[IDA SHIFT21 Prep Sessions

The Do’s and Don’ts of Resumes



What is a resume?

e A resume is a document that lists
o your work experience and emphasizes skills
o education
o  volunteering and achievements

e A resume and CV (Curriculum Vitae) are different

o A CV emphasizes academic accomplishments
o  Used when applying for positions in academia, fellowships, and grants
o Can include publications, posters, and presentations

Think of a resume as Step 1 in a 3-step process
(1. Resume, 2. Portfolio, 3. Interview)



Resume Do’s

Basics for the
Interior Design Industry

DO proofread! Spell check, grammar check,
punctuation check, peer review

DO clearly identify your name and contact
information

DO lead with your Education until 1-2 years
within the industry

DO use action words and take credit for the
things you made happen

DO let others know if you have included
them as a reference

DO answer the question, “What does this

bring to the employer?”

DO study bad resume examples




Resume Don'ts

Basics for the
Interior Design Industry

DON'T write a novel for each job, keep it
concise

DON'T include unnecessary personal
information

DON'T include inaccuracies about your
qualifications or experience

DON'T use passive language and negative

comments about your former employer
DON'T include information that could work
against you (age, photo, GPA, etc.)

DON'T use that email address from 9th grade.
Make a professional one




consigliere
@moyodre

How would you write “I changed a
light bulb” on your resume?

@MuyiwaSaka

Single-handedly managed the suc-
cessful upgrade and deployment
of new environmental illumination
system with zero cost overruns
and zero safety incidents.

How do I use action words?
(Responsibilities vs Achievements)

Examples:

- Responsible for managing team of five sales
representatives

- Responsible for hitting monthly sales goals

- Responsible for communicating weekly with clients
to ensure success

VS

- Manage, mentor and develop a team of five sales
representatives

- Consistently attain and exceed monthly sales goals
- Lead weekly client meetings to foster open
communication and ensure ongoing success




How do I use action words? (Responsibilities vs Achievements)

Make it sound impactful with stronger descriptions:
e Prospect for new business opportunities by making cold calls and following up on leads.
VERSUS
o Aggressively prospect for new business by completing 50+ cold calls a day and pursuing leads to ensure
pipeline sufficiency.

Use keywords (employers may use an applicant tracking system):
e 3+ years of experience in web development

Convey relevant skills:
e Took coffee, food, and other beverage orders and prepared them for customers quickly and effectively.
e Delivered excellent customer service and prompt food and beverage delivery.
EQUALS

e “This person knows how to be efficient with their work and can be put in front of a client.”



What do you mean by visual hierarchy and consistency?

Jane Ahlgren
E-Mail: JUAblgren@gmail.com
Tel: 555-212-5551

Address: 134 Rightward Way Portland, ME, 04019

Objective
* To be an expert in my area of work, with passion for challenges, innovation and working
with people and communities.
« Seeking a role, where I will be able to apply my skills, work experience in project
management by making a difference through quality, with strict adherence in achieving the
organizational goals.

Summary
Healthcare PMP with years of experience managing various projects in a hospital. Cut costs by
significant amount in 6 months, dropped stockroom waste and reduces wasted foot traffic across
nursing staff and departments.

Academic Details
« Projeg! Management Institute — Received Project Management Professional certification
«  University of Southern Maine, BSN (1996-09 — 1999-05)

Technical Skills & Languages
+ Keynote, MS Office «  Spanish (intermediate)

‘Work Experience
Date of Joining: 2006-05 to 2017-01
Post: Project Manager
Organization: Seton Hospital, ME
“Ihe seope of work: Oversaw hospital projects with focus on reducing various costs. Oversaw “Just
10 Time Restock” project, which was aimed to cut stockroom waste. Implemented Lean Training and
Six St projects for all employees, which was aimed to cut costs. Created supply room
reallocation project, which was aimed to cut foot traffic for nursing staff and various departments.

Date of Joining: 2002-09 to 2006-05

Post: Chief Nursing Officer

Organization: Seton Hospital, ME

The scope of work: Led nurses with multiple project management duties. Managed nursing staff and
align them to new scheduling system. Implemented cost tracking project and managed projects for
lean training.

Date of Joining: 2000-03 to 2002-09

Post: Charge Nurse, Maternity

Organization: Seton Hospital, ME

The scope of work: Lead team of 15+ Maternity Ward nurses. Organized and coordinated a project
to donate expired supplies and equipment to charities. Implemented a patient tracking system to cut
data collection. Initiated various projects.

Hard and Soft Skills
« Leadership
«  Agile and Scrum
« Business Process Improvement
« Vendor Management

Project Scheduling

Jane Ahlgren

PMP, RN

Passionate heal

volume hospital. Cut costs by 32% in & months, dropped stockroom waste by 65%, and reduced

ithcare PMP with 10+ years experience managing various projects in  high-

wasted foot raffic by 88% across all nursing staff and departments. Seeking to leverage strong

P s. 's Hospital,
Experience
200605~ Project Manager
201701 Seton Hospital, ME
+ Oversaw all major hospital projects for 10+ years, focus on cost reduction.
+ Oversaw the “Just in Time Restock” project. Cut stockroom waste by 65%.
« Implemented the highly ean Training and Six cts
all employees. Cut costs by 32% in less than six months.
+ Created our popular supply room relocation project. Cut wasted foot traffc by
88% across all nursing staff and departments.
2002.00-  Chief Nursing Officer
2006-05 ‘Seton Hospital, ME
« Nursing leader for all 87 nurses with multple project management duties.
+ Switched nursing staffto new scheduling system for better cost managemen
« Implemented a new cost tracking proj
« Managed project for lean training of all nurses.
200003-  Charge Nurse, Maternity
2002:09 Seton Hospital, ME
+ Led team of 15+ Matemity Ward nurses for two years.
« Organized pired supplies and
equipment i 000
+ Implemented a new patient
 Initiated project for better gloving/gowning techniques. Infection-related
‘complications dropped 1% atter project's end.
Education
200820 Project Management Institute
2008.07 Received Project Management Professional certiication from PMI
199609-  University of Southern Maine, BSN
199905 « Andersen Postgraduate Fellowship 1o study advanced nursing techniques.
~ Managed a student project to develop a weekly nursing podcast.
+ Graduated Summa Cum Laude
Certificates
PMP, RN
Conferences
201420 ‘Guest Speaker, Northeast Shingo Lean Conference
Licenses

RN (73829)

Personal Info

Address
134 Rightward Way
Portland, ME, 04019

Phone.

555-212-5551

E-mail

JUAhigren@gmail.com

www

‘wwwjaneahigren.com

Linkedin
‘wwwlinkedin.comyin/jane-ahigren/
Skills

Leadership

Agile and Scru

Business Process Improvermient

Skiled in Keynote, MS Office
eecoe
Expent
Project Scheduling

°
Advanced

Strategc Planning

o
Intermediate
Communication Skills
(1}
Expert
Languages
Chinese
Spanish
L]
Intermediate



Resume Do’s

Visuals & Graphics

DO keep it simple - no need for an entire
brand/graphic identity here. Less is more
DO have visual consistency between your
resume, business card, and portfolio

DO develop a simple template of how you
want to communicate your information

DO consider your font choice and color you

may want to use to communicate the type of

work you’re interested in (font pairings)
DO establish a visual hierarchy on the page
with 1-2 two fonts (ex: all headers are the
same size, all body text is the same size)




Resume Don'ts

Visuals & Graphics

DON'T use tiny text or odd fonts. Fonts
should be legible on screen and in print, sized
between 11-13 points

DON'T do anything over the top (origami
resumes, scented paper, etc.)

DON'T create a resume that is unique in size.
Keep it on standard sized 8.5 x 11 paper

DON'’T make your resume a huge file size

DON'T focus on graphics, but do focus on the
written content quality




How can fonts work for you?
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How can you add visual emphasis?
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Use white space.
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WWWWHITSPE

ENTREPRENEURSHIP
HEART & ARROW DIGITAL DESIGN
FOUNDER | JANUARY 2013 - PRESENT
WWW HEARTANDARROWDESION COM

PERFORM ALL TASKS RANGING FROM FINANCIAL
T8 CLUENT CORRE £ 10 DESIGN

SERYICES INCLUDE 8LOG WEBSITE, SOCIAL MEDIA
PATTERN & PRINT APPAREL BUSINESS CARD, POSTERS
FLYERS CRAPHICS. LOGO + BRAND IDENTITY. & PUBLICITY

200+ CLIENTS FROM 13 COUNTRIES IN FIRST TEN MONTHS

STUDENT AMBASSADORS
PRESIDENT + SECRETARY
A UNCW STUDFNT ORGANIZATION
WHOSE MISSION IS TO SERVE PAST
PRESENT + FUTURE STUDENTS. | GAVE
CAMPUS TOURS. WORKED WiTH
UNIVERSITY  ADVANCEM aunew
RLUMN - THE GFFICE OF THE CHANCEL:
it bl iy

RESIDSNCE HALL ASSOCIATION
PUBLIC RELATIONS

WORK EXPERIENCE

LEMONSTRIPE DESIGN STUDIO
INTERN | SEPTEMBER 2012 - JANUARY 2
ASSISTED IN DAY 10 DAY TASKS INCLUDING umoucl
PHOTOGRAPHY. PRODU!
CORESPONDANCE. & WEB
HE ADOBE CRE

QUIXOTE GROUP
INTERN | APRIL 2012 - AUGUST 2012
ASSISTED ACCOUNT EXECUTIVES IN PUBLI
RELAT.ONS RELATED TASKS INCLUDNG WRING PRESS
RELEASES, SENDING PRESS RELEASES DEJIONING EMALL
NIWSLETTESS. MANAGING SOCIAL MEDIA ACCOUNTS
MANAGING PUBLICITY
LAWNDALE SWIM & TENNIS CLUB
HEAD SWIM TEAM COACH | 2009 - 2012

A UNCW 57 ..uur ORGANIZATION
WHOSE MISSION 15 TO PLAN PROGEAM
MING FOR RESDENTS MY JO@ WAS TO

CREATIVELY PUBLICIZE EACH EVENT
STUDY ABROAD AMBASSADORS
HONORS SCHOLARS ASSOCIATION

SURFRIDER FOUNDATION

UNIVERSITY OF NORTH CAROLINA WILMINGTON
TING MAY
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£ TO MULTITASK + ADAST
MAND PAINTING « EYE FOR DESION

Use color.
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What’s happening in the creative industry?

CAROL PAYNES

Interior Designer
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Interior designer resume

Art director resume

Photographer resume



How can you personalize it?

#®  Franklin Schamhart

Tearn kead dignal @ Suangelave
UX Designer @ Hesdcandy

UX Designer @ Strangeiove
Web Designer @ Blackorangs

e Designer & Media Repubinc

BA Commurscation b Medi Design

Multimedia Dewgn

Go clean Go unique

£ GRAPHIC DESIGNER

Detail oriented team player. Organized, flexible and able to meet

graphic designer in a position that will allow me
to utilize my experience in identity systems and %
logo design.

EDUCATION

bESIGNER PROFILE

PROFESSIONAL INTERNSHIP
e U 0585 RS

L

Go bold




Thank you!



