
The Compelling Resumé
Clean pressed clothing, polished shoes, and a fresh haircut. None of those efforts matter if you can’t 
get an interview. And your best tool to secure that interview? Your resumé. But creating a  resumé that 
really works for you, there’s the problem. Here are a few hints to help place you in front of the people 
you want to meet:

The resume itself should be attractive and inviting. Towards that end use only one typestyle, limited bold and italic type, clean borders 
(not a lot of levels of indentation) with blocks of information that are easily identified, large enough type to be easily read by those over 
40. Also, keep it brief. Three pages is generally the outside limit.

Remember the employer wants to be able to quickly determine the work you’ve done, when you did it, and for how long. And your goal 
is to make them see why you’d be an asset to their company. So: design your resume to help the employer evaluate you, but also 
to make sure they notice you. You have about 20 seconds to grab their attention. 

Be sure your most important information, your most applicable experience, is on page one. If your most recent experience is perfect for 
the job you want, use a reverse-chronological resume (listing your most recent job first, progressing through your career in reverse order). 
If not, consider moving jobs around a bit, so the experience you want highlighted shows up first, and then return to a reverse chronologi-
cal resume. Or compile a resume based on experience, without calling out under each job description where you did what. But if you do 
the latter, expect your interviewer to concentrate on pulling out what you did when and where.

Highlight your accomplishments. Demonstrate more than the day to day tasks you accomplished, but how you helped the company suc-
ceed. Note budgets/timelines you met, kudos you received, money you saved the company, successful projects on which you worked.

Add to each job description the tools you used to accomplish your work, and the technical environment within which you operated. 

Be careful using acronyms. Call out only the whole title, and also the sub-tools with which you worked. Less technical reviewers may not 
recognize what the title represents.

Consider ending your resume with a long string of key words, including every software/hardware tool you’ve used, to capture the atten-
tion of search engines.

Omit the words “I” and “me” when writing your resume.  Resumes alone require sentences with no subject, when you would be the 
subject.  It may seem odd, but it’s the rule.

Ask someone with a keen eye for detail to review your resume, to search for misspellings, grammatical errors, and dates that don’t make 
sense.

And of course, be honest and accurate.
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Resume writers often try to demonstrate advancement, yet leave the casual resume reader with the impression that the writer moved 
from one job to another too frequently. If you’ve had several positions at the same company, or worked with companies that merged, 
it can appear at first glance as though you’ve hopped around a bit. List the dates employed as one time frame, and then break out indi-
vidual positions as separate line items or paragraphs with the dates following the titles of each position you held:

2000 to present		  XYZ Company 
Manager, Infrastructure (May 2007 to present)
Project Manager, Windows 2003 implementation (March 2004 to May 2007)
Systems Engineer (March 2000 to March 2004)
Description of responsibilities and accomplishments.

Or

2000 to present		  XYZ Company / ABC Company
ABC and XYZ merged in 2003
Manager, Technical Publications (July 2005 to present)
Description of responsibilities and accomplishments.
Technical Writer (March 2000 to July 2005)
Description of responsibilities and accomplishments.

Also, the words you choose do matter! The following five rules of effective writing are excerpted from George Orwell’s 1945 essay, Politics 
and the English Language.  His advice on creating competent prose is often repeated and absolutely worthwhile. 

n Never use a metaphor, simile, or other figure of speech which you are used to seeing in print. 
n Never use a long word where a short one will do. 
n If it is possible to cut a word out, always cut it out. 
n Never use the passive where you can use the active. 
n Never use a foreign phrase,  scientific word, or  jargon word if you can use an everyday English equivalent. 
n Break any of these rules sooner than say anything outright barbarous.

On the following page is an example of a chronological resume in a format we admire.

“The Compelling Resumé”  was authored by Marjie Peterson, founder and CEO of MACROSTAFF.
©2008; all rights reserved.
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Name
Address
Telephone number
Email address

EXPERTISE
Over 8 years experience designing and developing scientific web sites; skilled at making complex material easily understandable. 
 
EDUCATION 
Bachelors of Science in Technical Communication, 1998 
University of Washington, Seattle, WA 
Graduated Magna Cum Laude, Phi Beta Kappa member, GPA 3.91 

EXPERIENCE
1998 to present		  MACROSTAFF Consultant to NOAA
Web Designer/Developer/Content Developer
Developed content for the website of NOAA’s Office of Response and Restoration (OR&R) Hazardous Materials Response Division 
(HAZMAT), including guided tours and special presentations. Converted text, images, and downloadable resources from a static HTML 
website into a dynamic database-driven site. Wrote online help, user’s manuals, and training materials for oil spill related software. 
Edited scientific publications and their metadata. Complete all projects on time or ahead of schedule, and within budget. 

1998			   The Zone Network, Seattle, WA
Web Development Intern 
Developed content for MountainZone.com’s co-branded website, SkiResorts.com. Researched information about lodging, restaurants, 
and entertainment for ski resorts, entered data in SQL and Access databases, and wrote and edited descriptive HTML files to introduce 
the database information to site visitors. 

1985 to 1991 		  First Interstate Bank, Seattle, WA
Senior Loan Support Officer
Prepared and edited documentation for commercial loans, including many participated and syndicated loans. 

TECHNICAL SKILLS
Software: Content Manager (a custom web-based content management system built using PHP and MySQL); Microsoft Office 2003 
including Word, Excel, Outlook, Visio, and PowerPoint;   Adobe GoLive CS; Adobe Acrobat 6.0; Adobe PhotoShop CS; Adobe Illustrator CS; 
Microsoft Visual C++ 5.0 Help Compiler; ResEdit 2.1.3. 
Operating Systems: Windows (XP and 2000) and Macintosh OSX. 

AWARDS AND PUBLICATIONS 
OR&R Recognition of Outstanding Performance (Safe Sanctuaries 2005) 
2001 MACROSTAFF MacroStars Award for Outstanding Performance 
Recipient of Henry L. Gray Memorial Scholarship 


