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Q. What is your favorite part of
your job? What do you like the
least?

Hearing the great reviews that
clients give us, how we save them
time and money, how we make the
research more fun, and how we
give them the tools to create a bet-

ter presentation for their clients. I
also like looking ahead and think-
ing of new ways we can use tech-
nology to make research more con-
venient and enjoyable.

As far as what I like least it would
go back to having to wait for some
of the industry to catch up and
wake up to what we are doing. Or
hearing the old excuse, "we always
do it this way."

For more information about
ActiveGroup, visit http://www.active-
group.net/. David Nelems has a dual
degree in Aerospace Technology and
Human Relations from Georgia State
University, and is currently the Chair

of MRA's Technology 
Council.
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How to Write a 
Knock-’Em Dead Resume 

Your resume is not intended to list every
task you've ever performed; it's not a job
description. It's a sales and marketing
tool, intended to quickly give readers an
honest sense of your skills, where you've
been and where you're going. If it gets
your phone to ring, it has done its job. 

So when making your pitch, remember –
less is more. Here are a few ways you can
help yourself decide what's important to
include for maximum impact: 

1. Carefully chose action words that 
convey clarity, focus and enthusiasm. If
you're lucky, your resume will get about
10 seconds of attention from your
prospective boss. Direct these eyeballs
carefully: 

Look beyond the usual for the strongest
and most accurate action words. Some
examples: 

Adapt Analyze 
Collaborate on Cultivate 

Defuse Harness 
Enhance Familiarize 

Foster Navigate 
Initiate Interpret 

Leverage Nurture 
Persuade Quadruple 

Streamline Synthesize 
Target Triple 

2. Eliminate unnecessary or weak words,
such as "which," "that," "there," "is,"
"was," "were," "has been," "have been" and
"responsible for." For example, "managed
office" is more direct than "was responsi-
ble for office management." Stronger
verbs and tight descriptions make your
resume crisp. 

3. Keep it simple. For example, write "use"
instead of "utilize." It's natural and more
easily read. 

4. Start every sentence with an action
word. 

5. Use present tense for your present job,
past tense for all previous jobs. 

6. Keep sentences brief. For example, if
you're changing careers, you may want
the first sentence of a brief goal state-
ment to read, "Transition to and establish
career in X." 

7. Instead of explaining big changes at
your current employment in detail, write
"Thrived amid four mergers/acquisitions."
From this brief sentence, readers can easi-
ly infer your flexibility and relationship
skills. 

8. Pretend you're the reader. As an
employer, what would you want to
know? 

by Scott Bennett, founder of

Click4careercounseling.com 

Writing your
resume should 
be the easiest 
part of your job
endeavors. 
Follow these 
quick and 
easy steps 
to a perfect
resume.  

Continued on page 13
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9. In what ways does your job
affect the overall success of your
employer? This core focus is what
really matters to any employer. 

10. What's your "elevator speech?"
If you ran into a prospective
employer in an elevator, how
would you describe what you do in
three or four concise sentences,
before the elevator arrives at the
employer's floor? Think about it.
Once you've figured this out, drop
the word "I" from each sentence
and, voila, you have the blurb for
your present position.
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Continued from page 12 Quick Guide to an E-mailable Resume

As the Internet becomes a factor in the job search process, so does the
use of email resumes. You can keep the process of creating an email
resume uncomplicated by following these steps: 

1. As some computer screens only read 60 columns across, set your page 
width to 60 characters. 

2. If your resume uses bullets, replace them with * or -.

3. Remove all tabs and where space is required, use the spacebar. Use 
spaces to separate jobs and paragraphs.

4. Only use keyboard symbols. Avoid "em" or "en-dashes." Don't use 
smart quotes or mathematical symbols. The rule is, if it isn't on your 
keyboard, don't use it. 

5. Save your file in ASCII format. Most modern day word processing pro
grams provide this feature.

6. Save the email version under a different name so you don't overwrite 
your original resume.

7. To post your resume, simply open the ASCII file, save or copy it, then 
paste into your email. After you have completed the conversion, send 
an email to yourself to see how it looks.

Your email resume is not going to be as attractive as your printed one, 
but it will be highly effective in getting your qualifications into cyber
space quickly, both in email and for posting to resume databases. 




