[image: image1.png]River Valley Health
Régje Santé ¢ Vallee

fif




   
Index
 
 

Introduction............................................................................................................................. 2

 

What is a resume?.................................................................................................................... 3

 

General Tips on Resume Writing............................................................................................ 4

 

Types of Resumes................................................................................................................... 5

The Chronological Resume......................................................................................... 5

The Functional Resume............................................................................................... 7

The Combined Resume............................................................................................... 9

 

The Reference Section of Your Resume................................................................................. 11

 

The Covering Letter................................................................................................................ 11

 

Blank General Template......................................................................................................... 14

 

Reference List and Additional Resources............................................................................... 15

Introduction
 

River Valley Health is pleased to offer this package to assist you in the development or refinement of your resume.  Your resume is a custom designed, self-marketing tool tailored to your career objectives.  A resume is something that you should have ready to give out at a moment’s notice because you’ll never know when that special job opportunity may open up for you.

 

The following package includes:

 

· Explanation of a Resume 

· Tips on Writing a Resume 

· Types of Resumes including examples 

· How to write a Cover Letter including examples 

· Blank Template to complete and use as a resume 

· Resources available through River Valley Health 

 

A resume functions in five ways:

 

· It focuses the interviewer’s attention on your strongest points. 

· It gives you full credit for all your achievements, whether you were paid or not. 

· It guides the interviewer toward positive things to talk about in you, and in the direction you want to go. 

· It lets you see yourself in a more focused and positive manner so that you become in control of your own future. 

· It gives the manager the opportunity to learn of achievements about which they may be unaware. 

 

 

This package was developed by the staff in Quality Improvement and Education together with Human Resources. 

 

Good luck in your career endeavours!

 

Human Resources/Quality Improvement and Education

 

 

 

 

 

 

 

                                                                                                Human Resources

                                                                                                October 2003

 

What is a Resume?
 

A resume is a brief written summary of who you are and what you have done.  It is usually the first impression a prospective employer has of you, so it’s important that you do it well.  Check it carefully for any mistakes, especially spelling, grammar and phone numbers.

Your Resume is the one step in your job search over which you have total control. It is your personal career marketing document. Based upon the strength of that one or two pages of information, you will either be selected for an interview from among potentially hundreds of other candidates - or passed over.
The purpose of a resume is not to get a job! Its purpose is to get an interview. And any candidate in today's job market is up against very stiff competition. 
By taking the time to put together a well-organized resume, you will improve your chances of getting your foot in the door – the first step towards the job you want.
 
General Tips on Resume Writing
 

1.         Your resume should be neatly typed and free of grammatical, numerical and spelling mistakes.

 

2.         Use simple words.  Avoid wordy descriptions and vague statements.

 

3.         Take special care with the presentation of your resume.  It should be neat, concise and presented in point form.  Limit your resume to two or three pages.

 

4.         Use action verbs to describe your achievements: “directed” – “initiated” – “developed” – “produced.”

 

5.         Make short sections and keep them well spaced.

6.         Include the following information:

        Your name, address, telephone number (include an alternate number for messages), and e-mail address;

        A list of all secondary and post-secondary schools, or special courses.  Include the dates you attended and any diplomas, degrees, certificates or awards;

        Work experience, both paid and unpaid (when listing your previous jobs, make sure you include employer names and addresses);

        Any volunteer work or extracurricular activities that relate to the job you are seeking;

        References are optional, but if you include them, list the individual’s name, position, address and telephone number

 

7.         Provide complete and relevant information on your activities.  To make your resume complete without overloading it, use a very positive and concise style.  Avoid sentences like: “I may not have much experience, but…”

8.         Be objective!  Don’t exaggerate the importance of the responsibilities you have had.

 

9.         When you send a resume by mail, always send an introductory letter as well.

 

10.       Your introductory letter should be dated and indicate the job in which you are interested.

 

11.       Avoid using adverbs such as rather, slightly, much, fairly and tremendously in front of an adjective.  Do not say: “I am fairly experienced in this field.”  Instead, say “I have              years of experience in this field.”

 

12.       Avoid using flashy gimmicks such as coloured paper, exotic formats and paragraphs.

 

 
Types of Resumes
 

There are three basic types of resumes:  

        Chronological – emphasizes your jobs and is written in reverse chronological order.

        Functional – highlights your skills with a lesser emphasis on the job titles.

        Combined – makes use of both the chronological and the functional strengths.

 

 

The Chronological Resume
 
The Chronological Resume lists your previous working experience by starting with your present or most recent job and working back.  

 

To make a chronological resume, follow these guidelines:

 

1.         List your name, address and phone number.

 

2.         Objective – What is your current objective?  Make it brief and to the point, for example, “A Physiotherapist Position.”

 

3.         Profile – This is a brief description or summary of your skills, personality traits (characteristics that demonstrate your talents and abilities on the job), and achievements related to the job objective.

 

4.         Education – Degree, major, school, graduation date.  If you are registered or certified, make sure to include this information here.

 

5.         Professional Experience or Related Experience - For each job, list the date you started your present job, the organization, and the job description.  Include any special achievements you have accomplished, related to your objective.  Always focus on your strongest points.  Remember, start with your most recent job and work backwards.

 

Example of a Chronological Resume
 

Nancy Nurse, RN, CNOR
PO Box 1287

Anytown, Province, Postal Code

(805) 555-9876

nnurse@nbnet.nb.ca
                                                                                                                                                            
 

OBJECTIVE
A Nursing position in an OB/GYN clinic environment.

 

 

PROFESSIONAL EXPERIENCE
 

FETAL MONITORING SERVICES, City, Province                                       1983 – present

Antepartum Consultant
        Perform 25-50 non-stress tests per month for the province.

 

GENERAL HOSPITAL, City, Province                                                                       1977 – present

Obstetrical & Out-Patient Nurse
        Provide total patient care and support and during the antepartum, labor and delivery process.

o       Counsel and educate patients in labor, postpartum and newborn care.

o       Assess and triaged incoming labor patients.

o       Assist physician with delivery and provide immediate newborn care.

o       Manage obstetrical emergency intervention.

        Provide total to postpartum and long-term antepartum patients on the mother-infant unit.

        Provide complete care for short-term surgery patients…

Admitting…circulating…recovering…discharge planning.

 

Administration & Management
        In-charge nurse for the labor and delivery unit; 120-160 births per month.

o       Supervised and scheduled a staff of 18 nurses.

o       Interviewed, hired and oriented new personnel.

        Oversaw the Antepartum testing unit.

o       Assisted in developing effective antepartum policies and procedures.

o       Performed NSTs, OCTs, BSTs and assisted with fetal versions and amniocentesis.

 

EDUCATION
BN Degree, Nursing, 1974
City University
 

LICENSE/CERTIFICATE
        NANB RN License # 55648

 

References available upon request.

The Functional Resume
 

The functional resume highlights your skills, and devotes more space to describing your experiences.  This resume is designed to be selective, where only skills related to your objective are highlighted.  If you have had several positions with the same job description, you do not need to repeat yourself.  List the jobs that cover similar experience under Employment History.

 

To make a functional resume, follow these guidelines:

 

1.         List your name, address and phone number.

 

2.         Objective – What is your current objective?  Make it brief and to the point.

 

3.         Profile - This is optional, but useful.  This is a brief description or summary of working style, personality traits, and achievements that relate to your objective.  This is the essence of what the employer may be looking for in the applicant; for example, “Ability to deal with emotional behaviour in a professional manner.”

 

4.         Education – degree, major, school, graduation date.  If you are registered or certified, make sure to include this information here.

 

5.         Professional Experience or Related Experience - This is the heart of the functional resume.  Starting with the appropriate action word, describe what you do at your job.

 

Example of a Functional Resume
 

Wanda Smith

4544 University Avenue

Anytown, Province  G4J 7H9

(908) 555-3783

wsmith@nbnet.nb.ca
______________________________________________________________________________

 

OBJECTIVE              Apprentice Baker

 

EXPERIENCE           Cooking Knowledge
        Studied with master chef Ken Wolfe

o                   Principles and techniques of food preparation

o                   Importance of quality and freshness of ingredients

o                   Chemistry and effects of combining ingredients

o                   Coordinated timing of food preparation

o                   Innovative approaches to traditional cooking principles

o                   Balancing flavors within a dish and within a meal

 

Coordination/Teamwork
        Maintained and supervised a balanced flow of inventory for theatre food concession

        Coordinated and prioritized tasks.

        Worked with team to expedite customer service.

 

Speed/Accuracy
        Handled large volume of customers in minimum time.

        Accurately counted, recorded, and deposited cash receipts for retail store.

        Prepared puff pastry dough in cooking class, consistently completing in record time.

 

EUDCATION            Certified Professional Chef, 1998 – 2000

My College, City, Province

 

WORK HISTORY     Store Manager, Bakers R Us, City Province                           1994-present

                                    Assistant Mgr., Bakers R Us, City Province                           1991 – 1994

                                    Theatre Manager, Theatre Troupe, City, Province                 1990 – 1991

                                    Clerk/Counter Sales, Theatre Troupe, City, Province 1989 – 1990

 

 

 
 
 
References available upon request.

The Combined Resume
 

The combined resume allows you to highlight a specific job or selected jobs and still list other work experience or employment history.  

 

To make a combined resume, begin by following the same guidelines for the chronological resume, however, this time highlight selected jobs under the professional experience section that related directly to your job objective.  You will also create a section titled Employment History, where you will list previous jobs at the end of your resume.  List your job title, organization name, city, province and date position started and ended, starting with the most recent and working backward.

 

Note:  If you have had a number of jobs over the years, you don’t have to list them all.

 

Example of a Combined Resume
 

NANCY GILLIS
3920 Gunthier Road

Denver, CO  80210

(303) 778-8945

ngillis@nbnet.nb.ca
                                                                                                                                                            
 

OBJECTIVE
Director of Volunteer Services

 

CURRENT PROFESSIONAL EXPERIENCE
 

PORTER MEMORIAL HOSPITAL, Denver, CO                                                       1982 – present

Director of Volunteer Services

        Coordinate activities of 375+ volunteers for all hospital departments.

        Orient, interview and place matriculating volunteer workers.

        Decide appropriateness of potential volunteers.

        Receive and evaluate job requests for volunteers from all departments.

        Supervise junior volunteer coordinator and clerk.

        Schedule volunteers in each service with volunteer chairman or supervisor.

        Serve on committees and attend department manager meetings including the Auxiliary board meetings.

        Arrange meetings with each volunteer inservice group on a regular basis.

        Arrange and organize annual retreat for Auxiliary Board of Directors.

        Organize ongoing, special recognition of volunteers.

 

EDUCATION
 

MA Degree, Education, 1976
University of Colorado, Boulder, CO

 

PREVIOUS EMPLOYMENT HISTORY
 

Coordinator, Volunteer Svs., Porter Memorial Hospital, Denver, CO                        1978-82

Program Coordinator, University of Colorado, Boulder, CO                           1976-78

 

 

 

 

References available upon request.

 

The Reference Section of Your Resume
 
It is not necessary to attach your references to your resume, however, take your prepared references to the interview.  Ensure you have asked permission from those you have chosen to use their name as a reference.  

 
The Covering Letter
 

A covering letter is a professional way to introduce your resume.  It’s your first opportunity to address the employer directly and explain why you are the right person for the job.  Outline your relevant skills and abilities, and, in a sentence or two, describe you interest in the company.  All letters should contain a request for an interview and your telephone number.

 

It too, should be typed and checked for spelling, numerical or grammatical errors.

 

1.         Address your covering letter to the person responsible for hiring.  Don’t use Dear Sir/Madam or To Whom It May Concern.  Call the business and get the exact name and title of the person.  Ask for the correct spelling.

 

2.         Paragraph One – state your interest in the company and the type of job you want.  If you learned of the job through an advertisement, refer to it in the opening paragraph.

 

3.         Paragraph Two – highlight the experience and skills you can offer the company.  Use dynamic verbs.  Refer them to you resume for further details.

 
4.         Paragraph Three – request an interview and leave a number where you can be reached.  

 

When you are finished writing your resume and covering letter and you have prepared to make contact with the employer, here are key steps to follow:

 

        Drop them off in person, if possible.

        Tell the human resource personnel who you are and what kind of position you are apply for.

        Fill out an application form, if asked to do so.

        Thank the person and ask if you can call back in a few days.

 

If they tell you that the job is filled or that no jobs are available, politely thank them for considering your resume and say that you will remain in touch with the company to learn about future job openings.

 

Sample Cover Letters:
 

Sample #1

 

Date

 

Nancy Nurse, RN, MS

Nurse Recruiter

County Medical Center

345 Ninth St.

Anytown, Province, Postal Code

 

Dear Ms. Nurse:

 

The (day, date) edition of the Anytown Tribune carried a job opening advertisement for a perioperative nurse in your orthopedic operating room.  I anticipate moving to the Anytown area in the future and would like to be considered as a candidate for that position.

 

I have been a practicing professional nurse for 10 years.  During the past seven years, I have worked in an operating room where I have had experience in all areas of surgical specialization.  Most of the experience has been in general and orthopedic surgery, I also have been cross-trained to work in the ambulatory surgery care unit.

 

I hope to specialize in orthopedic surgery, as this is an area of great interest to me.  Since 1992, I have been certified in perioperative nursing.  I have served on the hospital and OR quality improvement committees at my present employment setting for the past three years.

 

My enclosed resume further elaborates on the skills and preparation that I would bring to your hospital as a potential employee.  I anticipate hearing from you shortly to arrange for an interview to discuss the position and my qualifications.  Thank you for your time and consideration of my application.

 

Sincerely,

 

 

Nancy Nurse, RN, CNOR

175 Crabapple St.

Hometown, Province, Postal Code

(123) 456-7890

 

 

Sample #2
 

                                                                                                444 Riverside Drive

                                                                                                Winnipeg, MB  R3T 0F9

                                                                                                

                                                                                                November 3, 1990

 

Mrs. Sylvia Trent

Red River School board

28 River Road

Winnipeg, MB  R3L 0C5

 

Dear Mrs. Trent:

 

            In reply to your advertisement in The Winnipeg Free Press of November 2, 1990, I would like to be considered for the position of general secretary (position PE-4710-2).

 

            The qualifications you are seeking are closely related to those I have acquired in the course of eight years’ experience in a similar position.  Enclosed is a resume of my professional background.

 

            I can be reached by telephone during the day at 996-6666 and evenings (after 5:00 p.m.) at 123-4567.  All correspondence may be sent to the address shown above.

 

            I would appreciate meeting you at your earliest convenience in order to discuss my work experience in greater detail.

 

                                                                                                Yours very truly,

 

 

                                                                                                Darryl Eaton

 

Encl.

 

 

Blank General Template
 
 

Name:
Address:
Phone Number:
 
Objective:
 
Experience:
 
 
 
 
 
 
 
 
 
Education:
 
 
 
 
 
 
 
 
 
Work History:
 

 

 

 

 

 Reference List and Additional Resources 
(Available through the Health Sciences Library)
 

Andrica, D.G. (1994).  Competing in the New Job Market, Part 1 – Your Resume.  Nursing Economics, 12, 344-345.

 

Employment and Immigration Canada.  (1996).  The Resume.  Canada Employment Weekly.

 

Harvey, C. (1993).  A Curriculum Vitae!  Making Your Best Impression.  Orthopedic Nursing, 12,  55-58.

 

Kramer, V.W. (1993).  Making the Most of Your Resume.  Nursing 93, Oct., 96.

 

Marino, Kim.  (2000).  Resumes for the Health Care Professional, 2nd Edition.  John Wiley & Sons, Inc.

 

Markey, B.T. and Campbell, R.L. (1996).  A Resume or Curriculum Vitae for Success.  AORN Journal, 63, 192-202.

 

Marler, P.  (1995).  Resumes Made Easy. 

 

Parker, Yana.  (2002).  The Damn Good Resume Guide:  A Crash Course in Resume Writing.  Ten Speed Press, Berkeley/Toronto.

 

 

Rosenburg, A.D. (1990).  The Resume Handbook, How to Write Outstanding Resumes and Cover Letters for Every Situation.  2nd Edition.  Holbrook, Massachusetts:  Bob Adams, Inc.

 

Yate, M. (2002).  Cover Letters That Knock ‘Em Dead.  Holbrood, Massachusetts:  Adams Media Corporation.

 
 
Helpful Websites
 

Career Development:  www.managementhelp.org/career/career.htm
 

Resume Resources:  www.resume-resource.com
 

River Valley Health Resources

 

River Valley Health has a number of Common Access Points consisting of a computer with a printer and is set up to access the World Wide Web. 

 

These Common Access Points are located in the following facility libraries:

        Dr. Everett Chalmers Regional Hospital

        The Carleton Memorial Hospital

        Hotel Dieu of Saint Joseph

        Oromocto Public Hospital

        Northern Carleton Hospital

        Tobique Valley Hospital

