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 RESUME DO’S AND DON’Ts from Head2Head

As a recruiter you look at other people’s resumes all day long.  Yet when it comes to creating your own, it can sometimes feel like a daunting task.  To help you out, we’ve compiled a list of things that we look for in a resume of a Recruiter.  Based on our extensive experience, we know what information is important to our clients, and what you should include in your resume. We also know the common mistakes to avoid.  

Your resume is your personal presentation. Make it concise, easy and interesting to read; the potential employer should be interested enough after scanning your resume to ask you for an interview.

 

Do you want to have the advantage of a competitive resume? Here are Do’s and Don’ts.

DOs

“must have” -  basics:

DO write a chronological resume, with duties, responsibilities and achievements listed under each job. 

DO include your full address, phone numbers and email 

DO use bullet points, short sentences and interpunction

Example: 
· Liaised with senior management team to conduct recruitment needs analysis.

· Managed full recruitment life cycle support including sourcing, behavioral interviews, references, offers of employment, new hire orientations.

· In charge of staffing vendor relationships, including selection and pricing negotiation.

DO specify what positions you recruited for (industries, levels and type of positions)

Example: Finance - clerical staff, financial analysts - up to management level

IT - call centre, technical support, ORACLE programmers, Java developers- all up to mid level

DO explain how you source your candidates

Example: Job boards (name the ones you have used), employer referrals, personal network, direct sourcing (headhunting), professional organizations, job fairs.

DO list assessment tools you used

Example: Behavioral based interview (BBI), technical interview, situational interview, testing (be specific), panel interview, assessment centers, case studies.
DO use spell check and proof read.

DO ask your English Major friend to proof read again.

For a resume with an edge:

DO sell yourself -highlight your skills, abilities and achievements

Example:                                                

· Exceeds expectations in both a team environment and as an individual contributor. 

· Advanced business development/account management skills

· Exceptional relationships builder with strong coaching and consulting abilities.
DO use “power” words:   accomplished, achieved, assessed, assigned, assisted, conducted, confirmed, delivered, demonstrated, excelled, executed, etc.           

DO mention metrics

Example: placed 5 hires/month for intermediate level positions, with average 3 weeks time to fill 

DO include languages, with level of proficiency

Example: English, French – fluent, spoken and written; 

                Spanish – intermediate, spoken    

For a brilliant and innovative resume: 

DO say how you helped your employers to save money, make money, increase productivity or save time (remember, time is money); include numbers; be specific. 

Example: conducted recruitment for 200 open positions in four departments, generating revenues in excess of $480,000 annually;  

Sourced and hired 20 “hard to find”, specialized nurses in 3 weeks, which was instrumental in winning a government contract with revenue of $120,000. 

DO include facts and details supporting your skills, abilities and achievements

Example: 

· Exceeds expectations in both a team environment and as an individual contributor; received quarterly award for “Most Contributing Team Member” 3 times
· Advanced business development/account management skills; acquired and developed 3 new major accounts, generating $300,000 in billings in the first year.

DO tailor your resume to the job and the requirements of the potential employer; if you have a success story, or an example of a successful project relevant to the position, outline it a brief addendum. 

Example: the employer is looking for a strong sourcer; outline your strategy and execution of hiring these “hard to find” nurses for the government contract.    

DON’Ts

DON’T include your job as a cashier at MacDonald 15 years ago; concentrate on last 10 years

DON’T write an essay about each job using run-away sentences; read the text below and you’ll see why…

Example: Developed strong professional relationship with all internal clients as well as external vendors and networking partners and was accountable for recruiting & retention for all job levels.  Delivered resource service to clients including front-end analysis, panel interviewing, assessment, selection and feedback and designed and managed staffing programs, operations and process.  Implemented existing and new job descriptions and completed references/criminal checks on all candidates under consideration as well as was responsible for organizing set-up and compete orientation program for all new employees.  Drive the execution of the recruitment process, including, but not limited to creating job postings, sourcing candidates, pre-screen resumes, phone screen candidates, and make recommendations to Hiring Managers. 

See? You didn’t even want to read it.

DON’T be vague and boring

DON’T use fancy headers and fonts, or more than 2 fonts; avoid busy or cluttered look; 

Especially avoid fonts reminiscent of a teenager’ diary. 

DON’T mix your tenses

Example: 

implemented BBI training for hiring managers

devise sourcing strategy for open IT positions                

DON’T hide your address, phone number and email in a hard to find place; for example, at the  bottom or on the side of the page.

DON’T write your resume in third person

Example:

Mr. John Smith is an accomplished recruiter with outstanding results in placing candidates in hard-to-fill positions at company XYZ

And, last but not least: DON’T WRITE YOUR RESUME IN CAPITALS. 

