


Preparing Your Resume

Introduction

You never get a second chance to make a first impression.  

Whether you’re looking for a new job, trying to obtain an internship, or just trying to advance in your current organization - the resume is the tool used to get you in the door.  

The resume performs several functions.  It represents you when you’re not there.  It lets the potential employer know what you’ve done, what you think you can do, and what you think is important.  It can also act as a guide for the interviewer during an interview.  However, the most important function of the resume is getting you an interview!

There are many things a resume can, and can’t do.  Remember, a good resume can help you get an interview.  A good resume can’t, however, get you a job.  And since a bad resume can prevent you from getting an interview – a bad resume can prevent you from getting a job.

On the following pages, we will show you examples of the two most popular types of resume formats used in business today, the chronological format and the functional format.

Guidelines

There are three guidelines to follow when preparing your resume, regardless of whether you utilize the chronological or functional format:  

· Tell the truth

· Sell yourself

· Customize your resume

You Must Tell the Truth
It is unethical to “invent” any part of your background, including:

· Titles

· Dates of employment

· Prior salary history

· Your major and/or degree

If you do find a job utilizing a resume containing fabrications, you will never have true job security—there will always be a dark cloud hanging over you.  Your resume and everything on it becomes part of your personnel file.  If any of the information were ever found to be untrue, you could lose your job.  Remember, being creative and persuasive with your resume is expected, but fabrications are a mistake.

It Is Your Job to Sell Yourself

Let the employer know what skills, abilities, talents, traits and experiences you have relative to their needs.  If you are having trouble determining your skills and abilities, imagine what someone else (who likes you!) would say about you.  Things to consider include certifications, awards, significant savings of time or money due to your efforts, special projects, and volunteer work.  Try to think of ways to differentiate yourself from all of the other applicants.

Customize Your Resume
Your resume should be designed to help create the future you desire, not just report your past.  Take time to imagine what you would like your future to be, and prepare your resume accordingly.  If you want to switch career paths, write your resume in a manner that highlights the skills and experiences relative to the desired career.  A resume that only documents your past job experience may keep you from growing beyond your current position.

Be prepared to tailor your resume for each opportunity you are pursuing.  Just as employers differ from each other, the selling points needed on a resume in order to obtain an interview will differ as well.  

Taking the First Step

Remember, the most important function of the resume is to get an interview. 

The first step in preparing your resume is to determine the goal for the resume—in other words, identify the future your resume is supposed to help you create.  What types of interviews are you hoping to secure with your resume?

Think about your career goals - where do you want to be five years from now?  What are your ideal work activities, relationships, and environment?  Have you identified your skills, knowledge and experience that will lead you to your goal?  Have you identified your personal core values, do you know what motivates you to succeed?

Once you know where it is you want to go, you can then decide which type of resume format will best assist you in reaching your goal.  

Both the chronological and functional resume formats have their advantages and disadvantages, as the following pages will show.
Chronological Format

(see John D. Candidate, CPA example)

Benefits

· Easy to follow snapshot of your experience

· It gives employers what they are looking for

· Employers who consider what you are doing and accomplishing right now as the most important criteria for hiring will prefer this format



Strongly Recommended When

· The position you are going after is in a field in which you have a solid and consistent record of progress
· The strongest aspect of your work experience is reflected in your most recent job, especially if it is a job that you still hold or have only recently left
Drawbacks

· Can lock you into a format that may not work to your benefit at times

· You are seeking an entry-level position and have almost no work experience

Not Recommended When

· You are trying to change careers or industries

· You have been job hopping

· You have gaps in your employment

JOHN D. CANDIDATE, CPA

1108 Lavaca St., Suite 110-418

Austin, TX 78701

(512) 763-7797

solutions@consentiosearch.com
A goal-oriented, results-driven individual who believes that personal and professional growth is a lifelong endeavor.  A well-organized individual, who utilizes excellent communication and leadership skills to gain the respect and confidence of others.

EXPERIENCE

Audit Manager, XYZ Corporation, Anytown, USA,  20XX – 20XX

Auditor in charge of the internal audit function of a decentralized, non-prime auto finance company with over $X00 million in assets and more than 50 branch offices.  Reported directly to the audit committee and chief financial officer.  Responsible for the development of the company’s operational audit program, conducting operational and financial audits, and preparing audit reports of branch office operations and various corporate office functions.  Assisted in the strengthening of the branch operation cash control and file maintenance activities.  Developed controls to protect assets during the branch office consolidation process.  Prepared various materials to aid in the prosecution of employees suspected of defalcation activities.

Audit Manager, ABC Corporation, Anytown, USA,  20XX – 20XX

Auditor in charge of the internal audit department of a decentralized, diversified financial services company in the non-prime credit market with over $500 million in assets and more than 50 branch offices.  Reported directly to the chief financial officer. Responsible for the hiring, training, scheduling, and supervision of three staff members.  Developed audit programs, performed audit procedures, and prepared audit reports of the company’s loan origination, collection, and asset disposal centers.  Designed audit procedures to provide immediate feedback to unit managers, supervisors, and senior management.  Transformed a previously adversarial audit environment into one based on advocacy.  Assisted various operational units design control structures and reviewed the development of operational procedures.  Developed audit program and coordinated audit staff assisting with portfolio acquisition reviews.  Supervised monthly asset confirmation activities.  Assisted external auditors and examiners with collateral audits and due diligence examinations.  Discovered senior management fraud and assisted legal counsel, the FBI, and the SEC in the subsequent investigation.

Staff Accountant, Certified Public Accountants, Anytown, USA,  19XX – 20XX

Staff member whose responsibilities included auditing, tax preparation, payroll processing, financial statement preparation, and investment analysis.  Audit clients consisted of fraternal benefit organizations, union locals, and governmental agencies.  Responsible for assisting in audits; conducting tests of controls, performing substantive tests, and assisting with the compilation of reports required by various governmental agencies.  Other audit services for union locals included performing compliance audits of union member employers.  Worked closely with partner in establishing a new client service, payroll processing.  Trained and supervised the employee who processed it weekly.  Assisted union local of more than 300 employees with the implementation of their own computerized payroll system.  Prepared both federal and state income tax returns for individuals, partnerships, S corporations, profit sharing plans, and non-for-profit organizations.  Year-round tax assignments included corrected returns, business registrations, and payroll tax preparation.  Client accounting services included maintaining ledgers, preparing financial statements, and analyzing investment funds having assets of more than $X00 million.

EDUCATION / CERTIFICATIONS

Bachelor of Science in Accountancy, University, Anytown, USA

Successfully passed the Uniform CPA Examination, currently licensed as a CPA in State

ORGANIZATIONS
Member of the AICPA, State Society of CPAs, Local CPA Society (Committee Member), Institute of Internal Auditors (Local Chapter Committee Member), Other Professional Association, Other Professional Association

Functional Format

(see Jane D. Candidate, CPA example)
Benefits

· Allows you to highlight the aspects of your background likely to be of interest to a potential employer

· Allows you to shift focus away from certain aspects of your background, such as employment gaps or job hopping

Strongly Recommended When
· You are an entry-level job seeker with no significant job or industry experience

· You are re-entering the workforce after an extended absence

· You have a history of job hopping

Drawbacks

· The major disadvantage is that many employers look at this format with suspicion because

they think you have something to hide (however, as an entry-level candidate this is not 

much of a disadvantage because your “something to hide” is an expected lack of experience)

JANE D. CANDIDATE, CPA

1108 Lavaca St., Suite 110-418

Austin, TX 78701

(512) 763-7797

solutions@consentiosearch.com


A goal-oriented, results-driven individual who believes that personal and professional growth is a lifelong endeavor.  A well-organized individual, who utilizes excellent communication and leadership skills to gain the respect and confidence of others.

SIGNIFICANT ACCOMPLISHMENTS

· Transformed an adversarial audit environment into one based on advocacy by providing superior internal customer service, developing a department mission statement, and reformatting audit procedures to identify and disseminate the best practices of a $X00 million decentralized organization.

· Responsible for the successful hiring, training, scheduling, and leadership of a four-person audit department.  Aided in the promotion of two staff members.  

· Discovered senior management fraud and assisted legal counsel, the FBI, and the SEC in the subsequent investigation.

· Worked closely with an accounting firm partner in establishing a new client service, payroll processing.  Assisted local organization of more than X00 employees with the implementation of their own computerized payroll system.

· Earned the certified instructor designation while assigned to an infantry-training brigade in the United States Army Reserve.

PROFESSIONAL EXPERIENCE

XYZ Corporation, Anytown, USA







20XX – 20XX

· Audit Manager

ABC Corporation, Anytown, USA







20XX – 20XX

· Audit Manager

· Senior Auditor

· Staff Auditor

Certified Public Accountants, Anytown, USA






19XX – 20XX

· Staff Accountant
EDUCATION / CERTIFICATIONS
Bachelor of Science in Accountancy, University, Anytown, USA

Successfully passed the Uniform CPA Examination, currently licensed as a CPA in State
SOFTWARE
SAP, Hyperion, QuickBooks, Microsoft Office (advanced Excel user)
ORGANIZATIONS
Member of the AICPA, State Society of CPAs, Local CPA Society (Committee Member), Institute of Internal Auditors (Local Chapter Committee Member), Other Professional Association, Other Professional Association

Some Do’s and Don’ts of Resume Writing

Whether you prepare your resume following the chronological or the functional format, following 

are some tips as to what you should, and shouldn’t do, when preparing your resume:

DO’s

· Do tailor the resume to fit the specific goal for which it is being prepared.

· Do add hyperlinks to past employers.

· Do print your resume on standard letter size, white or off-white paper (minimum 20 lb. weight).

· Do include a customized cover letter.

· Do maintain a reference sheet formatted similarly to the resume.

· Do use conventional English.

· Do use short paragraphs, preferably no longer than five lines.

· Do leave space between paragraphs while maintaining adequate margins.

· Do make sure your resume and cover letter are free from errors.  Proofread and ask others to proofread also.

· Do highlight significant accomplishments and achievements from each of your jobs, dedicating more space to the achievements that are most relevant to your desired goal.

· Do use exact dollar and/or percentage amounts whenever possible.

· Do maintain a list of your achievements no matter how insignificant they may seem.

· Do list participation with professional trade and civic associations.

· Do forward each of your references a copy of your resume – and verify that the information on your reference sheet is correct.

· Do review your resume before every interview.

DON’Ts

· Do Not use an “Objective Statement” – if your objective cannot be assumed, include it in your cover letter.

· Do Not use abbreviations or professional buzz words unless you are sure the person reading your resume will be familiar with them.

· Do Not include salary information on the resume – include it in your cover letter if required.

· Do Not include reasons for leaving previous employers.

· Do Not list the names of your references on the resume.

· Do Not state “References Available on Request” – this is assumed.

· Do Not include your current employer’s phone number, unless you’re current employer is aware that you are intending to leave.

· Do Not list your elementary or high school if you are a college graduate.

· Do Not include statements regarding your appearance, health, religious beliefs, or family situation.

Consentio Search Group is a management search consulting firm that focuses on 

accounting and finance professionals in Austin, Texas.  In addition to direct-hire services, 

we offer contract, temporary and temp-to-hire services.  

www.consentiosearch.com
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