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Résumé Preparation Guide 
 
This Guide will help you pull together the information you need, and organize your 
thoughts, before you start creating a resume or work application.  The screens that you 
will complete while creating your resume or work application are included in this Guide, 
as well as an explanation of what information is needed, and why. 
 
Employment Objective 
 
You will need to develop an employment objective.  Your objective should identify the 
function and general level of the position you want.  State your objective in terms of 
what you can do for the employer.  Keep in mind that words are powerful and should 
accurately describe your skills and abilities.  
 
Objective Sample #1 
 
 To find a clerical position. 

 
Objective Sample #2 
 
 To secure a clerical position with multiple responsibilities at a progressive 

company to utilize advanced skill levels in Microsoft Word, Excel, PowerPoint 
and Publisher. 

 
Which of the two objectives would attract your attention if you were an employer? 
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Skills 
 
You will have the opportunity to identify the skills that set you apart from other 
candidates.  Create a list of the skills you have that will increase your marketability. 
Describe specific skills you have. 
 
For example: 
 
 Speaks French fluently 
 Meeting facilitation skills.  
 Experienced CNC machine operator.  
 EMT training coordinator.  
 Skilled in the use of the Internet, and Microsoft products (Word, PowerPoint, 

Outlook, Excel).  
 

 
 
 
Certifications, Licenses and Awards 
 
You will have the opportunity to list certifications, licenses, and awards that you have 
received. 
 
For example: 
 
 CDL Driver’s License  
 Certified Public Accountant 

State of Alabama, Certificate #10310  
 Registered Nurse License #47930-D (State of Wisconsin)  
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Occupational Areas of Interest 
 
You will have the ability to select up to three occupational areas that you are interested 
in. These should be jobs you are interested in now, and not necessarily jobs that you 
are in now or were in the past.  When employers search for candidates on the Job 
Center of Wisconsin site, they will use occupational categories. 
 

 
 
Work Experience 
 
You will have the opportunity to list your work history for the past ten years. You will 
need the name of the employer, the dates of your employment, and a summary of your 
duties and responsibilities. 
 

 
 
Let’s spend some time talking about the Duties/Responsibilities section.   
 
Describe your responsibilities, specific skills and duties, and include examples of 
successful performance, and results produced, whenever possible.  Earlier you read 
that words are a powerful tool in your jobs search. Your ability to describe what you did 
for an employer, being as specific as possible, will increase your overall marketability.   
 
Each sentence in the Duties/Responsibilities section of your résumé should begin with a 
descriptive “action word”.  The right action word gives life to the sentence.  
 



 
 

June 15, 2009 4

Sample Duties/Responsibilities #1 
 
 Developed Programs 

 
Samples Duties/Responsibilities #2 
 
 Developed programs to increase production by 48% the first year. 

 
Which sample gives the best description? 
 
As you create your Duties/Responsibilities bulleted statements, use the guide shown 
below.  There is an action you performed, what was the action on, and what was the 
outcome. 
 

 
 
For additional information, see "Thoughts on Resumes" (opens a new PDF document). 
 
Please review “The Right Words to Use in Your Job Search” listed on the next few 
pages.  As you review the words listed, make note of those that may describe your work 
activities. (Link to PDF version) 

http://www.wisconsinjobcenter.org/publications/4658/4658.pdf
http://www.wisconsinjobcenter.org/publications/9463/9463.pdf
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Education 
 
Enter the school’s name, dates attended, course(s) of study, and degrees and awards. 
 

 
 

   
 
The worksheet on the next three pages is designed to assist you in pulling together the 
information you will need to create a résumé.  After you complete the worksheet, we will 
discuss cover letter development, electronic résumé submission, and some points to 
consider regarding your cover letter and résumé. 
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Job Center of Wisconsin Résumé Class Worksheet 
 
Name:_______________________________________________________________ 

Address:_____________________________________________________________ 

City, State, Zip:________________________________________________________ 

Telephone (with Area Code):_____________________________________________ 

 
Employment Objective: 
 
 
 
 
 
 
 
 
 

 

Special Skills and Abilities: 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Certifications, Licenses and Awards:  
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Work Experience (List most recent jobs first): 
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Cover Letter Development 
 
 Do not underestimate the importance of a cover letter! 
 A cover letter is used when inquiring about a job or submitting a résumé or 

application form.  In most situations you will want to send a prospective employer 
a letter with your résumé. 

 It is an introduction to your résumé. The cover letter should show why the 
employer should read your résumé. 

 Your letter should tell the employer which position you are interested in and how 
your job talents will benefit the company. 

 In the cover letter, state the position you are seeking and the source of the job 
opening, for example JobCenterofWisconsin.com, a newspaper ad, a reference 
from a friend, etc. 

 
 
Cover Letter Basics 
 
 Length should be one-half to two-thirds of a page (8½ x 11).  
 Paper should be the same size, grade, and color as your résumé.  
 Write a separate letter for each job application.  Content should be individualized 

to address the specific needs of the employer and the position.  
 Proofreading is essential.  Use proper sentence structure and correct spelling 

and punctuation.  
 A tone of confidence should prevail.  Convey personal interest and enthusiasm.  
 Some of the content may overlap with information on your résumé.  Other 

specific information relevant to the job you are applying for should be included.  
 Consider using the same heading on your résumé for your cover letter. Having 

the same heading improves the look of your marketing package.  
 
A sample cover letter format is shown on the next page, with a detailed paragraph-by-
paragraph explanation. 
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Sample Cover Letter 
 
Your Name (Using a larger font size for your name draws attention to it) 
Your Current Street Address 
City, State, Zip Code 
Telephone Number 
Today’s Date 
 
TWO BLANK LINES OF SPACE 
 
Name of Individual 
Official Title 
Name of Company 
Mailing Address 
City, State, Zip Code 
 
Dear Mr. John Smith or Dear Ms. Jane Smith: 
 
Paragraph 1 - The Opening 
 Use the opening paragraph to get the employer’s attention and stimulate interest 

in yourself.  
 Give your reason for writing the letter.  
 Be as specific as possible as to the type of position in which you are interested.  
 Tell where you received the vacancy information.  

 
Paragraph 2 - The Body 
 Use this paragraph to justify the employer’s interests in you.  
 Briefly describe your educational background, highlight your work experience, 

state the type of certificate held or for which you are eligible, and describe any 
honors received. This section should be brief.  

 Relate your qualifications as much as possible to the type of business and job 
requirements of the prospective employer.  

 Use specific examples to make your point.  
 Concentrate on what you can do because of what you have done. 

  
Paragraph 3 - Closing 
 In concluding your letter, you should make known your interest in setting up an 

interview at the employer’s convenience.  
 
 
 

Sincerely, 
 
Your signature in ink 
Your name typed 
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Electronic Résumé Submission 
 
Data Base 
 
 The information for your résumé can be fed into databases as an electronic 

résumé.  Electronic résumés are searchable by potential employers who aim to 
select résumés for further scrutiny.  

 When posting a searchable résumé, it is important to accurately represent your 
work experience, education and training, skills, and availability.  

 Be sure to use keywords and phrases specific to your education, skills and work 
experience. 

 Job Center of Wisconsin permits searches on the following fields for your 
matching keywords: Employment Profile, Work Experience, Occupational 
Category, and Education. 

 Employers will search databases through the use of keywords, so make sure 
your résumé contains them. 

 
Emailing – ASCII 
 
 An ASCII résumé is an electronic résumé in a common language that any type of 

computer software can read. In some programs, it is identified as Plain Text. 
 When preparing your résumé for ASCII (plain text), remember that less is more. 

Avoid the use of bullets, underlines, and heading lines.  It is best to use a plain 
format.  

 When sending your ASCII (plain text) résumé in the body of an e-mail, turn off 
HTML or Rich formatting.  This is done to make sure the text of your résumé is 
not changed by the various email client systems. 

 Copy and paste your cover letter and résumé into the body of the email for the 
employer.  

  
Final Considerations 
 
 Your cover letter and résumé are the marketing tools that you will use in your 

employment search. They are your introduction to the employer. The prospective 
employer will form an impression of you based on what he or she reads.  There 
must not be spelling, punctuation, or formatting errors.  If your cover letter says 
you are a detail-oriented individual, and there are three typographical errors in 
your résumé, what impression does that give? 

 
 When you have finished your cover letter and résumé, have a friend or family 

member proofread it.  
 


