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Note from the Author 
 
 
 

An essential step in any job search is creating a resume that accurately and effectively 
describes your ability to perform a particular job. 

 
To be effective, your job search must open the door to interviews. If you aren’t getting 
interviews, it’s time to invest some time in your resume! 

 
Most people dread this step because they don’t know how to go about building their 
resume. 

 
This Build a Competitive Resume Program walks you through the process of developing 
your resume. 

 
Start by watching the video to understand the purpose of any resume and the most 
effective way to structure your resume. 

 
Read this eBook to: 

 
• Create the first draft of your resume 

 
• Evaluate your resume using the Competitive Resume Checklist 

 
• Request feedback from friends and colleagues to strengthen your resume 

 
I understand how difficult it can be to review your own resume. If you’d like a second 
opinion about the resume you build with this program, I’d be happy to work with you. 
See the last page of this eBook for details. 

 

 
 
 
 
 
 
 
 

David 
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What Makes a Resume Competitive? 
 

Before you begin to build your own resume, watch the accompanying video for 
information on: 

 
• The purpose of your resume 

 
• The main audience for your resume 

 
• How to structure your resume 

 
• How long to make your resume 

 
• What to include (and not include) in your resume 

 
• Critical tips on where to place your contact information 

 
 
 
 

Develop Your Competitive Resume 
 

After watching the video, begin to sketch out your resume. Start at the top and work your 
way through each section. 

 
Don’t worry about being perfect at this stage of the game. Just write down your best initial 
effort. Writing something down is better than leaving it blank. You’ll spend time editing 
and refining your resume content later. 

 
When you have completed your first draft, take a step back and review the entire 
document. It’s likely you’ll be able to make more enhancements during this first read 
through. You may discover a new way to word something or another accomplishment 
story may pop into your mind. Capture these improvements as they come to you. 

 
Then put your resume away for a couple of hours or a day. Then repeat the review process. 
What new ideas or enhancements can you add to strengthen your resume? 

 
Your next step is to complete the Competitive Resume Checklist on the next page to 
assess the strength of your resume. Be as objective as you can be as you do this review. 

 
Don’t get discouraged. If you find a weak spot, that’s great. It’s much better for you to see 
the gap than to learn about it during a discussion with a networking or hiring manager. 
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Competitive Resume Checklist 
 

After you’ve created a solid draft of your resume, use the following questions to assess 
how effectively your resume communicates your value and accomplishments. As you go, 
jot down the actions you need to take to strengthen your resume. 

 
  

 
Question 

Score 
(1 to 

5) 

 
 
Action Needed 

1 Is my target position immediately clear?   

2 Are the hiring company’s keywords clearly 
visible in the first fifteen seconds of reading? 

  

3 Are the strengths that would justify my 
getting this position immediately clear? 

  

4 Is the proof of these strengths immediately 
clear? 

  

5 Are the results of my accomplishments very 
clear on the left side of the page? 

  

6 Does the resume give a clear picture of who I 
am as a professional? 

  

7 Does my resume reflect back to the reader 
their priorities and words/phrases? 

  

8 Is my resume visually easy to read? Easy on 
the eye? 

  

9 Have I used a variety of words/action verbs to 
start my accomplishments? 

  

10 Is my resume error‐free both in content, 
spelling and consistency of formatting? 

  

11 Have I left the reader curious enough to 
need/want to interview me? 

  

12 Have I determined how I am going to deliver 
this resume to increase the chance it will be 
read? 
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A Few Pointers about Getting Usable Feedback 
 

After you do as much as you can to fill in the gaps you’ve found, it’s time to reach out to 
friends and colleagues to get their ideas and suggestions. 

 
Remember, creating a resume is more of an art than a science. You’ll find each person has 
their own opinions and suggestions about what’s right and what’s wrong with any given 
resume. 

 
At this stage you probably don’t want them to completely restructure your resume, 
besides you already know you are on the right track because you’ve structured your 
resume based on best practices. 

 
As you reach out for feedback think of people in your sphere who are good with words, 
who understand you, and who understand your target industry/field. These are the kinds 
of people who will give you the best input. 

 
Be specific in your request for feedback. 

 
• Ask if there’s any confusing wording. 

 
• Ask if they recall any other relevant accomplishments you could include. 

 
• Ask if there are better ways to articulate what you are trying to express. 

 
• Ask what kind of impression they are getting of you based on the resume content. 

 
• Ask for support in proofreading your resume – it’s difficult for any writer to spot 

their own errors. 
 

Don’t be discouraged if you receive conflicting feedback. Everyone will offer their own 
opinions. 

 
When you review the feedback, put yourself in the position of the hiring manager and 
Human Resources. Think about the position you are targeting and make the changes that 
are consistent 

 
• Is it relevant for the job you are applying for? 

 
• Does it make the connection between your skills and experience and the job 

requirements? 
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How the Resume Career Action Day Works 
 
 
Welcome to the Resume Career Action Day! 
What is the goal of a resume? Most people would answer; to get a job.  Actually, the 
goal for a resume is to get you an interview. You will get the job in the interview. 

Your primary goal in this program is to Build a Competitive, Interview-Winning Resume. 
Here's what it will take to achieve this goal: 

 
 

Clear + Concise + Compelling = Competitive 
 
 
Clear: Be crystal clear about the position you are targeting with your resume. 
Concise: Be able to describe your accomplishments in as few words as possible. 
Compelling: Describe your strengths and your background in a way that draws the 
reader in and invites them to reach out to you to continue the conversation. 
Competitive: Stand out from the crowd in a way that demonstrates your past 
experience, your ability to do the job, and your ability to solve their problems. 

 
 
We wanted to take a moment to give you an overview of how the Resume Career 
Action Day works. Here's what you need to know: 

 

 
 
1) This Program is Part of our Career Action Day Series. The Resume program 
consists of ten 1-hour sections. We recommend you plan to work each session in order 
to make the most progress. Depending on work style and need for progress, you'll be 
able to complete 1-3 segments each day. 

 
 
2) Here's the Outline of the Resume Career Action Day 

 
 
Hour 1: Target Position 
Hour 2: Accomplishment Stories 
Hour 3: Format Your Resume 
Hour 4: Compelling Impact Statements 
Hour 5: Draft Your Summary Section 
Hour 6: Evaluate Your First Draft 
Hour 7: Add Industry-Specific Keywords 
Hour 8: Close the Gaps 
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Hour 9: Customize for Each Position 
Hour 10: Gather Feedback about Your Resume 

 
 
3) Each "Hour" has Three Phases 
Although we will guide you through each step of the way, it will be helpful for you to 
have a sense of how each hour will unfold. 

• A training segment to give you new information and insights about 
how to approach your resume. In some cases this is something you'll read; 
in other cases it's a video or an audio. 

• A Do-It-Yourself segment to take action on your own profile. Focus on the 
areas of your resume that will help you make the most progress quickly. 

• A Time to Reflect - Take a moment to take note of what you learned during 
the hour. Then consider whether you are in a good place to move to the next 
hour. There are two elements you will want to consider: 

 
 

1.  Do you feel comfortable with the concepts presented in the training 
segment? 

2.  Do you feel you've made a good first attempt at applying what you've learned? 
 
 
If you answer "Yes" to both of these questions, then you are most likely ready to move 
to the next hour. 

 
 
Would You Like Assistance: As you progress through this program, you may find 
you'd benefit by having a bit of assistance. In addition to the program you are working 
on, we have support options which can assist you with a resume review and resume 
coaching. Be sure to check out the Chapter titled ‘Like Assistance’ if you would like 
further support. 

 
 
4) After You Complete the Program Check out the BONUS Section. Given that 
you are working on your resume, it's likely you are in job search mode. As a bonus, 
we've provided you with a copy of our Job Search Scorecard where you can evaluate 
whether you have gaps that are sabotaging your job search results. 
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5) If you have logistics questions... 
Please send an email to SupportTeam@KielerCareerConsulting.com 

 
 
Okay, you are ready to get started…. 

mailto:SupportTeam@KielerCareerConsulting.com
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Resume Hour 1: Confirm Your Target Position 
 
Before we begin, let's clarify a few terms 

 
• Master Resume - This is the resume you create that includes all your positions 

and a full description of the impact you've had in each position. You'll use your 
master resume as a reference document, but you won't send it off to anyone else. 
To guide you in creating your Master Resume, you must have a clear sense of the 
position you are targeting in your search. 

• Generic Resume - You may be accustomed to creating a generic resume for a 
particular kind of position you are applying for. So if you apply for Marketing 
Manager Position, you pull up this generic resume that addresses the skills needed 
for a Marketing Manager position. Generally speaking, you want to avoid using this 
resume when you apply for jobs because it doesn't address the needs of the 
particular hiring company, and therefore, you won't stand out from your 
competition and you'll have lackluster search results. 

• Tailored Resume - This resume is customized to address the requirements for a 
particular job opening in Company XYZ. This program will show you how to create 
a concise, compelling, and competitive resume that's tailored for each position you 
apply for. 

 
 
Your Best Strategy 
To build a Competitive Resume, you must have a clear sense of the position you will be 
targeting in your job search. 

If you are applying to any position that looks like you "could do that," then you are 
going to be scrambling constantly to get a polished resume ready each time. 

Spend some time thinking about the position that will be the best fit for you. Think of 
your: 

• Skills - What are your favorite skills to use on the job? 
• Experience - What's your most prominent experience that can prove that you are 

capable of doing the job? 
• Education - What training programs, certificates, or degrees do you have that can 

boost your credibility? 
• Personal Qualities - What qualities are you known for on the job? 

 
 
What positions come to mind as you review your answers to these questions? If this 
area really puzzles you, let’s talk about a quick way to clarify this before you go on. 
Email me at ConsultingSupport@KielerCareerConsulting.com for coaching support.  

mailto:ConsultingSupport@KielerCareerConsulting.com
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If you need to find a position quickly, you'll want to focus on the job that is most 
similar to the work you've done in the past. You already have proof points in your 
recent work history that will help employers see your value. 

 
 
If you have a bit more time or if your recent position is no longer a viable 
path, then you'll need to figure out the best way to position yourself as a viable 
candidate. Could you do the same function in a different industry? Or could you 
continue working in the same industry in a different function? 

 
 
If you want to change both your industry and your function, please realize that 
this path will likely lengthen your job search because you won't have proof points built 
into your recent work history. You'll need to seek out activities and opportunities that 
help you close these gaps. Again, if this area is stumping please contact me before you 
go further.  

 
 
Search for Inspiration! 
Now that you have some ideas about your possible target position, it's time to embark 
on a 30-minute treasure hunt of sorts. 

• Use your most targeted keywords to search online job boards such as 
Indeed.com, Monster.com, SimplyHired.com, Dice.com, Ladders.com, or 
industry-specific job boards to uncover job descriptions that are the closest 
match to your target position. 

 
 

• Your goal is to capture the three best job titles/job descriptions. When 
you find possible candidates, copy and paste the entire description into a Word 
document. If you like to reference paper copies, consider printing out your top 
three descriptions for future reference throughout this program. 

 
 
TIP: Highlight the most relevant keywords in the job descriptions. You'll be using these 
keywords throughout this program. 

 
 
Claim Your Target Position 
Have you been able to identify your target position? 

 
Are you able to state the job title(s) that are typically used by companies looking for 
someone who does what you do? 

• If yes, you are ready to move forward to Hour 2. 

mailto:ConsultingSupport@KielerCareerConsulting.com?subject=I%20need%20assistance%20with%20the%20EBook%20-%20Resume%20Program


6 
 

• If you have multiple targets, get clear now!!! If you are confused about which 
position you are targeting, you'll confuse yourself, your contacts and potential 
employers. 

 
 
• If you aren't sure what your target position is, it's going to be really difficult 

to create a targeted resume. With a generic resume, you'll have a difficult time 
attracting attention. At this point we recommend one of two actions. Either use 
your best fit job description as your guide for now, or, if you are really feeling 
confused about your target, email us at 
ConsultingSupport@KielerCareerConsulting.com so we can point you to a program 
that is specifically designed to help you identify your target position quickly. 
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Resume Hour 2: Build Your Database of 
Accomplishment Stories (CHAIS) 

 

 
 
The next step in preparing to write your resume is to build a database of 
Accomplishment or Impact Stories--in a particular format. In this Hour you'll select your 
most powerful stories and begin writing your first story using the CHAIS format (more 
on what that means below). 

 
Select Key Projects from Your Past 
Create a short description of three projects or situations from your history that: 

• Made you most proud 
• Gave you the most pleasure 
• Resulted in positive feedback 

 
 
Describe two projects or situations from your most recent position that: 

• Made you most proud 
• Gave you the most pleasure 
• Resulted in positive feedback 

 
 
CHAIS Story: Understanding the Format 
A CHAIS Story incorporates the following elements: 

 
 
1.  Challenge – The problem / situation / project / opportunity for improvement you 

faced 
2.  Hurdle – What you handled or got past in this situation 
3.  Action – What you or your team did in this situation (use action verbs here) 
4.  Impact – How your actions impacted the organization 
5.  Skills – The skills, strengths and personal characteristics you relied on in this 

situation 
 
Write Your First CHAIS Story 
Take one of the key projects you listed above. Then begin writing a sentence or two for 
each of the elements of the CHAIS Story. 

 
 
Challenge: 
Hurdle: 
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Action: 
Impact: 
Skills: 

 
 
Over time you'll add more and more CHAIS Stories as described below. 

 

 
 
Begin Your CHAIS Database 
Complete the CHAIS Database Worksheet below and begin entering the pertinent 
information for your first CHAIS. 

• Start by entering a short synopsis of your first CHAIS Story in column B. 
• Then transfer the 10-15 most relevant skills, strengths, and personal 

characteristics from the target job listings you reviewed in Hour 1: Target 
Program. You'll write one keyword, skill, or phrase on row 3 beginning in column 
D. (You can replace the sample skills we've entered into the database.) 

• Identify which of these skills, strengths, and personal characteristics are addressed 
in each CHAIS Story by entering an 'X' in the corresponding cell of the database. 
See the sample CHAIS Story in row 5 for a visual sense of how this will look. 

 
 

TIP: If there's not much of a match between the skills you've pulled from your 
target job listings and your CHAIS Stories, consider whether this position is a 
viable target for you. Remember, employers are looking to hire people who have 
experience that's relevant to the position for which they are hiring. You've got to 
be able to connect the dots between your experience and their position to be a 
candidate likely to be hired. 

 
Build Your CHAIS Database 
Clearly, you are going to need more stories to illustrate the impact you've had in 
various positions. The rule of thumb is to shoot for: 

• At least one story for each project you've worked on. 
• If your position isn't project-based, then create at least one story for each year 

you've held the position. 
 
 
The more stories you have spelled out in your database, the easier it will be to describe 
the impact you had in each position on your resume. You'll be using these CHAIS 
Stories in Hour 4 when you add Compelling Impact Statements to your resume. 



9 
 

Set Your CHAIS Story Goal 
While you are actively working this program, we recommend that you set a goal to add 
2 CHAIS Stories to your database each day. 

 
 

• As you finish review the materials in this program, you can see how many CHAIS 
Stories you have outlined and how many gaps you have in your CHAIS 
Database. Consider how quickly you want to move into active job search. Then 
choose a number of CHAIS Stories you will write per day or per week. Ideally 
your goal will be specific, attainable, and a bit of a push...say 1 CHAIS Stories a 
day or 5 CHAIS Stories per week. 

 
 
TIP: You won't use all of your CHAIS in one resume. You will pick and choose the 
stories that are relevant to the position for which you are applying. Remember, the 
more compelling your stories, the more likely you are to attract the attention of hiring 
managers/recruiters. 

 
 
Worksheet: 

- CHAIS – Stories Database.xls 
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Resume Hour 3A: How to Format a 
Competitive Resume 

 
 
 

To Get Called in for an Interview, Your Resume Must Pass Two Tests 
 
 

Resume Test #1: Make a great first impression! 
 
 

Resume Test #2: Prove you can do the job! 
 
 
For this assignment, you will need to watch a video.  To access this video, you will need 
to go to a page on my website available only to people in this program. That page 
location is here:  http://www.kielercareerconsulting.com/resumeprogram-ebook  

 
Enter the password: KCCResumeProgram 
 
In the video you'll discover how to develop a competitive resume that passes these two 
tests. You'll discover the purpose of any resume and the most effective way to format 
your resume. 

After you watch the video, move to the next assignment in this hour to begin crafting 
the first draft of your resume. We've included screen shots from this video in the next 
assignment to give you the visual references you need to format your resume. 

 
 
Enjoy...... 

http://www.kielercareerconsulting.com/resumeprogram-ebook
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Resume Hour 3B - Create Your First Draft 
 
Now it's your turn! 

 

 
 
Sketch out the first draft of your resume. (Spend no more than one 

hour on this first draft) 
• Start by getting the basic formatting in place. You aren't looking for perfection 

here; your goal is to get all the sections and the corresponding content in the 
right places. 

• Then begin adding in details to fill in gaps in your first draft. Again, just make a 
stab at adding additional details. Perfection not required! 

 

 
Visual Guides for Creating Your First Draft 

• Below are screen shots of each section of the resume from the video you 
watched in the last assignment. 

• Consult the Resume Worksheet Template if you prefer to use a template 
 
 
Top of Page One of Resume 

• Your Contact Information. 
• Your Summary Section (You will work on this section in the next hour. Just leave it 

blank for right now.) 
• Accomplishments (You will work on this section in the next hour. Just leave it 

blank for right now.) 
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Bottom of Page One of Resume 
• Your professional experience including the company name, location, state, your 

job title, the dates you had this position, and bullets for your impact statements. 
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Page Two of Resume 
• Any Remaining Professional Experiences - going back 10-12 years 
• Your Education 
• Professional Development and Training 
• Technical Skills (If you are targeting a technical position...otherwise, leave this 

section off) 
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Bottom of Page Two of Resume 
• Other Relevant Experience 
• Interests 
• Quotes / Feedback 
• Footer Information 
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Worksheets: 
- Resume Template 
- Build A Competitive Resume 
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Resume Hour 4: Create Clear, Concise and 
Compelling Impact Statements 

 
Now that you have an initial draft of your resume, it's time to strengthen your resume 
with statements that highlight the impact you've had in your work. 

 
 
Revisiting Your CHAIS Stories 
Remember in Hour 2 you identified a set of projects that were meaningful to you. You 
may have used the following outline to build out the points that best tell the story-- 
from the Challenge and the Hurdle to the Actions you took, the Impact you had, and 
the Skills you used. 

You also started a database of CHAIS Stories where you tied each story to the skills, 
strengths, and personal characteristics that are relevant. The more stories you have 
spelled out in your database, the easier it will be to create Impact Statements for each 
position you include in your resume. 

 
 
Convert Your CHAIS Stories into Impact Statements 
Because space in your resume is limited to two pages, you won't be able to include all 
the details of all of your CHAIS Stories in your resume. Also here you are trying to get 
the interview not the job.  The rest of the story belongs in the interview and will allow 
you to be a stellar interviewee. 

Instead you are going to use the Impact and possibly Actions to describe the results 
you've had that are relevant to the position you are targeting. 

 
 
Your Impact Statements will have the most punch when they are framed in way that 
highlights the quantitative impact you had on the company's bottom line. 

• Think about the business result/impact; what changed, increased or 
decreased? 

• When possible, quantify the impact by stating the numbers, dollars, time, or 
percentages associated with your results. 

• Your goal is to describe how your efforts impacted the company's bottom line. 
• When you don't have actual results, it's fine to say you've estimated or 

approximated your impact. You can also use this as an opportunity to renew 
your networking connections with colleagues and managers from that era. In 
your conversations with them, ask what they know or remember about the 
impact of the project you worked on. For projects that stopped mid-point, 
describe how far you got in the process.  

The following sample statements illustrate the best way to create these statements. 
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Sample Impact Statements 
(See CHAISE – Stories Database if you'd like a copy of these sample Impact 
Statements.) 
Initial Attempt: Responsible for development and implementation of process controls. 

 
 
Better: Transformed organization through implementation of process controls resulting 
in reduction of cycle time from 21 to 3 days with 70% improvement in engineering data 
accuracy. 

 
 
Best: 70% improvement in engineering data accuracy and reduction of cycle time from 
21 to 3 days by transforming organization through design and implementation of 
process controls. 
~~~~~~ 

 
Initial Attempt: Managed introduction of “High Performance Work Place.” 

 
 
Better: Led development and implementation of “High Performance Work Place” 
resulting in improved plant operations. 

 
 
Best: Spearheaded 20% improvement in plant operations by pioneering the 
development and implementation of “High Performance Work Place.” 
~~~~~~ 

 
Initial Attempt: Collected bad debts and managed new debts. 

 
 
Better: Collected bad debts and managed new debts.  Over six-month period reduced 
accounts receivable by 25%. 

 
 
Best: 25% Reduction in accounts receivable over 6-month period by collecting bad 
debts and managing new debts to 90-day terms. 
~~~~~~ 

 
Initial Attempt: Conducted multiple training programs in numerous countries which 
reduced customer problems. 
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Better: Conducted more than 20 customer service training programs throughout 5- 
countries reducing customer complaints by 35% in a 1-year period. 

 
 
Best: 35% reduction of customer complaints in a 1 year period by conducting more 
than 20 customer service training programs throughout 5 countries. 
~~~~~~ 

 
Initial Attempt: Developed and implemented standardized and consolidated tracking 
mechanism for preclinical contracts saving. 

 
 
Better: Developed and implemented standardized and consolidated tracking 
mechanism for preclinical contracts resulting in cross-functional time saving and 
negotiation of $240K refund. 

 
 
Best: Negotiated $240K refund within first 3 months and saved time across functional 
areas by developing and implementing a standardized and consolidated tracking 
mechanism for preclinical contracts. Aided consistency and transparency between 
contract milestone payments and financial updates and analysis. 

 
 
Worksheet: 
- CHAIS – Stories Database 
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Resume Hour 5: Draft Your Resume Summary 
and Accomplishments Section 

 

Often the section of your resume that's most difficult to write is the Summary Section 
and the Accomplishments Area. 

 
 
Even though these sections are at the top of your resume, don't write them first. You 
don't yet know what's going to be included in the details about your experience, so how 
can you possibly know how to craft a strong summary? 

 
 
After you have a working draft of your resume, you can start thinking about how you 
want to position yourself for this job. Then you Summarize! 

 
 
Here's how this section is structured: 
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Summary Section 
In this section you'll include the following: 

 
• Your target job title 
• The keywords that highlight your strengths that are desired by the company 
• A paragraph with a description of your caliber - This is an area where you can 

bring together a strong statement that highlights what you are known for, what 
the hiring manager is looking for based on job description, and unique 
information about your history that you'd like to showcase as well as your 
personality. 

• List of key skills/technology (usually included for highly technical positions and 
managerial positions) 

• A bulleted list of key accomplishment (see below) 
 
 
 
Key Accomplishments Section 

 
 
This section provides the reader with a series of Impact Statements that briefly 
summarize the CHAIS stories you generated earlier. These impact Statements usually 
replace or build on the duties and responsibilities most people have on their not so 
competitive resumes. 

 
 
These impact statements have the format "Impact by Actions," for example: 

 
 

Generated 35% improvement in cycle time by designing, 
implementing and refining new workflow management system. 

 
 
Please make sure the relevant impact statements follow immediately after your 
summary section as these brief stories provide the proof of the claims you made in the 
earlier keywords. 

 
 
TIP: If you need to shorten your resume AND the impact statements you wish to 
showcase were achieved in your last job or two, you can omit the "Accomplishments" 
section as the reader will still get to these stories quickly. Instead just move straight to 
the reverse chronological "Professional Experience" section and include your impact 
statements there. 
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Resume Hour 6: Evaluate and Refine the First 
Draft of Your Resume 

 
Now that you have drafted your resume, take a moment to evaluate your resume using 
the Competitive Resume Checklist below (Word or pdf). 

As you review your resume using the checklist, make a list of the changes you want to 
make to clean it up, strengthen it, and punch up the zing factor. Use the checklist as a 
source of prompts, but feel free to make note of any changes (additions, subtractions, 
modifications) that you notice. 

 

Where to Start 
As you review your list of ideas, you'll probably notice that some items look fairly easy 
to take care of and others feel a bit more daunting. 

• Your easy list might include: fixing typos, adding in a new detail that came to 
you during your review, or researching the name of the course you took several 
years ago. 

• Your other list might include: figuring out how to deal with a gap in your 
resume, how to describe your impact on a project that's relevant to a new 
opportunity, how to add more zing to your summary statement. 

 
Start with What Feels Easy! 
Take care of the easy items immediately. This simple choice will give you an immediate 
sense of progress--in marking things off your checklist and in seeing the enhancements 
in your resume. 

 
 
Tackle Your Challenging Items 
Don't try to handle all of your tough items in one sitting. Space them out so that you 
can really concentrate on one of them at a time. Prioritize the items on this list. 

 
 
Prepare 

• Choose one of your tough items and begin thinking about ways to 
approach it. When you brainstorm possible ideas and solutions, jot them down 
on paper---not right in your resume. Having your ideas on paper allows you to 
review them and discard any that don't make sense. You can rearrange them, 
group similar ideas, and prioritize your tasks more easily. 
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• Ask yourself why this particular item feels challenging. Are you unsure 
what to do? Do you need more information? Do you need to talk it through with 
someone? Do you need to create a strategy to close this gap in your resume by 
adding experience?  If you don't have the knowledge or experience need to 
complete a section, return to one of the other assignments to get clarity, do 
some research, figure out what you can do to close the gap in your resume 
(Hour 8), or set up a coaching session. 

Write 
• Start by creating a draft of this section. It can be messy, incomplete, and 

even annoying! Just get something down. You aren't looking for quality here; 
you are looking for words on the page that can serve as a starting point. 

• Then...step away from this task. Go do something else. Take a walk, play 
with your pet, talk with your kids, read something different, take a nap. Clear 
your head! 

• After a couple of hours, come back to your first attempt to solve this 
challenge. As you read it for the first time, notice what works...and what 
doesn't work. Focus on making tweaks to what doesn't work to bring more life 
into those sections. 

• You may need to repeat this process several times to get it to feel 
right. When you've got the section working to some degree, add the section into 
your resume if you haven't done that already. See how it looks in its location. 
Sometimes you'll have new insights at this stage. 

• When you get stuck again, let it go for now. Come back to it later. Ask a 
friend or colleague to look at it with you. Sometimes in explaining where you are 
feeling stuck you'll see it in a new way and find a new path forward. 

• Although this process may feel a bit foreign to you, this iterative editing 
process that we recommend is how writers create concise pieces that catch and 
keep your attention. If you are trying to write a perfect resume in your first 
draft, you are asking the impossible! You'll get there by making a stab at a 
section, then returning to it multiple times until you've gotten it as far as you 
can. 

 
 

Add Extra Polish to Your Resume 
As you finish your updates, set aside 30 minutes to run through your resume for a 
series of double-checks. 

1.  Scan your resume for formatting - Don't worry about the content or the wording 
at this point, just look at your formatting. Is there anything you can change to make 
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it easier to read? Can you make a slight change in your wording to remove a single 
word dangling on its own line? Can you clean up the alignment for your indentations? 
Can you fix the bolding so it's more consistent? Does your bolding highlight key 
points or do you have too many things bolded that take away from the visual impact 
you are intending to have? 

2.  Now turn to the wording and grammar - Often we are so familiar with what we 
want our own document to say that when we scan it, the words are just how we want 
them to be. Upon closer look, however there may be missing words, words out of 
order, misspelled works, tense issues, pronoun conflicts. There are a few tricks to this 
phase. 

 
 

A) Read your resume, slowly, out loud. Read exactly what you see on the 
screen/paper to catch inconsistencies and gaps. If you find yourself saying something 
different than what's on the page, explore whether that's a better way to word that 
section 

 
 

B) If you are accustomed to working on your computer screen, you may see different 
issues if you print out your resume. 

 
 

C) Start reading from the end of the resume--sentence by sentence in reverse--to 
spot the gaps. 

3.  Finally step back to take a look at the meaning - After looking that the 
mechanics of your resume for a while, it's a good idea to open up to the big picture 
again to make sure that the resume you are creating aligns with your current 
purpose. Look at each sentence, each section, each position to confirm that it's 
relevant, that it communicates what you want, and that it's in the best order. 

 
IMPORTANT TIP! 
Before you send your resume off for any reason, have someone else review your 
resume. They will have a fresh perspective and see things you aren't seeing. Be specific 
in asking them to proofread what is written--punctuation, spelling, and formatting. You 
aren't asking them to rewrite your resume for you, as they won't be familiar with the 
specific resume techniques you are learning in this program. 

 
 

Worksheet 
- Build a Competitive Resume - Checklist 
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Resume Hour 7: Add Industry-Specific 
Keywords 

 
In this module you gain insights on how to polish your resume in ways that will ensure 
that it: 

• Attracts the attention of contacts you want to build relationships with 
• Catches the eye of hiring managers and recruiters who are visually scanning 

resumes 
• Triggers the online application tracking software to tag your resume as one to 

pass on to the recruiter or hiring manager 

 
Take your time to work through each of the tips in this section. Revisit these tips 
periodically. As you gain more experience and knowledge during your job search, you'll 
no doubt be able to enhance your resume even more. 

It's also important for you to realize that you'll always be tailoring your resume to 
match the specific needs for each position you apply for. 

As you gain more understanding of your target industry/profession, take another look at 

your resume. 
 
 
Tip #1: Look for ways you can embed the terminology and phrasing that's 
appropriate for the industry/profession you want to move into. You want the hiring 
managers and human resource specialists who are reading your resume to understand 
your background from their frame of reference (not yours). 

 
 
Tip #2: Be mindful if you include acronyms in your resume. Not all acronyms are 
common knowledge across different industries and companies. You don't want those 
reading your resume to get confused or disengage from your resume as they are 
reading it! 
If you must include an acronym, be sure to spell out the entire phrase the first time 
followed by the acronym in parentheses. 

 
 
Tip #3: Be sure to review your target position job listing/description to identify 
the keywords that company is looking for. Incorporate these keywords throughout 
your resume and cover letter. 
If you are having trouble figuring out the keywords, try this trick. Find several job 
descriptions that match the position you are targeting. Then copy and paste the full job 
descriptions into Wordle.net. This program will automatically give you a word cloud 
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that shows you the frequency of word use. Words that are used most frequently will be 
larger than those that are used periodically. This will give you a visual tool to identify 
the keywords to include in your resume. 
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Resume Hour 8: Creative Ways to Close the 
Experience Gaps in Your Resume 

 
Now that you've seen your resume, you may be more aware than ever about gaps in 
your experience. As you continue your networking, explore ways you can build 
experience in areas where you aren't confident. 

 
 
UNDERSTAND YOUR TARGET INDUSTRY/FUNCTION 

• Track Relevant Blogs 
• Read Books 
• Attend Talks and Webinars 
• Join and Participate in Professional Organizations 

 
 
STRENGTHEN YOUR INDUSTRY-RELATED SKILLS 

• Earn a Relevant Degree 
• Complete a Certificate 
• Strengthen Your Leadership Skills 
• Put Together Your Own Customized Self-Study Goals 

 
 
DEEPEN YOUR INDUSTRY/FUNCTION-RELATED EXPERIENCE 

• Volunteer Strategically 
• Do a Do-It-Yourself Project Related to Your Target Career 
• Participate in Company Committees that Are Relevant 
• Take Advantage of Short-Term Employment Opportunities 

 
 
DEMONSTRATE YOUR VALUE 

• Exercise Your Creativity to Help Problem Solve 
• Brainstorm Solutions with a Potential Employer 
• Work on a Small Project 
• Present a Project Proposal 
• Illustrate Your Credibility 
• Pick up Experience through Volunteering 
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Resume Hour 9: Customize Your Resume for 
Each and Every Position You Submit a 
Resume for 

 
For every position you intend to apply for, take a fresh look at your 
resume. Use these tips to customize the resume you are submitting. 

• If you have a job description, go through it with a highlighter looking for what 
is most important to the employer and for what you want to emphasize. 

• Update the position title at the top of your resume. 
• Scan your CHAIS Database to determine which stories are relevant and 

compelling in this situation. 
• Review and rework your summary and accomplishment to ensure everything 

you are saying is relevant. 
• Compare and evaluate the keywords listed in your target job 

listing/descriptions. 
• Verify that the impact statements you are using in your resume are relevant 

and concise. 
• Take a second look at your education, training, and awards to make sure you 

have included the most relevant points. 

 
The key word to remember as you customize your resume is RELEVANCE. 
Everything on your resume should be relevant to the specific position you are applying 
for. 
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Resume Hour 10: Gathering Usable Feedback 
about Your Resume 

 

After you do as much as you can to fill in the gaps you’ve identified in your resume, it’s 
time to reach out to friends and colleagues to get their impressions of your resume. In 
this section you'll gain insights into how to request this feedback in a way that will give 
you valid, actionable ways you can improve your resume. 

 
 
A Few Pointers about Getting Usable Feedback 
Remember, creating a resume is more of an art than a science. You’ll find each person 
has their own opinions and suggestions about what’s right and what’s wrong with any 
given resume. 

At this stage you probably don’t want them to restructure your resume completely, 
besides you already know you are on the right track because you’ve structured your 
resume based on best practices. 

As you reach out for feedback think of people in your sphere who: 
 

• Are good with words 
• Understand you 
• Understand your target industry/field 

 
 
People who fall in these three categories will give you the best input. 

Be specific in your request for feedback. 

• Ask if there’s any confusing wording. 
• Ask if they recall any other relevant accomplishments you could include. 
• Ask if there are better ways to articulate what you are trying to express. 
• Ask what kind of impression they are getting of you based on the resume 

content. 
• Ask for support in proofreading your resume – it’s difficult for any writer to spot 

their own errors. 

 
Don’t be discouraged if you receive conflicting feedback. 

Everyone will offer their own opinions. 
 
 
When you review the feedback, put yourself in the position of the hiring manager and 
Human Resources. Think about the position you are targeting and make the changes 
that are consistent 
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• Is it relevant for the job you are applying for? 
• Does it make the connection between your skills and experience and the job 

requirements? 



30 
 

Assistance with Your Resume 
 
Having a resume you can stand behind with 100% confidence is essential for 
the success of your job search. 

 
 
You are not alone if you are... 

• Second guessing the choices you made while crafting your resume 
OR 

• Concerned about your resume because you couldn’t figure out how to fill out a 
particular part of the template 

 

 
We've provided two ways to help you refine your resume so that you feel comfortable 
and confident when you share it throughout your job search activities. 

 
Resume Coaching Sessions 
Would you like to have coaching support as you take your resume to the finish line? 

Most people find this a key to building a competitive resume, especially in regard to the 
Accomplishment or Impact Statements. If you request resume coaching support, you'll 
work with Rebecca Kieler for two sessions. She'll guide you through the process of 
taking your resume up to the next level--refining what you've already created and 
adding additional elements to create an interview-winning resume! 

Request Two Resume Coaching Sessions - $297 
 
 

Expert Resume Review 
Would you feel better if you had a second opinion about your resume? 

 
If you request a resume review, Rebecca will review your resume and offer up to ten 
suggestions on how to strengthen your resume. 

 
 
You’ll receive a Word document with Track Changes turned on so you can see exactly 
what she’s suggesting and where to make the changes. 
Request a Resume Review - $100 

 
 
 
If you have questions about these two services, please contact us at 
SupportTeam@KielerCareerConsulting.com 

http://www.profcs.com/SecureCart/SecureCart.aspx?mid=E9E847F5-AFB7-4C92-87A0-452DC9486769&amp;pid=47c6bf62ad9b4b09878edfb2a2df6084
http://www.profcs.com/SecureCart/SecureCart.aspx?mid=E9E847F5-AFB7-4C92-87A0-452DC9486769&amp;pid=10dbecf2291645daa9d38f037dfafdf6
mailto:SupportTeam@KielerCareerConsulting.com
mailto:SupportTeam@KielerCareerConsulting.com
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Your Bonus: Discover Gaps in Your Job Search 
Strategy 

 
 
 
With any job search there are a lot of moving parts. 

 
 
Some elements of your job search you are well aware of. 

• You know you need to get your resume and LinkedIn Profile updated. You most 
likely know that reaching out to your network is an important part of the 
process. 

 
 
If you think of an iceberg, these three tasks are above the water line. You know you 
need to work on them...and if you are here, you are taking actions in one or more of 
these topics. 

 
 
But what else do you need to focus on? 

• How should you be prioritizing your time and energy during your job search? 
 

 
 
It's also likely that some of the elements of your job search are off your radar. In the 
iceberg analogy, think of them sitting below the surface of the water. 
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Job Search Strategy Scorecard 
Below we've provided you with a copy of our Job Search Strategy Scorecard. By filling 
out this one page scorecard, you'll be able to assess where you stand in five areas of 
your job search. In our work these are the gaps we see most frequently. 

 

 
 
 
Based on our experience, these are the gaps that are most likely sabotaging your 
job search. 

• No Focus 
• No Knowledge 
• No Career Story 
• No Strategy to Generate Leads 
• Not Ready 
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Get Started!  
1.  Check out the scorecard...below. 
2.  Fill out the scorecard by deciding which statement best reflects your situation. You 

should mark one X per line...either on the Red side or the Green side. 
3.  Total up your X's for the Red side and the Green side. 
4.  If you discover your Red score is greater than 4 and that you have gaps you don't 

know how to resolve, we highly recommend you set up a time to talk with us. To 
start this process, click over to our Strategy Consultation Application. Fill that 
out and we'll be in touch to give you a link to our online calendar to set up your 
appointment. 

 
 
We look forward to talking with you to help you get your job search back on track as 
soon as possible so that you can land the job you are looking for. 

 
 
Of course, should you have technical issues, questions or concerns regarding the results 
of your scorecard, please be in touch via my 
email ConsultingSupport@KielerCareerConsulting.com. 

 
 
Worksheet: 

- 5 Gaps Scorecard 

https://www.surveymonkey.com/s/TKS8NP5
mailto:ConsultingSupport@KielerCareerConsulting.com.
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Story # 

CHIAS Story Database 
 
 

Synopsis of Your CHAIS Stories 
(for your use only)  Organizing      Writing 

 
 

Skills, Strengths, and Personal Characteristics 
(replace these sample skills with the skills that are relevant to the position you are targeting ) 

Assessing 
Needs  Speaking  skill  skill  skill  skill  Planning  skill  skill  skill  etc 

 
 
 

Sample 
Conducted many training programs in several states to reduce 
customer complaints  x  x  x 

 
1 

 
2 

 
3 

 
4 

 
5 

 
… 
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My Name  City, State, Zip 
aaaa.aaaa@yahoo.com 

nnn nnn nnnn (c) 
 
 
 

POSITION YOU ARE TARGETING 
 

List 4-6 lines describing the position 
 

• List Skills Required • 
 
 
 
 

Selected Accomplishments 
 

• (List 4-6 Key Accomplishments) 
• 
• 
• 
• 

 
 
 

Professional Experience 
 

COMPANY NAME, LOCATION Begin Date – End Date 
Job Title 

• Accomplishment statements 
• 
• 
• 
• 

 
 
 

COMPANY NAME, LOCATION Begin Date – End Date 
Job Title 

 
• Accomplishment statements 
• 

 
 
 

Other Relevant Experience 
 

COMPANY NAME Begin Date – End Date 
Position Held 

 
COMPANY NAME Begin Date – End Date 
Position Held 

mailto:aaaa.aaaa@yahoo.com
mailto:aaaa.aaaa@yahoo.com
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Education 
 

Degree  
College / University 

 
Degree  

College / University 
 

Other  
Training Facility 



 

 

 
 
 
 

Instrumentation and 
Software 

 
• (If applicable) 
• 
• 
• 

 
PUBLICATION

S 
 

• (If applicable) 
• 
• 
• 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

My Name Page 2 of 2                                                       Contact Number (c) 
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