
 
RESUME TUNE-UP TIPS 

 

RESUME FUNDAMENTALS 
 
• Resume purpose - to elicit enough interest in your background and accomplishments to get an interview 

• Preferred format- Chronological – most recent job first 

– Enables reader to piece together the who, what, when, and where of your background 

• What about the ‘Functional Resume’ 

– Frustrates the reader and often creates doubt about your background and experience. Individuals often use it 

to get jobs they don’t have the required experience for or to hide gaps in employment 

• Substance over style – go light on the formatting 

– There are examples below that show resume formatting run amok – keep your resume simple and easy to 

read 

– Try not to go below a 10 point font and don’t go above a 12 point font  - putting your name in a 48 point font 

may make you more memorable, but not for the right reason 

– Stay away from multiple fonts and multiple spacing schemes  

• If you have an abundance of experience, you don’t have to show it all – showing only ten years is too little; 30 years or 

more may be too much – it depends on the situation and the job you’re going for 

 

KEY RESUME COMPONENTS 

 

• Objective - Optional 

– Should be incorporated only if your experience does not directly support what you want to do next – generally 

used in ‘early stage’ resumes or if you’re vying for a totally different type of position 

• Summary of Experience 

– Should always be included because it helps the reader quickly comprehend your background and experience 

– Bullet format is preferred; a paragraph format is less likely to be read 

– Be specific and measurable (e.g. Managed teams from ten to over 200 direct and dotted-line employees; 

responsible for annual revenue goals of $125M with five-year average attainment at 157% of goal; 

Experience with industry verticals that include Financial Services, Healthcare, Oil & Gas, and Hospitality 

• Professional Experience 

– Should be presented in reverse chronological order (most recent position first) 

– Should include employer names, location, dates, title 

– Should include a succinct description of responsibilities and accomplishments 

– Sales - Quota and Attainment; Customers; Products and Solutions; Awards; Major wins 

Contact 
Information 

Summary of 
Experience 

Chronological 
Positions 

Education and 
Training 



 
– Non-sales – Responsibilities; Customers served; Awards; Major accomplishments 

– Management – Number of People on Team; Type of people managed; P&L; Major organizational 

accomplishments 

• Education or Education and Training 

– Reverse chronological order – last degree first 

– College name; Location; Date of graduation (or pending graduation); Degree 

– If you did not graduate – add years attended OR no years; Area of emphasis 

– You don’t have to put your year of graduation on your resume, totally  your call 

– Training; Only relevant and recent training 

• Computer or Technical Skills 

– For highly technical roles – a must, but be concise 

– For non-technical roles – only ‘unique’ skills that may be relevant to the position you’re seeking; everybody 

knows Excel, Word, and PowerPoint (or should) 

• Other Possible Sections 

– Foreign Language Skills 

– Professional and Community Service Affiliations – last five to a maximum of ten years 

– Military Service  

• Dangerous Areas 

– Personal information – that you won a triathlon, maybe; reference to your politics or religion, never 

– Your references – don’t give your references and their contact information to people who haven’t expressed a 

sincere and informed interest in you 

Here are some really good examples of what resumes shouldn’t look like – if one of these is from your resume, I 
apologize in advance. 
 
1) This may be an example of using a font that wasn’t exactly ‘standard’.  This isn’t the only resume I’ve seen like this – 

sometimes it happens in the ‘contact information’ portion of the resume – which makes it a little hard for me to know 
who you are. 

 



 
 
2) Looks nice, huh? 
 

 
 
3) Using a 7 point font may get more on a page, but reading this is a nightmare.  Most hiring authorities would move on to 

the next resume.  

 Responsible for the development of wireless networks, budget, plan, schedule and tower locations. Developed an innovative process and systems which identified based on customer 

proximity and customer profiling where best to build to in order to reduce costs as well as target marketing analysis for sales including upgrades and customers previously not 

identified.  

– Results: managed budgets and contracts in excess of $500 million to on-time or earlier performance, consistently under-ran budget. Regularly received executive recognition 

awards 

– Results: in target markets achieved > 50% market penetration in four states; Results: awarded Chairman’s Inner Circle award and Executive Club award (x3). 

 

4) Blah, blah, blah – could this be an overview of 90% of people who engage in corporate sales? 

Superior organization and communication skills, ability to handle multiple tasks, meet deadlines, and outstanding 
interpersonal skills. Strong analytical and planning skills, combined with the ability to coordinate the efforts of many to 
meet organizational goals. Proven ability to exceed sales goals. Productive and efficient work habits without supervision. 
Self-motivator with high energy.  

5) Bad math skills, and beyond that, using a blue font is questionable (but I guess if you’re using it when talking about 
IBM, it might be appropriate) 

IBM 1997-2000 

Sr. Client Sales Executive 
Sold the entire technical basket of solutions ranging from Servers, Desktops, Storage and Software, i.e. 
Business Intelligence, CRM, Database etc.  The role was to maintain Partner Relationships to help execute and 
close business in the assigned territory.   
Territory-Texas based role SMB Finance-California 
Year Quota     Performance       Percentage of Quota  
1999 $ 4.8M                $ 5.2M                        192%  
1998 $ 4.2M                $ 5.9M                         212%  
1997 $ 3.75M                $ 4.2M                        165% 


