Effective Resume Language

The resume is a concise, persuasive presentation of a candidate’s qualifications for a particular job. It is accomplishment driven, a showcase or “personal advertisement” of the candidate’s strengths, talents and skills. Its purpose is to create employer interest in an effort to secure an interview. In effect, the resume is a marketing tool, a personal advertisement meant to excite the buyer, a potential employer.

An effective resume uses a specialized language in much the same way an effective advertisement uses a specialized vocabulary.

· Resume phrases are positive, brief, and to the point.

· Action words or verbs are used to highlight job experiences and accomplishments.

· Action verbs can transform a job title or experiences into relevant statements about a candidate’s job responsibilities and accomplishments. 

Identify Accomplishments

Easy way to identify the action verbs that most effectively emphasize a candidate’s accomplishments.

· For each word on the list ask, “Did I (supply the action word) anyone or anything?” For example, “Did I develop anything?” or “Did I advise anyone?”
· Complete this process for each word on the list to produce an inventory of accomplishments.
· From this inventory, select those actions, which are most relevant or important to the candidate’s career objective or the requirements of the position being considered for application. These are the accomplishments that should be included on the candidate’s resume.
Convert Accomplishments into Effective Resume Statements

One formula for building resume action statements is offered by the career center at the College of William and Mary:

Action Verb(s) + object or person + to/for whom,
+ of/on/from/in what, or
+ through/with what
Applying this formula to the verb “adapt” produces the following action statement: 
· Adapted lessons for students.
Next, add adjectives to clarify or provide more detail to the statement:

· Adapted math lessons for special needs students.
Also, if possible quantify the object or person in the statement:

· Adapted four math lessons for two special needs students.
A resume constructed using this method distinguishes the candidate from other applicants. The individual’s successes are highlighted and backed up by specific examples of how that success was achieved.
