Top Secrets of Combination Resumes 

Steven Provenzano 
I've heard many job hunters downplay their resume as "just a piece of paper". Maybe you're one of those who believe, "My resume isn't perfect, but I'll explain myself in the interview."

But here's the catch: Your resume may prevent you from getting the interview. 

Rather than explain (yet again!) the ins, outs, and details of effective resume writing, I'll identify the Key Factors I've used with great success over the past 15 years. These Key Factors explain why resumes fail and how to get your resume noticed. Try them and increase your success in getting interviews.

Tell Employers What They Want to Know!
You're an employer. You've got a stack of resumes on your desk and a job to fill, right now. You've got requirements that candidates must meet before you'll even consider calling them. All you want to know from each person sitting on your desk is: What can you do for me? How can you fill this job effectively? Why should I talk to you? 

But wait a minute. As an employer, I want to see what you can do for me, but all your resume is telling me is what you've done for someone else. Of course I need to review your previous work experience and accomplishments, but how does all this apply to my situation? I don't have time to read 10 or 20 years of your work history before I decide to call you. 

This scenario illustrates why purely Chronological resumes, for the most part, are on the way out, and why combination resumes are on the way in. 

Market Your Skills and Abilities
Does your current resume market your most applicable skills and abilities, or is it a listing of your past? Extract these skills and abilities from your experience and sell them at the very top of your resume in a summary section, titled profile or experience. Follow this up with your experience, and you have an effective combination resume. 

To help drive home this point, I've enlisted the help of two top recruiters at Motorola headquarters in Schaumburg, IL.

Billy Dexter is Manager of University Relations and Rodney Gee is Manager of Staffing for the Land Mobile Products Sector. This sector is one of six in the company, and each sector can get up to 600 resumes per week from executives, professionals, and new graduates. "I have 900 resumes on my desk right now," said Gee. "A resume must be clear and tell us what you really want to do. Lead us in the direction you want to go," he said.

"We don't have much time to look at a resume, so it must have structure and consistency" said Dexter. "If a resume is too broad, we'll pass it over. Tell us about special projects, skill sets, computer languages, leadership activities, people or team leading skills, and types of things outside the classroom. If I have to search through a resume for these items, I probably won't read it."

Use the summary to take control of your resume, and focus on these key points.

Note that the summary section in a Combination resume is not about previous jobs, but rather develops those skills and abilities you believe are most important and relevant to the position you're seeking right now. Isolate your skills and sell them to the reader; don't discuss where you acquired them.

This is the heart of a Combination resume format. It combines a modified Functional (ability/skill) resume with a Chronological (job listing) resume. Your job descriptions below substantiate your abilities on top.

This sounds easy because it is! But it only works if you use clear, concise language to describe tangible, no-nonsense skills. Always steer clear of using fluff words in your summary such as "Self-motivated, hands-on professional with an excellent track record of..." Let's face it, the first two items in this sentence could be said about almost anyone. 

As for your track record, let the employer decide if it's excellent by reading about your abilities (on top) and your duties and accomplishments (under the Employment section). 

Avoid the ubiquitous (and space-filling) "References Available Upon Request" at the bottom of your resume. Employers will ask to see your references when they need them. When conducting a confidential job search, consider "CONFIDENTIAL RESUME" at the top of your resume, and/or stating this in your cover letter. Always respect the reader's intelligence!

"Predigest" Your Information
Employers don't want to think when they're reading resumes. Why trust an employer to study your entire work history and hope they find something interesting? Research the company's brochure, annual report and job advertisement, and tailor your resume as much as possible to the position.

Some Final Thoughts 
Although personal networking is the best way to get a job, having an excellent resume is another way to get an interview that can lead to a job. Of course, a brief cover letter should be targeted to the hiring authority whenever possible. Tell the reader what you know about their operation, and why you want to work specifically for his or her company. Make them feel like they're the only one getting your resume. 

When treated as a genuine writing project and not just something you "put together," your resume becomes a professional advertisement and can get you more, high-quality interviews. It can also save you time, money, and frustration. 

Consider this: a resume that's only slightly more effective than the one you have now could help you get a job weeks, or even months, sooner than your old resume.

Your resume is your life, your career on paper. Isn't it worth doing right? 
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