
Resume Workshop

Welcome to the -

Note: This presentation is provided by TransWork
(a non-profit organization) as a free resource for the 
private use of greater Philadelphia area job seekers.

Your                 facilitator -

Rhonda Genova

RRG

Gender Fluid … Pronouns: 
She/Her/He/Him/They/Them



Lots of valuable information is being presented in this workshop. 

Likely way too much to be remembered! 

You can find an EXPANDED version of this workshop 
presentation on the TransWork website! 

It will be here for you to review anytime you want …
… and you can fast forward thru it to find specific info you need!
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Your resume is the key to getting that job …
… getting you started is what this workshop is about! 
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Now is the best time EVER for LGBTQ job seekers!

US Supreme Court’s June 15, 2020 landmark ruling protecting LGBTQ workers!
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You Are Welcome Here!
RRG

Companies are increasingly attuned to the benefits of       
hiring LGBTQ persons & endorsing transgender rights



• A description of who you are:
• Your Experience … Education … Skills …

…  and Accomplishments
• The capabilities that set you apart
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What is a Resume ?



From your (the applicant’s) perspective:

• Get an interview !

What is your Resume’s Purpose?
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Employer’s perspective:
• Applicant screening / down-select 
• Assessing your value for their needs
• Determining your fit for the team & future potential

RRG

What is your Resume’s Purpose?



Know yourself…
• Experiences
• Skills
• Strengths
• Interests
• Future goals
• Desired type of job

Do Your Research!

You got this!

RRG



Get to know the employer …
• Study their website!

• Press Releases, Investor presentations

• Know their Mission or Vision
• Distinctive services, products, or features
• Your “fit” with the job requirements
• Culture (       - advantage!)

Do Your Research!
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How do you best communicate your value ?  

Customize your resume to target the job description!  



The job description gives clues on what to put on your resume!  
It’s like getting the answers to the test ahead of time!
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Quick Quiz
An interviewer will spend, on average, ______, 
screening any one individual resume.

A.  1 minute
B.  3 minutes
C.  5 minutes
D.  none of the above

RRG



An interviewer will spend, on average, ______, 
screening any one individual resume.

A.  1 minute
B.  3 minutes
C.  5 minutes
D.  none of the above

Quick Quiz

Wow 
Seriously?!

Employers spend an average of 15 -
30 seconds reviewing each resume!

… Analytical software scans your  
key information to determine if 
anyone will actually even see it!

Creating a “software scan friendly” 
resume is a very important factor. 
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Google a specific job title and the word resume 

You’ll find hundreds of resume examples …
… and get some great ideas to use for your resume! 

Human Resources Manager resume

RRG



A Few Guidelines to Remember:
• Resumes should be 1 or 2 pages in length!
• Incorporating your photo is usually NOT 

recommended; however, it is becoming more 
common. 

• Employers increasingly look for your LinkedIn*

profile which often has a photo. They also check 
out Facebook … so if you are seeking a job, be 
careful about what is posted or accessible!

RRG

* LinkedIn is like FaceBook for professionals. If you’re not on, join!



• Revise your resume 
often. Customize it for 
each job application. 

• Have a variety of people 
give you feedback.

• If you currently hold a 
position, indicate so this 
way:  “2016-present”.

• Vary your Action words & 
minimize the use of “I”.

• Talk about the big picture, 
e.g. what impact your 
action had on the 
organization.

• Proofread beyond spell 
check. Have someone else 
also proofread your 
resume.

RRG

A Few Guidelines to Remember:



• DO customize each resume to target the advertised job 
description. 
• DO show the reader why you’re a good match for their 

particular job. 
• DO think of your resume as an ad for your qualifications, 

not an autobiography.
• DO include paid and unpaid (volunteer) experience to 

demonstrate the range of what you’ve done. Also useful 
for filling in employment gaps.
• DO look at other resumes to see how they are written.
• DO begin each bullet point with an Action word.  
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Resume “Dos”



Resources -

RRG



• DON’T falsify or exaggerate information.
• DON’T tell everything you’ve ever done. 
• DON’T use complete sentences (use bullet points).
• DON’T include personal information such as age, 

race, marital status, health information.  
• DON’T make your resume too dense, busy, or artistic.  
• DON’T use a font smaller than 11 point.
• DON’T use fancy fonts that are hard to read.    

RRG

Resume “Don’ts”



CONTENT
The type of information you choose  

to put on your resume.

FORMAT
The way you arrange this information.

APPEARANCE
How your resume looks aesthetically.

RRG

Winning Resume Formula:
Key Elements in a 



• The experiences, education, skills, & accomplishments you want 
the hiring manager(s) to know about
• Relevant experiences can be both paid and unpaid (volunteering) 

Content

Elements of a Resume:
Putting it all together . . .
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• Start with your title, the organization, location, and time frame.
• Each relevant position should include your accomplishments.

• Start with an Action word (verb) in the past tense 
• Try to avoid “duties included” or “responsible for”
• Quantify, be descriptive, and identify strengths
• Example: “Edited a monthly newsletter for the department, 

streamlining office communication.”

Experience -

RRG

Elements of a Resume:
Putting it all together . . .

• If you lack solid work experience, list specialized skills you have.

Content



• Technical Skills:
• Computer programs/software/languages
• Social media / Smart phone proficiency

• Foreign Language Skills:
• “Basic understanding”, “conversant” or “fluent”?

• Lab/Scientific Skills:
• Equipment you can use, processes you can perform.

• Leadership / People  Skills:
• Motivational and Interpersonal relationship abilities

RRG

Elements of a Resume:
Putting it all together . . .

Experience - examples of Specialized Skills 

Content



Example: 

Putting it all together . . .

RRG

Format 
Begin with something common to all formats: 

• Header (Your name & contact info)
• Summary (or Objective)

• A targeted summary of relevant skills, knowledge, and accomplishments 
that clearly states the type of job you are seeking and why their position 
is a good fit for you. 



• Chronological Format
• Skills / Functional Format
• Combination Format
• Creative / Abstract Format 

Four Types of Resume Formats

Elements of a Resume:
Putting it all together . . .

RRG



Chronological Format

• Organizes information around dates, stating what you did 
and when
• Work history is typically related to the job objective
• Jobs/experiences are listed in reverse chronological order 

(most recent first)
• Titles and organizations are emphasized
• Accomplishments are highlighted

Most commonly used and probably what most people are used to 
seeing. Use when the names of previous employers are important 
to highlight, when you are applying for positions within the same 
field as your previous work experience, when you want to show 
continuity and career growth, &/or when prior job titles are 
impressive and give credibility to your qualifications.

RRG

Elements of a Resume:
Putting it all together . . .
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Rhonda R. Grand

www.linkedin.com/rhondagrand

Typically
a 2 page
resume

RRG
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Skills / Function Format

• Organizes information around functional headings, 
highlighting major areas of accomplishments and strength
• Allows you to organize content in an order that most 

supports the objective; not bound by dates
• Titles and work history are secondary
• Draws on all sources of experience- volunteer, activities, 

courses, work and signifies each as equally important

Often the best choice for persons who may not have specific 
related experience. Emphasizes capabilities and skills to 
illustrate your TRANSFERABLE strengths. 

RRG

Elements of a Resume:
Putting it all together . . .
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Combination Format

• Combines the best aspects of both the chronological 
and functional resume formats
• Emphasizes skills, accomplishments, interests, and 

work experience relative to the objective

RRG

Use this format when you want to emphasize previous activities 
and/or experience while also highlighting transferable skills. 
Most useful format when looking to change occupational fields.

Elements of a Resume:
Putting it all together . . .
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Creative / Abstract Format

• Combines the best aspects of both the chronological and 
functional resume formats with an aesthetic spin
• Emphasizes skills, accomplishments, interests, and work 

experience relative to the objective
• Format most amenable to using your photo &/or graphic 

embellishments to highlight your creativity

This format is useful when you want to convey a sense of creativity 
and “outside-the-box” thinking. This format might appeal to firms 
in web design, advertising, publishing, graphic arts, or marketing.  

RRG

Elements of a Resume:
Putting it all together . . .



Creative/Abstract Resume
Best format for including your photo &/or highlighting your creativity 

RRG



• Save your resume in pdf format to 
preserve layout and appearance 
when being sent electronically.

• Take copies printed on high quality 
paper and a good printer to F-2-F
interviews. (Premium “resume 
paper” is no longer a good idea!)

• Be consistent with heading style 
and margins.

• Stick to 1 or 2 pages!
Font: no smaller than 11 point.
Margins: no smaller than 0.5 inches.

• Double check for spelling and 
grammatical errors. Have others 
proofread your resume!

• Brief paragraphs with supporting bullets 
points makes a professional appearance.

• Use bullet symbols, not dashes.

Appearance

Elements of a Resume:
Putting it all together . . .

You are now ready to create your Winning resume!

Well Done! 

RRG



Lots of Great Resources are available
Many Free Resume Preparation Websites:

http://www.jobhero.com

http://www.livecareer.com

http://myperfectresume.com

Keep in mind that you are not on your own!
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COVER LETTERS

Recruiters say that resumes submitted without an accompanying 
cover letter are usually not even considered worth reviewing!

(Yes - They are essential!)

RRG

Wow 
again! 



• Contact Information
• Content

• The opportunity to sell yourself and how 
you will contribute to the company 
• Communicate a high degree of interest
• Highlight / Reiterate special capabilities

RRG

Elements of a Cover Letter



RE: Digital Marketing Manager, Job Req.# 12345 

Ms. Katherine Bloomstein
Marketing Director

Best regards,
Dolly Madison

Dear Katherine,

Cover letter example:

RRG



Expect a Phone or Video Conference Interview 
• Initial screening interviews are seldom in person (especially now)

• Relax and allow your personality to shine through
• Be sure room is quiet & phone sounds muted
• Have your resume handy (keep it out of interviewer’s sight if video conf.)

• Prepare a list of questions to ask interviewer
• If video conference, pay close attention to the next slide!

Personal grooming is a must and posture counts! Even if it is 
only an audio call, being well dressed and paying attention to 
your posture will convey confidence.    Remember to smile!
(There’s an old saying in sales that people can “hear” a smile.)

RRG



Video Conference Interview 

Raise laptop so you 
are eye-level with 

the camera* … and 
be sure to have a 
light facing you.

Use a little facial 
powder to dull 
those shinny
reflections!

BAD

RRG

* If you don’t have a laptop with a camera, an external webcam costs ~$30. 

To appear more confident, draw eyes on a 
Post-it note, put on either side of camera,
and maintain eye contact with them!

* Consider 
using a
virtual 

background
option !

*



OPPORTUNITY
favors the
PREPARED!

The in-person 
interview

RRG

Rehearse … Rehearse …
Rehearse!



Resume Workshop

This concludes our -

Remember this simple quote  …

“If it is to be, it is up to me”
… but they have the power to change your life!

its just 10 two letter words …
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