
How to Construct a 
Professional Resume



Today’s Job Search

In today’s job market there is an eclectic mix of candidates seeking to be hired. 
The job search now takes a different approach compared to 15 or 20 years ago 
due to technology and the internet revolution. The platform for the job search 
has evolved to an online web-based stage. Within this new job technology 
platform the candidate has a plethora of options to present their resume for 
employment consideration. Some of the options are as follows:

 Submit an electronic copy of a resume via the internet to the potential 
employer or job board

 Create a professional website that provides details on a candidate’s job 
experience and skills

 Create a video that provides details about the candidates work experience 
and skills 

 Create a professional work portfolio and post to a social media career 
networking site



The Job Seeker

This can be overwhelming to today’s job seeker. However, resumes are still 
considered the essential calling card in getting the hiring managers attention, 
and getting the candidate in the door for an initial interview. Having a well 
written resume is a significant step in the job search. 

Cooper-Ward Consulting has been providing job candidates with the necessary 
skills to be a strong competitor in the job market for over 25 years. Our team of 
HR professionals and career consultants collectively have 30 + years’ experience 
successfully coaching job candidates to secure the ideal job opportunity. Our 
team of veteran resume crafters’ work closely with the job candidate to coach 
them on the strategic elements of resume construction and the ability to tailor 
the resume as applicable to the position.



Cooper-Ward Consulting Services 
Our coaching team provides authentic career simulations and 
extensive role-playing in context to the opportunity to prepare 
the job candidate for the interview.  Cooper-Ward provides the 
job candidate with supplemental resources that are accessible 
online using any mobile device or a PC. The job candidate can 
feel secure that the learning resources on resume construction 
and job readiness are available 24/7 at their convenience. 
Cooper-Ward consulting cares about your future!



Course Objectives

In this course you will  

 Communicate the skills required to master the job search today    
in the age of technology

 Communicate the importance of a professional resume

 Identify the different resume formats

 Explain the importance of keyword usage

 Select a resume format and construct your own resume

 Create a cover letter to apply for a specific job posting

 Conduct research on a potential employer



Let’s Get Started!



The Interview Guys Video

5 Tips for Writing a Resume

Please click the link below to view the 
video. 
Please return to the instructional 
presentation 

How to Construct a Professional 
Resume 

after viewing the video. Thank you.

https://www.youtube.com/watch?v=MYaXN8j7rL8


Key Elements to Building a Resume

Your resume should be viewed as one of the most important marketing 
tools that gets you in the door to meet with hiring employers. While your 
resume alone will not land you a job, it can certainly help with your job 
search goals. From a title that matches the job you want, to including 
keywords that make your resume stand out, there are some key 
essentials that you need to consider when developing your resume.

A strong, well written resume is an invaluable tool for your job hunting 
success. And for entry-level job seekers, like college grads, it’s even more 
critical. Since you may not have any on-the-job experience, your resume 
is a key tool to showcase other areas of strength - from education, to 
internships and groups and association involvement. Let’s look at some 
resume writing tips in the video in the next slide.



Crafting a Resume Video

Steps to Writing a Resume

Please click the link below to view the 
video. 
Please return to the instructional 
presentation 

How to Construct a Professional 
Resume 

after viewing the video. Thank you.

https://www.youtube.com/watch?v=G8TfZF-o8ns


Choose the right resume style. If you are a recent college grad with 
limited work experience, have lapses in employment, or have a diverse 
background with no clear career path, a functional resume will likely be 
the most effective type of resume. Functional resumes focus on your 
skills and experience first and de-emphasize employment dates.

Choose the Right Resume Format



Choosing the right resume format is highly important because, after all, 
your resume is your chance to stand out in a sea of other applicants. The 
format of a resume can affect the way an employer sees the information.

There are several basic types of resumes used to apply for job openings. 
Depending on your personal circumstances, choose a chronological, a 
functional, combination, or a targeted resume.

 Functional

 Chronological

 Combination

 Targeted

Resume Formats



Functional Resume Format

Functional

What is it - Unlike chronological resumes, 
functional resumes focus on your skills and 
experience first. This type of resume de-
emphasizes the dates in which you have 
worked. Employment history is secondary, and 
is listed under the details of your skills.

Who should use - If you have lapses in 
employment, are in the middle of a career 
transition, are a recent college grad with 
limited work experience, or have a diverse 
background with no clear career path, this is 
the most effective type of resume.



Example of 
Functional 

Resume



Chronological Resume Format

Chronological

What is it - Chronological resumes are 

the most commonly used format. They 

list work history in chronological order, 

starting with your most recent job down 

to your earliest. This resume is preferred 

by most employers because it provides a 

quick snapshot of work history, with 

most recent positions up front.

Who should use - If you have a solid 

work history, your experience is aligned 

with the job you are applying to, and you 

have no lapses between employment, use 

this format



Combination Resume Format

Combination

What is it - Combination resumes let you 

detail both your skills and experience, 

while also backing this up with a 

chronological listing of work history. 

Flexible in nature, the combination 

resume lets you tailor to the prospective 

job opening and tell hiring managers a 

story.

Who should use - Use this resume if you 

want to detail work experience to show 

hiring managers the type of employee 

you are.



Targeted Resume Format

Targeted

What is it - Targeted resumes are 

customized in detail to the prospective 

job you are seeking. Everything from 

your objective, your qualifications to 

educational experience mirrors the job 

requirements.

Who should use - These resumes are the 

most time-consuming, but can generate 

the best results as the qualifications and 

experience you outline mirror the 

prospective job opening closely. Be 

careful, however When you develop a 

targeted resume you need to be as 

accurate as possible and not embellish 

career highlights simply to mirror the 

job.



Format Appropriately

Format appropriately. A hard copy resume with bullets, indent and 
boldface is appropriate. However, an online resume, especially one that 
goes into a database usually gets its formatting stripped. So you need to 
create two versions of your resume - one print copy and the other an e-
version that will be readable even when formatting is stripped.



Present an 
Appropriate 

Format



Knowledge Check

• Let’s review some of the information you have learned so far.

 Why is having a well-crafted resume important?

 What are 5 things that a resume should focus on?

 How many resume formats are there?

 Which resume format focuses on your skills and experience?

 Which resume format is used most often?



Use Keywords

Use keywords. Employers often use resume screening software when 
evaluating job candidates. This software will scan resumes for specific 
keywords related to a job’s requirements. Optimize your resume with 
keywords woven in without compromising flow and readability.



Keyword Optimization Video

Please click the link below to view the 
video. 
Please return to the instructional 
presentation 

How to Construct a Professional 
Resume 

after the video. Thank you.

Keyword Optimization

https://www.youtube.com/watch?v=A0Gh9hnV_iY


Use Social Networks

Use social networks. Displaying social media savvy to a prospective employer is a good 
way to stand out. Create a LinkedIn profile and include your address on your resume. If 
you are using other social media platforms, such as a personal web page, include this on 
your resume as well. Be careful here. Keep your social media presence professional and 
create email accounts and content that is for job search purposes only. When it comes to 
social media, definitely do not mix business with pleasure.



Create Customized Versions of Your 
Resume

Create customized versions. Consider customizing your resume 
before providing a copy to an interested party. Check the job 
requirements and tweak your resume accordingly to mirror the job 
description. Do not embellish, but do include information that may 
be pertinent to the job. For instance, if you have volunteered for an 
organization affiliated with the company, point this out.



Consider a Professional Writing 
Service

Consider a professional resume writing service. You have spent a 
considerable sum on your tuition and are possibly planning to 
spend a reasonable amount on new interview clothes and shoes. 
Given the importance of a resume to a job search, a professional 
resume writing service could be very helpful.



Proofread Carefully

Proofread carefully. There should be absolutely no typos in your 
resume. Go through it carefully, and when you can, have 
someone else proofread for you. Perception is everything and 
your resume speaks volumes about you as a prospective 
employee.



Please click the link below to view the 
video. 
Please return to the instructional 
presentation 

How to Construct a Professional 
Resume 

after viewing the video. Thank you. 

Crafting Your Resume

Learn How to Write a Professional 
Resume Video

https://www.youtube.com/watch?v=_4Y-w4GGp4g


Knowledge Check

Using your current resume or a list of the jobs you have held, 
find a job listing that you would like to apply for. Using the 
knowledge you have gained thus far, create the following parts 
of your resume to fit the job posting. Please submit the 
completed document to me within 24 hours of  completing this 
course. Thank you.



Creating a Winning Cover Letter Video

Writing a Cover Letter

Please click the link below to view the 
video. 
Please return to the instructional 
presentation 

How to Construct a Professional 
Resume 

after viewing the video. Thank you. 

https://www.youtube.com/watch?v=-Drg4x9dsFU


Pre-Interview Job Research

• Having information on your prospective employer is very useful to you in 
your job search. It also lets the employer know that you know something 
about the organization and you are prepared for the interview.

• If you walk into a job interview without a good answer to the 
question, "What do you know about us?" you are dead in the water. As far 
as most employers are concerned, if you don't impress them with your 
answer that question, the interview is over, and the opportunity is gone.

• Many employers have shared with me how that one thing -- being 
obviously well-prepared can make or break a job seeker's chances at a 
landing a new job. Being prepared for the job interview demonstrates to 
the employer that the job seeker is genuinely interested in the job. And, 
that preparation is often viewed by the employer as an example of the job 
seeker's work.

• Let’s view the videos on pre-interview research on the next 2 slides.



Pre-Interview Job Research Video 

Pre-Interview Job Research

Please click the link below to view the 
video. 
Please return to the instructional 
presentation 

How to Construct a Professional 
Resume 

after viewing the video. Thank you. 

https://www.youtube.com/watch?v=7EP3maxx-x4


Tips on the Job Research Video 

Please click the link below to view the 
video. 
Please return to the instructional 
presentation 

How to Construct a Professional 
Resume 

after viewing the video. Thank you. 

Tips on Researching a  Job

https://www.youtube.com/watch?v=8c-o5yw3Xcg


Resume and Career Resources

• 5 Online Resume Tools

• http://www.glassdoor.com/blog/5-online-resume-tools/

• 4 Resume Tips That Will Land You The Job

• http://www.glassdoor.com/blog/4-resume-tips-land-job/

• 5 Things Not To Do On Your Resume

• http://www.glassdoor.com/blog/5-things-resume/

• 4 Things Employers Look For In Resumes

• http://www.glassdoor.com/blog/4-employers-resumes/

http://www.glassdoor.com/blog/4-resume-tips-land-job/
http://www.glassdoor.com/blog/5-things-resume/


Resume and Career Resources Cont’d

• 5 Ways To Customize Your Resume

• http://www.glassdoor.com/blog/5-ways-customize-resume/

• 3 Reasons Why The Resume is Passé

• http://www.glassdoor.com/blog/3-reasons-resume-pass/

• 5 Reasons Why A Creative Resume Will Do You More Harm Than Good

• http://www.glassdoor.com/blog/5-reasons-creative-resume-harm-good/

• 7 Resume Myths That Won’t Get You Hired

• http://www.glassdoor.com/blog/resume-myths-wont-
hired/?utm_medium=email&utm_source=newsletter&utm_campaign=June2015_
US&utm_content=RESUMEDOSDONTS

• Youtube Video - How To Write A Resume - Our Top 5 Resume Tips That Will Get You 
The Interview

• https://youtu.be/MYaXN8j7rL8

http://www.glassdoor.com/blog/5-ways-customize-resume/
http://www.glassdoor.com/blog/3-reasons-resume-pass/
http://www.glassdoor.com/blog/resume-myths-wont-hired/?utm_medium=email&utm_source=newsletter&utm_campaign=June2015_US&utm_content=RESUMEDOSDONTS


Resume and Career Resources Cont’d

• How To Write An Entry Level Cover Letter

• http://www.glassdoor.com/blog/write-entry-level-cover-letter/

• How to Write a Job Winning Cover Letter

• http://www.glassdoor.com/blog/write-jobwinning-cover-letter/

• 5 Opening Lines For Your Cover Letter To Get Noticed

• http://www.glassdoor.com/blog/5-opening-lines-cover-letter-noticed/

• Pre-interview Preparation

• http://www.job-hunt.org/job_interviews/pre-interview-preparation.shtml

• The Pre-interview Job Research You Can’t Afford to Ignore 
http://www.huffingtonpost.com/susan-p-joyce/job-
interview_b_5088156.html

http://www.glassdoor.com/blog/write-entry-level-cover-letter/
http://www.glassdoor.com/blog/write-jobwinning-cover-letter/
http://www.glassdoor.com/blog/5-opening-lines-cover-letter-noticed/
http://www.job-hunt.org/job_interviews/pre-interview-preparation.shtml


Thank You!

Thank you for your recent participation in Cooper-Ward 

Consulting course. We hope the information and knowledge you 

received has been beneficial to you as you begin your 

professional career. Our goal is to provide an effective course 

that will allow participants to maximize their opportunities in 

creating a professional resume. In order for us to provide our 

very best, we ask that you complete this brief survey concerning 

your experience in this course. Thank you in advance for 

providing us with vital feedback.

The course evaluation will be emailed to you.


