1 inch margin is harder to read and scattered.

e Use symbols and numbers: In your resume sheet, there is nothing wrong in using
symbols and numbers. Symbols and numbers can easily see by the employers so you need
to use it whenever you can. Take note that resumes have their own rules and it is better to
show numbers or digits because they catch the eye. Showing percentage is better because
they show impact of efforts you have done.

e Determine right keywords: There are ways in figuring out what keywords you will include
in your resume. Here are some of the things you need to consider.

Cheat Resume: What Keywords to Include

Review job posting: In the cheat resume, you need to read job posting because it tell about
specific skills, education and experiences required or desired. You need to highlight it and include
them on your resume.

Job description: Make a research on job board sites or career sites for the job description of
position you're applying. There are keywords that will come out that you can include.

Company website: Review the website because there are specific terms that are used that can be
applied in your resume.

There you go the cheat resume sheet that you need to know and will help you in getting started. Do
well in writing your resume and to exactly know what to include in it before submitting.

Use our resume cheat sheet today!
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