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REALLY Useful Job Search Tactics: The Pre-Resume™
***Presentation Notes***
Contact Information:
Name, Phone, Email Address, Willing To Relocate/Willing to Travel %, Non-Smoker, Currently residing in Houston (re: out of area phone number)
Seeking Statement:
I am seeking a position as a ___________________. (Complete sentence & Add Job Reference Number and Company Name.)

Objective Statement:
I am capable of Increasing Shareholder Value. …Increasing Revenue. …Reducing Man-Hours. …Making or Saving the Company Money!

Selected Accomplishments: 
Create a worksheet of your proudest accomplishments.

They do NOT have to be work/business related. Choose your top 4 max.  DO NOT include date or place that you achieved your accomplishments.

List them with bullet points. Do your best to include $ signs and % symbols. “Spell out” dollar amounts (ie. $1.3 million is $1,300,000).
Create an accomplishment by adding “resulting in” and complete the sentence.
Employment History:
List Company Name, Dates employed, Your job title followed by a brief description of the company (even if they are a recognized Fortune 500 company—assume nobody has ever heard of them before).

Example: 
Dow Chemical Company




2000-2008


Chemical Engineer


Dow Chemical Company is recognized worldwide as a leading manufacturer of chemicals and plastics.

Education (without dates) / Military service (without dates) / Awards and Honors received and any other information you feel is valuable to your reader.

Selected Keywords:
List continuously w/o punctuation on a continuous line. 

Spell and Grammar check your final copy. One typo can get you dropped from consideration!
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