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}What does it mean?

}Why is it important?

}How does a résumé and cover letter 
accomplish this?

}Three basic formats
ƁFunctional

ƁChronological

ƁHybrid/Recruiter version 

}Cover Letters
ƁShort, sweet and to the point
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}It means presenting yourself as a solution to 
a business problem.  Business problems 
come down to 2 categories:

}How much money can you save an 
organization

}How much money you can make for an 
organization
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}Communicating your value is important 
because it is the reason you will get offered a 
job.  

}It can predict that you can solve a set of 
problems that the hiring manager is 
experiencing based upon your previous 
successes, not experiences.
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}You have 3 - 8 seconds to pique interest of a 
human reader

}Your value proposition needs to be 
communicated within those 3 - 8 seconds

}No matter which format, these 2 rules apply
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}Your job, or mine, as a résumé writer is to 
make sure that happens.

}Objective statements, when well - written do 
an effective job

}Professional summaries, when well - written 
do an effective job

}When either is done poorly it will close more 
doors than they open
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}Objective statements are effective only when:

}They show how meeting your objective will make 
the company successful.

}They need to show passion and enthusiasm

}òDesiring to work for a progressive company where 
I can use my creativity to make the company 
successful òéis okay but can be better.

}Be specific, the more specific the communication 
the more meaningful message
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}Professional summaries are effective when:

}They demonstrate past successes in a 
cohesive statement aligned with the needs of 
the position.

}òDemonstrated successes in reducing 
employee turnover through building effective 
communications processesó.. Is an okay 
statement in a professional summary.
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}Understanding the needs of the hiring 
organization is the foundation of 
communicating your value in your résumé.

}If you have a proven record of 
accomplishment in reducing turnover in an 
organization and the hiring organization has 
a turnover problem your résumé and cover 
letter must demonstrate your value in solving 
those problems.
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}Functional
Ɓ2 pages, achievement based, job history, education with 

responsibilities documented on page 2

}Chronological
Ɓ2 pages, Job history in descending order, usually 

documents responsibilities, skills and experience

}Hybrid
ƁCombination of Functional and Chronological, job 

history in descending order, documents achievements 
and responsibilities

}Each serves a purpose, none is better than the 
other, but must be used correctly.
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}Use the right format for the right target audience,

}Print on 25 lb cotton/linen stock, watermark, white or 
ivory, single sided, no staple on multi - page résumés,

}New Times Roman or similar serif font  12 - 10 point 
size,

}Spell check, spell check, spell check,

}Grammar check, grammar check, grammar check,

}Accurate contact information,

}Once you are satisfied with your résumé go with it 
and make very few changes.
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}Introduces you to the reader

}States objective and purpose

}Briefly demonstrates that your skills and 
experience have solved business problems

}Recap next steps

}Must describe 3 problems they are having 
that you have solved.
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}Salutation

ƁDear Mr. Smith:

ƁDear Ms. Smith:

ƁTo Whom it May Concern :
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Introduction
}As a successful Marketing/Business Development 

professional who is well versed in all aspects of 
Workersõ Compensation, particularly managing 
catastrophic injuries, I am taking the liberty of 
forwarding you my credentials with respect to my 
career search.  I am seeking a position as a 
Marketing Director or Director of Business 
Development or Operations Manager for a Workersõ 
Compensation division of a major insurer. 
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} I am experienced in:

ƁDeveloping innovative products and 
services,

ƁConsultative sales,

ƁManaging all facets of Workersõ 
Compensation and

ƁCatastrophic injury claims
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