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In	or	Out	in	10	
Seconds…Or	Less

• The	first	3	Seconds
– Am	I	looking	at	the	right	resume?
– Do	I	see	any	issues?

• The	second	3	Seconds
– Does	it	look	like	a	reasonable	fit?

• The	last	4	seconds
– Are	the	details	there?
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Am	I	Looking	at	the	
Right	Resume?

View	next	slide	for	3	seconds…
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What	did	you	see?
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What	did	you	see?



Copyright	©	2017 www.onesourcetechnical.com

Resume	Format
• Headliner	or	banner	at	top	will	help	to	convey	what	you	do	quickly.
• Profile	section	(top	1/3	of	page)	will	quickly	convey	summary	of	

experiences.
• Start	Experience	right	after	the	profile.

– Chronological	– Most	recent	to	least	recent.
– Companies	– Size,	what	they	do,	and	what	markets	they	serve.
– Jobs	– What	specifically	did	you	do,	what	markets/industries,	quantify	results	

or	expertise.
• Education	– As	a	general	rule,	if	you	went	to	a	name	brand	school,	have	a	

recent	degree,	have	worked	less	than	10	years,	or	are	in	medicine	or	
academia,	education	goes	before	the	experience	section.

• No	pictures	or	cartoons,	made	up	logos	or	brands,	over	use	of	colors,	or	
weird	formats.

• Dates	– Just	the	year	is	sufficient.	Including	months	is	too	much	detail.	



Copyright	©	2017 www.onesourcetechnical.com

Direction



Copyright	©	2017 www.onesourcetechnical.com

Experience	
Summary
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Traits	you’re	
known	for
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Objective
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Short	
description	of	
company
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Bold	job	titles	
and	not	
company	
names
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Don’t	bold	
dates
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Explain	
short	

durations	
or	gaps
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Alternate	
date	
format
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Bullet	format
• Action	 task result
– Example:		Led	a	cross	functional	development	team	in	the	
development	of	an	interface	module	for	Toyota	resulting	in	
a	33%	improvement	in	performance,	a	10.5%	reduction	in	
cost,	and	was	delivered	to	the	customer	one	month	ahead	
of	schedule	to	save	a	major	account.

• Use	numbers	where	you	can.
• Make	your	whole	resume	results	focused!
• This	will	also	help	you	be	more	prepared	for	a	
behavioral	based	interview.
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Addressing	Issues
• OUT	– SHORT	DURATIONS

– If	you’ve	worked	for	more	than	3	companies	in	the	last	10	years	you	should	
add	explanations.

– Examples:	Company	was	sold,	Company	went	out	of	business,	Recruited	by	
XYZ	Company,	Relocated	to	location,	Layoff	due	to	lack	of	work,	Left	to	
broaden	experience,	Left	to	return	to	XYZ	industry,	etc..

• OUT	– LOCATION
– If	you’re	open	to	relocation	and	are	applying	to	positions	that	are	not	local	it	

might	be	helpful	to	explain.
• OUT	– WORK	AUTHORIZATION

– If	you	don’t	require	sponsoring	it	might	be	helpful	to	list	that.
• OUT	– CAREER	TO	HIGH

– If	you’ve	been	in	higher	level	positions	than	what	you’re	applying	for	it	might	
be	helpful	to	explain.

• OUT	– WRONG	PATH
– If	you	took	a	wrong	turn	somewhere	it	might	be	helpful	to	explain.
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