Resume Guidelines
Objective:
Top level candidates have career direction. They accept new positions, take on new responsibilities, and even volunteer for special projects at the office because they understand how it will impact their careers. Your objective is where you can showcase your career direction to potential employers. Try to keep it no longer than two sentences.
To help you develop a strong career objective that you can be committed to, think about:
· Where do you want to be professionally 5 years from now?
· What skills will you need to develop to get there?
· What projects, positions, teams, or companies will allow you to develop those skills?
· What skills need to be developed first?
· Why is this career objective important to you?
· Have you talked about your career objective with your family? Are they behind you?
Professional Experience (Career Path):
Many people like to put education credentials first. At Protis, we feel that it depends upon the industry. Typically, with highly technical positions, or career paths that require advanced education levels to excel, it will make sense to put educational credentials and accomplishments before the career path. For other positions, we recommend that you put your objective and career path first.
Your career path information should be chronologically organized starting with your present employer and position. Try and use no more than two or three sentences to outline your basic duties and responsibilities.
· Employers do not want to have to hunt for information that will tell them why they should hire you. Therefore, use bullet points to outline your major accomplishments. To help you develop a list of accomplishments, we recommend you start by taking a self-inventory. We all do things that bring value to our employer that we don't think about on a daily basis - hopefully, this process will help you to think deeper about your value, experience and accomplishments.
· Use the "SAR" method to formulate your accomplishments. S = situation (describe a situation that relates to the question), A = action (what did you do about the situation, R = results (what was the quantifiable outcome of your action - was money saved, if so provide the dollar amount.)
· To help you get started, consider the following: 
· What major projects have you successfully completed? What was the end result of that project?
· What projects did you work on that generate revenue for your company ? What was the amount?
· What projects did you work on that helped your company control costs? What was the cost savings?
· Have any people that you managed excelled?
· Have you been honored with any company awards? Describe what helped you achieve the award.
· Have you been honored with any industry awards? Describe what helped you achieve the award.
· What problems or challenges did you face that stretched your skills and allowed you to grow professionally?
· Limit your bullet points under each position to two or three that reflect the skills and abilities that you feel identify with what the employer is looking for in a candidate. If you are working with one of our Search Consultants, they can help you in this area.
