How To Make Simple Resume For A Job

RESUME

Name Michael Comoto
Degree Business Administration
Business Development
Job Title
Manager
Mationality German
Date of
197 306/12
Birth
Gender Male
e Desired Business Development
w Job Manager
\ r Address Lehmweg, 56
[ (9

45781 Mdnchen, Germany
Telephone +49 123 345 567 789

E-mail michaelEoomoto.com
Intermet http:Awwiwcomolo com
hitp:fapp.comato comicw/Res
Online CV
ume___ 4906392

Professional Summary

Comolo - take full control of your CV f Resume

This iz a CV / Resume Tempilate from comoto.com. Comolo is a senice for you where
WOl Can auto populate our templates with data of your cholce. You can start by
imparting your Linkedin profile lo make it easy and then larget that profile to the job
you are appiying fTor.

¥ou can have as many profiles with our mutipke CV feature if you want and Ihey can
inhert data from each other 5o that it is only the changed data that is spedial for a new
CV. Affter you have worked with vour data you can start exporting them in a wide
variety of CV / Resume Tempiates.

How To MAKE A SIMPLE RESUME FOR A JOB

CREATING A RESUME CAN FEEL LIKE A DAUNTING TASK, ESPECIALLY IF YOU’RE UNSURE WHERE TO START. A RESUME IS YOUR
FIRST OPPORTUNITY TO MAKE A LASTING IMPRESSION ON POTENTIAL EMPLOYERS. WHETHER YOU ARE A RECENT GRADUATE
ENTERING THE WORKFORCE OR AN EXPERIENCED PROFESSIONAL SEEKING NEW OPPORTUNITIES, A WELL-STRUCTURED RESUME IS
ESSENTIAL. IN THIS ARTICLE, WE WILL GUIDE YOU THROUGH THE STEPS TO CREATE A SIMPLE YET EFFECTIVE RESUME THAT
HIGHLIGHTS YOUR SKILLS, EXPERIENCES, AND QUALIFICATIONS.

UNDERSTANDING THE PURPOSE OF A RESUME

BEFORE DIVING INTO THE CREATION OF YOUR RESUME, IT’S CRUCIAL TO UNDERSTAND ITS PURPOSE. A RESUME SERVES SEVERAL
KEY FUNCTIONS:



1. FIRST IMPRESSION: |T PROVIDES POTENTIAL EMPLOYERS WITH THEIR FIRST IMPRESSION OF YOU AS A CANDIDATE.

2. SHOWCASE SKILLS: |T SHOWCASES YOUR SKILLS, EXPERIENCES, AND QUALIFICATIONS RELEVANT TO THE JOB YOU ARE
APPLYING FOR.

3. CALL To ACTION: |T ENCOURAGES EMPLOYERS TO INVITE YOU FOR AN INTERVIEW TO DISCUSS YOUR CANDIDACY FURTHER.

HAVING A CLEAR UNDERSTANDING OF THESE FUNCTIONS WILL HELP YOU BUILD A RESUME THAT EFFECTIVELY COMMUNICATES
YOUR VALUE TO EMPLOYERS.

CHoOSING THE RIGHT FORMAT

THE FORMAT OF YOUR RESUME IS CRITICAL AS IT AFFECTS HOW EASILY POTENTIAL EMPLOYERS CAN READ AND UNDERSTAND
YOUR INFORMATION. THERE ARE THREE COMMON FORMATS:

1. CHRONOLOGICAL RESUME

THIS FORMAT LISTS YOUR WORK EXPERIENCE IN REVERSE CHRONOLOGICAL ORDER, STARTING WITH YOUR MOST RECENT
POSITION. |T IS IDEAL FOR INDIVIDUALS WITH A CONSISTENT WORK HISTORY AND IS THE MOST WIDELY USED FORMAT.

2. FUNCTIONAL RESUME

THIS FORMAT EMPHASIZES SKILLS AND EXPERIENCE RATHER THAN WORK HISTORY. |T IS SUITABLE FOR INDIVIDUALS WITH GAPS IN
THEIR EMPLOYMENT HISTORY OR THOSE CHANGING CAREERS.

3. COMBINATION RESUME

THIS FORMAT COMBINES ELEMENTS OF BOTH CHRONOLOGICAL AND FUNCTIONAL RESUMES. |T HIGHLIGHTS RELEVANT SKILLS WHILE
PROVIDING A CHRONOLOGICAL WORK HISTORY. THIS IS A GOOD OPTION FOR THOSE WITH DIVERSE EXPERIENCES.

CHOOSE A FORMAT THAT BEST REPRESENTS YOUR BACKGROUND AND THE JOB YOU ARE APPLYING FOR.

EsseNTIAL COMPONENTS OF A RESUME

A SIMPLE RESUME SHOULD INCLUDE SEVERAL KEY COMPONENTS TO ENSURE IT EFFECTIVELY COMMUNICATES YOUR
QUALIFICATIONS. BELOW ARE THE ESSENTIAL SECTIONS TO INCLUDE:

1. CONTACT INFORMATION

YOUR CONTACT INFORMATION SHOULD BE PROMINENTLY DISPLAYED AT THE TOP OF YOUR RESUME. INCLUDE:

- FuLL NAME

- PHONE NUMBER

- EMAIL ADDRESS

- LINkeDIN PROFILE (OPTIONAL)
- Appbress (OPTIONAL)



2. OBJECTIVE OR SUMMARY STATEMENT

AN OBJECTIVE OR SUMMARY STATEMENT PROVIDES A BRIEF OVERVIEW OF YOUR CAREER GOALS AND WHAT YOU BRING TO THE
POSITION. THIS SECTION SHOULD BE CONCISE, TYPICALLY 1-2 SENTENCES LONG, AND TAILORED TO THE SPECIFIC JOB YOU ARE
APPLYING FOR. FOR EXAMPLE:

- OBJECTIVE: “DETAIL-ORIENTED MARKETING PROFESSIONAL WITH OVER THREE YEARS OF EXPERIENCE SEEKING TO LEVERAGE
EXPERTISE IN DIGITAL MARKETING TO DRIVE SALES GROWTH AT XYZ CoMPANY.”

- SUMMARY: “RESULTS-DRIVEN SOFTW ARE ENGINEER WITH EXTENSIVE EXPERIENCE IN DEVELOPING SCALABLE WEB APPLICATIONS.
SKILLED IN JAVASCRIPT, PYTHON, AND CLOUD TECHNOLOGIES.”

3. W oRrKk EXPERIENCE

THIS SECTION IS CRUCIAL FOR SHOWCASING YOUR PROFESSIONAL BACKGROUND. LIST YOUR WORK EXPERIENCE IN REVERSE
CHRONOLOGICAL ORDER. FOR EACH POSITION, INCLUDE:

- JoB TITLE

- COMPANY NAME

- LocaTion (cITY, STATE)

- DATES OF EMPLOYMENT (MONTH AND YEAR)

- BULLET POINTS SUMMARIZING YOUR RESPONSIBILITIES AND ACHIEVEMENTS

\W/HEN WRITING BULLET POINTS, USE ACTION VERBS AND QUANTIFY YOUR ACCOMPLISHMENTS WHEN POSSIBLE. For INSTANCE:

- “INCREASED SALES BY 209, THROUGH THE IMPLEMENTATION OF A NEW MARKETING STRATEGY.”
- "MANAGED A TEAM OF FIVE IN THE SUCCESSFUL DEVELOPMENT OF A NEW SOFTWARE APPLICATION.”

4. EDUCATION

INCLUDE YOUR EDUCATIONAL BACKGROUND, STARTING WITH THE HIGHEST DEGREE OBTAINED. FOR EACH ENTRY, INCLUDE:
- DeGRree TYPE (E.G., BACHELOR OF ARTS IN PSYCHOLOGY)

- MAJOR OR FIELD OF STUDY

- UNIVERSITY/COLLEGE NAME

- GRADUATION DATE (MONTH AND YEAR)

IF YOU HAVE RELEVANT COURSEWORK OR HONORS, YOU MAY INCLUDE THEM HERE AS WELL.

5. SkiLLS

THIS SECTION ALLOWS YOU TO SHOWCASE YOUR RELEVANT SKILLS. INCLUDE BOTH HARD SKILLS (TECHNICAL ABILITIES) AND
SOFT SKILLS (INTERPERSONAL ABILITIES). EXAMPLES INCLUDE:

- HARD SkiLLS: PROFICIENT IN MicrRosoFT OFfice, HTML/CSS, DATA ANALYSIS
- SOFT SKILLS: STRONG COMMUNICATION, TEAM LEADERSHIP, PROBLEM-SOLVING

MAKE SURE TO TAILOR THIS SECTION TO THE JOB DESCRIPTION, HIGHLIGHTING THE SKILLS MOST RELEVANT TO THE POSITION.



6. ApDITIONAL SECTIONS (OPTIONAL)

DEPENDING ON YOUR EXPERIENCE AND THE JOB YOU ARE APPLYING FOR, CONSIDER INCLUDING THE FOLLOWING OPTIONAL
SECTIONS:

- CERTIFICATIONS: LIST ANY RELEVANT CERTIFICATIONS YOU HAVE OBTAINED.

- VOLUNTEER EXPERIENCE: HIGHLIGHT ANY VOLUNTEER WORK THAT DEMONSTRATES YOUR SKILLS OR COMMITMENT.
- ProjecTs: IF APPLICABLE, INCLUDE PERSONAL OR PROFESSIONAL PROJECTS THAT SHOWCASE YOUR ABILITIES.

- LANGUAGES: LIST ANY LANGUAGES YOU SPEAK AND YOUR PROFICIENCY LEVEL.

FORMATTING YOUR RESUME

ONCE YOU HAVE GATHERED ALL YOUR INFORMATION, IT’S TIME TO FORMAT YOUR RESUME. A CLEAN, PROFESSIONAL LAYOUT IS
CRUCIAL FOR READABILITY. HERE ARE SOME FORMATTING TIPS:

1. FonT: CHOOSE A PROFESSIONAL FONT SUCH AS ARIAL, CALIBRI, OR TIMES NEw ROMAN. USE A FONT size BETWEEN 10-12
POINTS.

2. MARGINS: USE STANDARD MARGINS (1 INCH ON ALL SIDES) TO ENSURE YOUR RESUME IS NOT OVERCROWDED.

3. SPACING: USE ADEQUATE SPACING BETWEEN SECTIONS AND BULLET POINTS TO ENHANCE READABILITY.

4. | ENGTH: KEEP YOUR RESUME TO ONE PAGE UNLESS YOU HAVE EXTENSIVE EXPERIENCE THAT WARRANTS A SECOND PAGE.

5. FILE FORMAT: SAVE YOUR RESUME AS A PDF TO PRESERVE FORMATTING WHEN SENDING IT TO POTENTIAL EMPLOYERS.

PROOFREADING AND FINAL T OUCHES

AFTER COMPLETING YOUR RESUME, IT’S ESSENTIAL TO PROOFREAD IT FOR ANY ERRORS. FOLLOW THESE FINAL STEPS:

1. CHeck FOR TYPOS: CAREFULLY REVIEW YOUR RESUME FOR SPELLING AND GRAMMATICAL ERRORS.
2. CONSISTENCY: ENSURE CONSISTENT FORMATTING, SUCH AS FONT SIZES AND STYLES, THROUGHOUT YOUR RESUME.
3. Seek FeepBACk: CONSIDER ASKING A FRIEND OR MENTOR TO REVIEW YOUR RESUME AND PROVIDE FEEDBACK.

TAILORING YOUR RESUME FOR EACH JOB APPLICATION

W/HILE IT MAY BE TEMPTING TO SEND THE SAME RESUME TO MULTIPLE EMPLOYERS, CUSTOMIZING YOUR RESUME FOR EACH JOB
APPLICATION INCREASES YOUR CHANCES OF BEING NOTICED. HERE’S HOW TO TAILOR YOUR RESUME:

1. ANALYZE THEJOB DESCRIPTION: IDENTIFY KEYWORDS AND SKILLS MENTIONED IN THE JOB DESCRIPTION.

2. ADJUST Your OBJECTIVE OR SUMMARY: MODIFY YOUR OBJECTIVE OR SUMMARY STATEMENT TO ALIGN WITH THE SPECIFIC
POSITION.

3. HIGHLIGHT RELEVANT EXPERIENCE: EMPHASIZE EXPERIENCES AND ACCOMPLISHMENTS THAT DIRECTLY RELATE TO THE JOB
REQUIREMENTS.

CoNcLUSION

CREATING A SIMPLE RESUME FOR A JOB DOESN’T HAVE TO BE AN OVERWHELMING TASK. BY FOLLOWING THE STRUCTURED
APPROACH OUTLINED IN THIS ARTICLE, YOU CAN CRAFT A RESUME THAT EFFECTIVELY SHOWCASES YOUR QUALIFICATIONS AND
MAKES A STRONG IMPRESSION ON POTENTIAL EMPLOYERS. REMEMBER TO CHOOSE THE RIGHT FORMAT, INCLUDE ESSENTIAL
COMPONENTS, MAINTAIN A CLEAN LAYOUT, AND TAILOR YOUR RESUME FOR EACH JOB APPLICATION. \WITH A WELL-PREPARED
RESUME IN HAND, YOU’LL BE ONE STEP CLOSER TO LANDING YOUR DESIRED JOB. GOOD LUCK!



FREQUENTLY AskeD QUESTIONS

WHAT IS THE FIRST STEP IN CREATING A SIMPLE RESUME?

THE FIRST STEP IS TO GATHER ALL YOUR RELEVANT PERSONAL INFORMATION, INCLUDING YOUR CONTACT DETAILS, WORK
EXPERIENCE, EDUCATION, AND SKILLS.

How LONG SHOULD A SIMPLE RESUME BE?

A SIMPLE RESUME SHOULD IDEALLY BE ONE PAGE LONG, ESPECIALLY IF YOU HAVE LESS THAN 10 YEARS OF WORK EXPERIENCE.

\WHAT SECTIONS SHOULD BE INCLUDED IN A SIMPLE RESUME?

A SIMPLE RESUME SHOULD INCLUDE SECTIONS SUCH AS CONTACT INFORMATION, OBJECTIVE OR SUMMARY, W/ ORK EXPERIENCE,
EDUCATION, AND SKILLS.

SHOULD | INCLUDE AN OBJECTIVE STATEMENT IN MY RESUME?

YES, AN OBJECTIVE STATEMENT CAN HELP CLARIFY YOUR CAREER GOALS AND EXPRESS WHY YOU ARE A GOOD FIT FOR THE
POSITION.

How SHoULD | FORMAT MY RESUME?

USE A CLEAN AND PROFESSIONAL FORMAT WITH CLEAR HEADINGS, CONSISTENT FONT STYLES, AND BULLET POINTS FOR EASY
READABILITY.

\WHAT IS THE BEST WAY TO LIST MY WORK EXPERIENCE?

LIST YOUR WORK EXPERIENCE IN REVERSE CHRONOLOGICAL ORDER, STARTING WITH YOUR MOST RECENT JOB, AND INCLUDE JOB
TITLES, COMPANY NAMES, AND DATES OF EMPLOYMENT.

How DO | HIGHLIGHT MY SKILLS ON A SIMPLE RESUME?

CREATE A DEDICATED ‘SKILLS' SECTION WHERE YOU LIST RELEVANT SKILLS THAT MATCH THE JOB DESCRIPTION, USING BULLET
POINTS FOR CLARITY.

IS IT NECESSARY TO INCLUDE REFERENCES ON MY RESUME?

NO, IT IS NOT NECESSARY TO INCLUDE REFERENCES ON YOUR RESUME; YOU CAN STATE 'REFERENCES AV AILABLE UPON REQUEST/
INSTEAD.

How cAN | MAKE MY RESUME STAND OUT EVEN IF IT'S SIMPLE?

UsEe ACTION VERBS, QUANTIFY ACHIEVEMENTS WHERE POSSIBLE, AND TAILOR YOUR RESUME TO THE JOB DESCRIPTION TO MAKE
IT MORE IMPACTFUL.

SHOULD | CUSTOMIZE MY RESUME FOR EACH JOB APPLICATION?

YES, CUSTOMIZING YOUR RESUME FOR EACH JOB APPLICATION CAN SIGNIFICANTLY INCREASE YOUR CHANCES OF GETTING NOTICED
BY EMPLOYERS.

Find other PDF article:
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Make | Automation Software | Connect Apps & Design Workflows
Dec 9, 2024 - Automate your work. Make allows you to visually create, build and automate
workflows. User friendly no-code integration tool. Try it now for free!

Make Academy
Make Academy Welcome to the Make Academy, your free online resource for mastering Make at
your own pace. Earn badges to showcase your skills and grow with us! Start learning today!

MAKE | English meaning - Cambridge Dictionary
MAKE definition: 1. to produce something, often using a particular substance or material: 2. To
make a film or.... Learn more.

Make - definition of make by The Free Dictionary

1. To act or behave in a specified manner: make merry; make free. 2. To begin or appear to begin an
action: made as if to shake my hand. 3. To cause something to be as specified: make ready; make
sure. 4. To proceed in a certain direction: made for home; made after the thief.

Sign in | Make HQ
Connect apps #withMake From tasks and workflows to apps and systems, build and automate
anything in one powerful visual platform. Trusted by 500 000+ Makers | Free forever

MAKE - Meaning & Translations | Collins English Dictionary

Master the word "MAKE" in English: definitions, translations, synonyms, pronunciations, examples,
and grammar insights - all in one complete resource.

Make - Get started - Help Center
Learn to automate with Make: a comprehensive guide from first steps to advanced features, error
handling, and Al. Popular apps and new releases.

Pricing & Subscription Packages | Make
What happens if I run out of operations? What is Usage Allowance? What happens with unused
operations at the end of the term? Do extra operations in Make have an expiration date? What ...

MAKE | meaning - Cambridge Learner's Dictionary
MAKE definition: 1. to produce or create something: 2. to promise something, to say something, to
do something.... Learn more.

Do vs. Make: What's the Difference? - Grammarly
In summary, do is a versatile verb used for actions and tasks that are often routine or abstract, while
make typically refers to the act of creation, bringing something new into existence.

Make | Automation Software | Connect Apps & Design Workflows
Dec 9, 2024 - Automate your work. Make allows you to visually create, build and automate
workflows. User friendly no-code integration tool. Try it now for free!

Make Academy
Make Academy Welcome to the Make Academy, your free online resource for mastering Make at
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your own pace. Earn badges to showcase your skills and grow with us! Start learning today!

MAKE | English meaning - Cambridge Dictionary
MAKE definition: 1. to produce something, often using a particular substance or material: 2. To
make a film or.... Learn more.

Make - definition of make by The Free Dictionary
1. To act or behave in a specified manner: make merry; make free. 2. To begin or appear to begin an

action: made as if to shake my hand. 3. To cause something to be as specified: make ...

Sign in | Make HQ

Connect apps #withMake From tasks and workflows to apps and systems, build and automate
anything in one powerful visual platform. Trusted by 500 000+ Makers | Free forever

MAKE - Meaning & Translations | Collins English Dictionary

Master the word "MAKE" in English: definitions, translations, synonyms, pronunciations, examples,
and grammar insights - all in one complete resource.

Make - Get started - Help Center
Learn to automate with Make: a comprehensive guide from first steps to advanced features, error
handling, and Al. Popular apps and new releases.

Pricing & Subscription Packages | Make
What happens if I run out of operations? What is Usage Allowance? What happens with unused
operations at the end of the term? Do extra operations in Make have an expiration date? What ...

MAKE | meaning - Cambridge Learner's Dictionary

MAKE definition: 1. to produce or create something: 2. to promise something, to say something, to
do something.... Learn more.

Do vs. Make: What's the Difference? - Grammarly

In summary, do is a versatile verb used for actions and tasks that are often routine or abstract, while
make typically refers to the act of creation, bringing something new into existence.

"Learn how to make a simple resume for a job that stands out. Follow our easy tips and templates to
create an impactful resume. Discover how today!"
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