Tips and Tricks to Submitting a Successful 

Resume

Your resume and cover letter are the first (and sometimes last) impressions you will give a prospective employer. With these documents, you leave behind clues to your organizational skills, atention to detail (notice anything missing?), communications ability, life priorities, idiosyncrasies, and more. A good resume and cover letter don’t guarantee success, but poor ones may guarantee failure.
Top 10 Absolutes to Writing a Stronger Resume
1) Check the company website. You’ll want to make sure there is a fit with your background, management approach, project experience, and world view. If the company you are applying to does not seem to be a fit, don’t apply. You also need to find out about the work and services they offer.  If you are a designer for interior work, why would you apply to a company that doesn’t offer interior design services? 

2) Try putting your resume into specific companies yourself before contacting a recruiting firm. The fees paid to a recruiting firm on your behalf may limit the offer amount, especially if fees and relocation will be part of the package. You can maintain confidentiality by targeting company websites and letting them know you are not actively on the job hunt and need to remain a confidential candidate.
3) Include an email address and cell number – (Sounds simple, doesn’t it? But so many fail to include one or both of these). Also, send your resume as a Word document. Pdf files and faxes are often lost in translation on company applicant tracking systems.
4) Bullets are welcome, but not more than 5 at a time. Start up top with a short section listing your most relevant skills and abilities. Long introductory paragraphs are often passed over. Remember: it takes about 30 seconds to initially scan a resume. That’s all the time you have to make an impression on the recruiter to go back and read in greater detail.
5) Your resume should be no more than two pages long, regardless of employment history. You should include a cover letter and an additional attachment listing projects worked on by type, company, owner, date, dollar amount, title and responsibilities on each. 
6) For positions held fewer than 3 years, be prepared to explain why you left. 
7) Do NOT volunteer your age, weight, family size, national origin, etc. We also do not want to see a photo of you, so please do not include that on your resume.
8) Don’t mention anything you don’t want checked and verified. If you mention you had 250 people reporting to you, we will ask for a reference to verify that. If you say you’ve worked on several projects of $100M or more, we will want to know where, when and what owners we can speak with who worked with you on each one of them.
9)  Write and present yourself in your own voice. Write as much as possible, the way you speak (unless you are incoherent, then maybe get some help). Third person blather (“Mr. Jones has extensive experience in construction management…”) is annoying.

10)  Proof read!
