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RESUME PREPARATION
Eclipse Personnel & Management Services Ltd. wants to ensure that our candidates are aware of the fundamentals of Resume Preparation to give them a distinct advantage of getting their Resume noticed by prospective employers.

Fundamental Tips
1. A Resume is a document, usually sent to a prospective employer beforehand and should represent a jobseeker's background and experience.

2. It should be a true and accurate reflection of a jobseeker's history. 

3. It should be tailored to each position and company to which the jobseeker applies. 

Writing Your Resume
In preparation to writing your Resume, you should do the following:-

(A)  Assemble your thoughts along these lines:-

(i) Objective:	State who you are and the skills that you have to contribute to the firm
       (ii)	List skills:	e.g., Project management, report writing etc.
       (iii)	Work Experience:	List chronologically – the last experience first:-
               	Example:  1.  Hunt & Grant Associate – Accountant - January–March 2016
                   2.  Spectacular Company – Payroll Officer - October–December 2015





	(iv)	Outline the duties and responsibilities for each position held
       (v)	Education:   List chronologically – the last place of study first:-
Example:  	1.  ACCA Level 2 – UTECH – 2014 to Present
		2.  BSc Management Studies – UWI - 2013


        	


	(vi)    Awards:  List chronologically – the last award first:-


Example:		Employee of the Year – Spectacular Co. – 2015
		Honour Roll – UWI – 2014



       


(vii)    Affiliations/Associations: List any boards or volunteer organizations

	(viii)	References available upon request.

(B)	Then place on paper.  Ensure that it is not over 3 pages or you will lose your prospective interviewer.








THE COVER LETTER
A cover letter provides a potential employer with a first impression of you. Many employers receive lots of résumés and applications so your cover letter needs to stand out in the pile. A cover letter should be attached to all résumés.

There are two types of cover letters:

1. One is written in response to an advertised position.

2. The other is a canvassing letter, written to a company/employer where there is no advertised position. 

Writing Your Cover Letter: 
1. Tailor your cover letter to each job for which you apply.
2. Type your cover letter, no handwritten work.
3. Be clear, concise and specific.


Cover Letter Formatting
1. Paragraph 1:	State the position you are applying for, the position number, and where you found out about it.

2. Paragraph 2: 	Tell the reader about your education and work background. Explain how your skills make you a suitable candidate for the position.

3. Closing Paragraph: Ask for action. State when you are available for interview and how you can be contacted.

4. End your letter with "Sincerely," followed by your name.
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Resume Template

Name:	_____________________________________       
Address:_____________________________________	 	
Telephone:___________________________________
Email: 	_____________________________________

CAREER OBJECTIVE
                                         _____________________________________        Write about your goals 
	                          _____________________________________
	                          _____________________________________
	                           _____________________________________

WORK EXPERIENCE
Employer:                         _____________________________________	    List dates and duties 
Duration:                          _____________________________________	    performed.
Duties performed:	_____________________________________
			_____________________________________
			_____________________________________
Work Skills:		_____________________________________         Employers look for skills
			_____________________________________         such as leadership, 
								                   problem-solving etc. 
Employer:	               _____________________________________	    List dates and duties 
Duration:	               _____________________________________	    performed.
Duties performed:	_____________________________________
			_____________________________________
			_____________________________________
Work Skills:		_____________________________________         Employers look for skills
			_____________________________________         such as leadership, 
								                   problem-solving etc. 
EDUCATION HISTORY
School Attended: 	_____________________________________
Current level:         	_____________________________________
Subjects Studied:	_____________________________________
								
	References are available upon request
[image: ]
1

image4.png
Cover Letter Outline
The following cover letter outline can be used as a guide. Fill in the blanks.

Your Address

Date

Name (where you are applying to)
Job Title & Address

Dear Mr./Mrs./Miss

Paragraph 1 (Reason for sending letter. DON'T SAY “I'm sending this letter...”)

Paragraph 2 (Brief description of yourself)

Paragraph 3 (Thank you for reading, ask for an interview, can be reached
at...and time)

Sincerely,

Your Name

Encl.
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WORD:

Use action words to describe your experience and accomplishments. You should use present tense (i.e.
manage” or “collaborate”) when describing tasks that you are still doing. Use past tense (i..

nanaged” or “collaborated”) when describing tasks that you are no longer doing.
- achieved - drafied - originated
o acquired . edited « oversaw

- adapted - eliminated « performed
- addressed - enforced « planned

« administered o established « prevented
o analyzed o evaluated « produced

- aniicipated - expanded « programmed
- assembled - explained « promoted
. assisted . forecasted « provided

- audited « formed « publicized
- budgeted - founded - published
- calculated - generated - recruited

o cenilized . guided « reorganized
« changed « hired « repored

« collaborated - implemented - researched
« composed « improved « resolved

« condensed o informed « reviewed

« conducted o insured o selected

- constructed - interpreted « separated

« contracted . interviewed o setup

« converted + launched « simplified
« coordinated - maintained . solved

- created - managed - surveyed

. cultivated o marketed . saffed

« demonstrated « minimized . supervise

- designed - motivated « ught

+ developed - negotiated o tested

o devised « oblained « wained

« discovered « operted . used

- doubled « organized
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