Jump into a New Career with a Brand New Resume 

Abby Locke 
Does this scenario sound familiar? You've spent the last 15 to 20 years building a successful career. You've made impressive achievements that would interest any employer. And you're well-respected by your peers. However, your current job doesn't have the same appeal that it used to, and you're ready for a complete career change. 

If you've found yourself in this situation, don't be surprised. It happens to the best us! At some point in our lives, we want more than just a job.

Regardless of how your personal interests have evolved and what your career goals are today, you will need an effective resume to help you make that transition. More importantly, as a senior-level professional making a significant career move into an entirely new industry or functional area, you will need a major resume makeover. Your main objective will be to maximize your past achievements while also reinventing yourself for a brand new career. 

But hold on -- before you dive into a resume-writing frenzy, you'll need to do your homework. Visit comprehensive websites like TheLadders.com to review job openings. Pay close attention to 5-10 specific opportunities and identify the required qualifications, experience, and expertise for your new job target. Once you've compiled critical information, there are a few techniques you should employ to make your resume distinctive. 

STEP ONE: Flip the Script
When creating a career change resume, the first thing you want to avoid is appearing like the wrong match for a position. Keep your career progression in chronological order as best you can, but be sure to emphasize the job responsibilities, achievements, and experience that are directly relevant to your new job target.

Take, for example, how a senior federal employee looking to transition into the corporate sector focuses on his executive management and leadership experience:

Before: 

2005-present: Assistant Special Agent in Charge at the Washington Division responsible for leading DEA and High Intensity Drug Trafficking Areas (HIDTA) enforcement activities in northern Virginia, the State of West Virginia, all Division administration and budget allocations, and various high profile programs i.e. (Recruitment, Training, and Demand Reduction). 

After: 

Assistant Special Agent-In-Charge, Washington, DC (2005 to present)
Provides pivotal leadership at the Washington Division heading federal drug operations in Washington DC, Maryland, northern Virginia, and West Virginia. Direct division administration, budget allocations, and oversee high profile programs including recruitment, personnel training, demand reduction, and division special projects. Created and developed "first-ever" division leadership program that promotes mentoring and hands-on experience/insight to executive management activities. 

· Human Resource Management: Pioneered complete turnaround in office morale and division productivity by instituting year-long training in financial management and general administration.

· Program Management: Revitalized recruitment program by assessing program effectiveness and creating increased momentum for achieving annual goals.

· Program Development: Conceived and coordinated new leadership program to advance leadership opportunities for senior-level employees.

 

STEP TWO: Highlight Your Volunteer / Community Work
Substantial volunteer work or community involvement is a viable source from which to draw valuable nuggets of information that validate your leadership skills and experience in your new target area.

Take a look at this example of a job seeker who was working in financial services, but wants to move into marketing / public relations. She has no professional, paid experience in that area, but has done plenty of work in marketing through volunteer positions.

Before:

Volunteer, Mahira School of Dance
Volunteer, Urban International Beat, Inc. 

After:

MARKETING & PUBLIC RELATIONS EXPERIENCE
 

Marketing Director, Urban International Beat, Inc. 
Work closely with executive team and marketing staff to develop strategic marketing plan for dance production company. Enhance company image through unique promotional programs and advertising initiatives. Volunteer position for five consecutive years.

Marketing Manager, Mahira School of Dance 
Planned and executed advertising production, marketing materials, public relations programs, and other special projects for start-up dance school. Generated creative marketing tactics targeting potential customers and event sponsors. Contributed talents and expertise on non-paid basis.

STEP THREE: Include a Testimonial
Using an endorsement from an industry expert, corporate leader, or experienced colleague can be a great addition to your career change resume. Strategically placing testimonials on the first page strengthens your personal profile or executive summary, but be sure it doesn't sound like a pumped-up endorsement. 

Below is an example of a testimonial on the resume of a bank branch manager who wants to secure a position as an accounting manager.

"Dennis worked well with all members of the accounting team...there were no discrepancies and assigned work tasks were completed according to written policies and procedures and GAAP standards...he demonstrated a good, basic understanding of essential equipment functions, operations, and applicable software in the accounting department." - Select comments from Daniel Steel, ABC Company's Corporate Accountant
STEP FOUR: Speak the Language
Do extensive research on your target positions. Research provides you with valuable keywords, industry jargon, and relevant language to incorporate in your resume. 

Here's an excerpt from the resume of a banker targeting non-profit management positions - this portion was used in her executive summary.

Articulate leader able to influence and solicit support from key executives, government officials, and community leaders. Expertise includes extensive knowledge and proven success in securing corporate funding and sponsorships. Repeatedly awarded for exceptional leadership in community affairs.

BOARD EXPERIENCE: Served actively on Board of Directors and committees for major business and community associations, including MD/DC Minority Supplier Development Council, Bank of America Mid-Atlantic Foundation, First Book DC Local Advisory Board, and Capitol Hill Association of Merchants & Professionals 
Note how she brought her volunteer work (a definite bonus in the non-profit world!) to the forefront of her resume.

STEP FIVE: Emphasize Your Personal Brand 
There is no limit to just how much personal branding can set you apart from the job search competition. This step is especially important when you're changing careers because it gives you an opportunity to link your personal strengths and unique value to your target position. A powerful branding statement used in the title header clearly communicates who you are and the benefits you bring to employers. 

For example, the federal employee (referenced in Step One) used a strong branding statement with a title-header to establish his credibility as an executive manager and to position himself for leadership in the corporate world. 

SENIOR OPERATIONS & MANAGEMENT EXECUTIVE
International Businesses - High-Growth Companies - Consulting
Raising the standards of organizational leadership and executive management through personal integrity and high level of professionalism. 
Remember that this is a career change resume, so you're not limited to using a functional format. Allow yourself to be creative and take the best of what you have to offer. Give your current resume a fresh, new makeover.
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