Study Outline
Chapter 6: Resumes
Objectives
· Identify the purpose and role of a resume.

· Learn the main sections of a winning resume.

· Write clear and concise resume content.

· Understand resume organization and format choices. 

· Understand the different methods for distributing resumes.

· Tailor a resume to target job and employer.

· Use the Internet to research trends in resume strategies.
Overview
Chapter 6 shows you how to write and deliver resumes that get you interviews. A good resume is your key to get-ting an interview. Most employers consider candidates based on a quick visual screening or computerized search of the resumes they receive. Employers then look for a match between their needs and the applicants’ qualifications and decide whom they wish to interview. Therefore, your resume must be organized, writ-ten, and formatted so that it passes both an initial screening and a more detailed analysis. This chapter explains how to create resumes that will pass these tests. Through the activities in this chapter you will prepare and evaluate a resume draft, make revisions, and format final print and electronic resumes.
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