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What is resume? Why is it important?

TE]J team would like to give you tips or guidance in order to help you, newly graduate
or a person looking to change a job, to make an interesting and impactful cover letter or
resume. First let us introduce you to what the letter and resumes are.

Cover letter or resume is important piece(s) of paper which you can tell people about
yourself, your ability and the story of your achievement in a concise format yet with
memorable impacts to readers. It could be considered equivalent to a pass to many career

opportunities for your dream jobs. Now you may realize the significance of this paper.

Let's imagine together, in a Human Resources (HR) office, a huge pile of paper lays in

front of a HR personnel. Needless to say, this seems to be a daunting task for the tiring HR
officer. Another resume is picked up but wait, there is something different and interesting to
this resume. The officer then decides to put it onto another smaller pile. This pile could be
one that goes directly to the hiring departments or a pile to call interviewees. So you could
see how one impactful resume can really make an impact since the application might be
going through several screening processes and the only important thing is how to make it so

interesting that it will proceed all the way to an interview step.

We believe it is common to think of resume as a way to tell story about your
backgrounds, education or working experiences, or your individuality. This thinking alone
would not help you create an impactful resume. You need to think about how to make this
more sellable as compared to other similar material. You will need to draw your inner
potentials as marketing strategist to make others interest in your resume. Nevertheless, it

should not be treated as fancy advertisements but rather make people interested in the real
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you in positive way. And don't forget that a resume might be read so quickly in a matter of
few minutes and henceforth your resume should capture and make first good impression on

the readers the moment they start reading it.

Discover yourself

Before starting to write a resume, you should take time to reflect on yourself. You may
think that you know about yourself better than anybody. But have you heard about the
success of people who discover themselves early? So there are a lot of people who may not
know what they really want for their entire life. Therefore, take time to be with yourself, this
will help you understand what you really want to do and start look for the jobs that suit you.
In addition to self-reflection, you will need to think of yourself as an employer and what are
the qualities that you want in your employee. You should study those qualifications of the
jobs and determine whether your qualifications meet such requirement or even find the

qualities that you have that will even advance the company's prospects.

Resume Format

There are several resume formats you can choose from or you can combine different
elements to create your own resume. The resume generally consists of

« Title, first name, last name, contact number, email address and address

* Purpose of the application/Objective

* Education background from highest to lowest order

- Working experience starting from most recent one

+ Your skills (computer, languages, music etc.)

* Achievements and awards starting from most recent one

¢ Publication or patent if any

* Reference person (s) , available upon request
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Writing Tips

Writing tips for cover letter

1. The writing should be structural, neat and easy to read. The main subject
should be indented or with bullets which should be used in same manner to
make reader know under which subjects that they are now reading. Also for
the same subject, a same format should be used such as education
background, if you placed completion year before the GPA, then the next line
should follow same format. The tiny things like this will indicate how much
you pay attention to details

2. The resume should be concise and get to the points. The choice of wordings is
also important and need to be able to convey the message you want readers to
remember about you. If you wanted to incorporate examples, you should
select only a few interesting ones to avoid overwhelming the readers. It is
advised to make a one-page resume but if you must, your resume should not
be more than two pages.

3. Don't forget spellings check. If you're not sure on any words, check with
dictionary. A misspelled resume is not good and, In worst case, it could shutoff
your chance to get an interview.

Writing tips for Objective/Purpose

For purpose of application, this section is to make brief statements on what you
have been doing and job descriptions or positions that you desire. Many people do not
pay attention to this subject and may even omit it from their resume. If you think
carefully about it, you might know some people who might want to work in different
field from their study or want to switch to different jobs. Imagine that this is you case, if
you did not pay attention to this, the chances that your resume will not go to interview
pile is probably high. You will need to use this section to persuade why employer will
need to think twice before putting your resume on hold even if your qualifications might
not entirely meet the jobs requirement. For those of you who apply for jobs in same field
of study, this section is still as important. Remember that you are not only one that might
meet qualifications so how you will make your resume stand out from the others. You
should use this section to describe how your qualifications and your career intentions
meet the requirement of employers. Here are some examples:
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Objective: To utilize my knowledge and 3-year experience in a position as study
advancement advisor who provided advices on students’ further study, field visit
arrangement and languages courses advisory. I believe my experience will help
enhance the study advancement for success of students at your international school.

Objective: To use my knowledge and computer programming skill in C#, Ruby,
Python, Mysq]l, Java etc to support the programmers position in mobile application
development per customer requirement.

Writing Tips for other skills

This section is also another section that makes your resume stand out. What most
employers usually look for is not only the knowledge you have but also your other skills
that could enhance the job performance. If you do have those, including them in your
resume will increase your chance of getting an interview. But remember to be honest in
your resume since the interviewers will mostly know if you indicated the skills that you
don't really have and this might jeopardize your interview.

Writing Tips for Achievement and Award

Your choices of achievements and award should be selected to make employers
interest in you particularly those that are relevant to the jobs you're applying , for
example, winner of mobile application of ABC organization. Remember to choose the
most outstanding ones to avoid making too long resume.

Writing Tips for Publication and Patent

In academic or researching fields, number and type of publications are quite
important since it is indicator of interest, knowledge and capability of a person. In other
fields, this might not be as important.

TE]J team wishes that you will find this article useful and this could help you
create an impactful resume. We wish you success in landing your dream job.
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