Chapter 14

Writing Résumés and Application Letters

Multiple Choice

1.  Today’s changing workplace has affected the job market in all of the following 

      ways except

a.  most people now do not plan to work at one company for their whole 

     life.


b.  most jobs are being created by large companies.


c.  many employers are looking for temporary workers or consultants.


d.  employers want workers who are able to adapt to diverse situations.

ANSWER:  b; DIFFICULTY:  moderate; PAGE:  478; TYPE:  concept

2.  When you begin to look for a job, your first step should be to


a.  analyze what you have to offer.


b.  write your résumé.


c.  interview with some potential employers.


d.  set up informational interviews.

ANSWER:  a; DIFFICULTY:  moderate; PAGE:  478; TYPE:  application

3.  Before trying to identify employers who are likely to want you and vice versa, 

     you begin by 


a.  limiting your search to a particular industry or functional specialty.


b.  talking to friends who have interesting jobs.


c.  analyzing what you have to offer and what you hope to get from your 

     job.


d.  reading carefully through company literature from a wide variety of 

     firms.

ANSWER:  c; DIFFICULTY:  moderate; PAGE:  478; TYPE:  application

4.  It is important to consider not only how much money you hope to make during 

     your first year on the job but also


a.  what kind of pay increases you expect


b.  whether you want to be paid on commission or salary


c.  whether you would take less money to do a job you really loved


d.  all of the above.

ANSWER:  d; DIFFICULTY:  moderate; PAGE:  479; TYPE:  concept

5.  Which of the following is an example of corporate culture?


a.  modern office space


b.  a formal hierarchy


c. computer-assisted customer relations


d. profit-making status

ANSWER:  b; DIFFICULTY:  moderate; PAGE:  479; TYPE:  application

6.  When you consider what you want to do, you should think about all of the 

      following except


a.  how much money do you want to make.


b.  what size of company would suit you.


c.  whether there are any openings in the field you are interested in.


d.  what location would you like.

ANSWER:  c; DIFFICULTY:  moderate; PAGE:  479; TYPE:  concept

7.  As part of your search for employment you should


a.  research specific companies.


b.  check websites and newspapers for job openings.


c.  network.


d.  do all of the above

ANSWER: d; DIFFICULTY:  easy; PAGE:  481; TYPE:  application

8.  When conducting a job search, you can use the World Wide Web to 


a.  look for job openings.


b.  respond to job openings.


c.  post your résumé.


d.  do all of the above.

ANSWER:  d; DIFFICULTY:  moderate; PAGE:  481; TYPE:  application

9.  The purpose of a résumé is to 


a.  induce the reader to hire you.


b.  list all your skills and abilities.


c.  get you an interview.


d.  take the place of an application letter.

ANSWER:  c; DIFFICULTY:  moderate; PAGE:  484; TYPE:  concept

10.  Your résumé emphasizes your


a. work experience.


b. education.


c. most relevant qualifications for the job.


d. career objective.

ANSWER:  c; DIFFICULTY:  moderate; PAGE:  484; TYPE:  concept

11.  The main qualities that all employers seek include all of the following except


a.  analytical abilities.


b.  personal standards of excellence.


c.  strong communication skills.


d.  flexibility and willingness to try new things.

ANSWER:  a; DIFFICULTY:  moderate; PAGE:  485; TYPE:  concept

12.  The most common way to organize a résumé is 


a.  chronologically.


b.  functionally.


c.  geographically.


d.  alphabetically.

ANSWER:  a; DIFFICULTY:  moderate; PAGE:  485; TYPE:  application

13.  The best organization for the résumé of someone with a strong employment 

       history along a progressive career path would be 


a.  chronological.


b.  functional.


c.  targeted.


d.  portfolio.

ANSWER:  a; DIFFICULTY:  moderate; PAGE:  485; TYPE:  application

14.  If you are planning a career change and want to prepare a résumé 

       emphasizing skills that qualify you for a job in your new field, the best    

       organizational plan for your résumé would be 


a.  chronological.


b.  functional.


c.  targeted.


d.  indirect.

ANSWER:  b; DIFFICULTY:  moderate; PAGE:  485; TYPE:  concept

15.  A type of résumé that emphasizes a candidate’s skills and accomplishments 

       while also including a complete job history is termed 


a.  a chronological résumé.


b.  a functional résumé.


c.  a combination résumé.


d.  an indirect résumé.

ANSWER:  c; DIFFICULTY:  moderate; PAGE:  488; TYPE:  concept

16.  Which of the following would be the most desirable wording to use on a 

        résumé? 


a.  “I was in charge of a staff of six employees.”


b.  “I supervised six employees.”


c.  “Was in charge of entire departmental staff.”


d.  “Supervised staff of six employees.”

ANSWER:  d; DIFFICULTY:  moderate; PAGE:  489; TYPE:  application

17.  If you are still a student and have little work experience, your résumé should 

       emphasize 


a.  summer jobs you have held.


b.  your educational background.


c.  your hobbies and interests.


d.  volunteer work you’ve done and service organizations in which you’ve 

     been active.

ANSWER:  b; DIFFICULTY:  moderate; PAGE:  491; TYPE:  application

18.  When you describe your work experience on your résumé, you should 


a.  start with your most recent job and work back chronologically.


b.  describe one or two jobs in detail so that employers get an idea of your 

     work ethic.


c.  list only full-time positions.


d.  try to come up with fancier titles for the jobs you’ve held.

ANSWER:  a; DIFFICULTY:  moderate; PAGE:  492; TYPE:  application

19.  When listing activities and achievements, you should probably avoid 

       mentioning 


a.  participation in athletics.


b.  involvement in fund-raising or community service activities.


c.  membership in political or religious organizations.


d.  speaking, writing, or tutoring experience.

ANSWER:  c; DIFFICULTY:  moderate; PAGE:  491; TYPE:  application

20.  In the “Personal Data” section of your résumé, you list 


a.  hobbies or miscellaneous experiences that may help you get the job.


b.  any health problems or disabilities you have, whether or not they may 

     affect your job performance.


c.  your age, marital status, race, color, religion, and national origin, which 
     are required by law.


d.  any experience in the military, whether or not it has a bearing on the 

     job.

ANSWER:  a; DIFFICULTY:  moderate; PAGE:  493; TYPE:  application

21.  Do not include on your résumé items that could encourage discrimination, 

       such as 


a.  home address.


b.  hobbies.


c.  marital status.


d.  military service.

ANSWER:  c; DIFFICULTY:  moderate; PAGE:  493; TYPE:  concept

22.  Which of the following is not a common problem that employers see in 

        résumés? 


a.  They are too slick.


b.  They are amateurish.


c.  They are filled with misspellings and grammatical errors.


d.  They are too straightforward.

ANSWER:  d; DIFFICULTY:  moderate; PAGE:  494-95; TYPE:  concept

23.  To achieve the best physical appearance for your résumé, you should


a.  have it prepared by a professional résumé service.


b.  leave ample margins all around.


c.  use colored paper.


d.  use a variety of typefaces in various colors.

ANSWER:  b; DIFFICULTY:  moderate; PAGE:  495; TYPE:  application

24.  A typical recruiter devotes ___________ to each résumé before tossing it into 

        either the "maybe" or the "reject" pile.


a.  45 seconds


b.  2 minutes


c.  5 minutes


d.  10 minutes

ANSWER:  a; DIFFICULTY:  difficult; PAGE:  495; TYPE:  concept

25.  To prepare your résumé for the scanning process, you need to


a. rewrite the whole thing.


b. convert it to plain text (ASCII) format.


c.  use a special software program.


d.  do all of the above

ANSWER:  b; DIFFICULTY:  moderate; PAGE:  497; TYPE:  application

26.  An electronic résumé differs from a standard print résumé in that 


a.  it includes a list of key words.


b.  the Work Experience section always gets listed first.


c.  you leave out the Education section.


d.  all of the above

ANSWER:  a; DIFFICULTY:  moderate; PAGE:  498; TYPE:  application

27.  The best way to send a scannable résumé is 


a.  through regular mail.


b.  by fax.


c.  via e-mail as part of the body of the e-mail message.


d.  via e-mail as an attached file.

ANSWER:  c; DIFFICULTY:  moderate; PAGE:  500; TYPE:  application

28.  You’ll impress prospective employers with your application letter if you 


a.  use a gimmicky layout.


b.  show that you know something about the organization.


c.  use a personal, “chummy” tone.


d.  do all of the above

ANSWER:  b; DIFFICULTY:  moderate; PAGE:  502; TYPE:  application

29.  Your cover letter should


a.  be  specific.


b.  not repeat anything that you have discussed in your résumé.


c.  be short, upbeat, and professional.


d.  do all of the above

ANSWER:  d; DIFFICULTY:  moderate; PAGE:  502; TYPE:  concept

30.  Cover letters submitted via e-mail should be


a.  longer than traditional cover letters.


b.  shorter than cover letters.


c.  the same length as traditional cover letters.


d.  less formal than traditional cover letters.

ANSWER:  b; DIFFICULTY:  moderate; PAGE:  502; TYPE:  concept

31.  Sending an unsolicited application letter to an employer will probably 


a.  result in your application getting more attention than it might receive if 

     it were in response to an advertised opening.


b.  irritate the personnel office staff.


c.  mean that your letter will not get read.


d.  neither help nor harm your chances for an interview with the employer.

ANSWER:  a; DIFFICULTY:  moderate; PAGE:  503; TYPE:  concept

32.  The main difference between solicited and unsolicited application letters is in 


a.  the length.


b.  the way qualifications are presented.


c.  the way the letter begins.


d.  the way the letter closes.

ANSWER:  c; DIFFICULTY:  moderate; PAGE:  504; TYPE:  application

33.  In the middle section of a job application letter, you 


a.  present your strongest selling points in terms of their potential benefit 

     to the organization.


b.  give your entire work history, in case the employer doesn’t read your 

     résumé.


c.  mention any ways in which you do not meet the job qualifications but 

     point out that you are willing to learn.


d.  do all of the above.

ANSWER:  a; DIFFICULTY:  moderate; PAGE:  505; TYPE:  application

34.  When filling out a job application form, you should


a.  be as thorough and accurate as possible.


b.  write additional information about yourself on the back if the form 

     doesn’t ask the right questions.


c.  indicate the exact salary you want.


d.  do all of the above.

ANSWER:  a; DIFFICULTY:  moderate; PAGE:  507-08; TYPE:  concept

35.  If your application letter and résumé fail to bring a response within a month 

       or so, you should


a.  call to find out why you haven’t heard from the prospective employer.


b.  write a follow-up letter.


c.  cross this particular job possibility off your list.


d.  send another copy of your application letter and résumé.

ANSWER:  b; DIFFICULTY:  moderate; PAGE:  508; TYPE:  application

True or False

36.  Taking tests to identify your aptitudes, interests, and personality traits will 

        reveal the “perfect” job for you. 

ANSWER:  F; DIFFICULTY:  moderate; PAGE:  479; TYPE:  concept

37.  When you are just starting out, it is unproductive to set future salary and 

       career advancement goals. 

ANSWER:  F; DIFFICULTY:  moderate; PAGE:  479; TYPE:  concept

38.  Location is not a factor in your choice of jobs.  What you do is more 

       important than where you do it.

ANSWER:  F; DIFFICULTY:  moderate; PAGE:  479; TYPE:  concept

39.  When considering your ideal job, you should think about what kind of

        corporate culture you’d find most desirable. 

ANSWER:  T; DIFFICULTY:  moderate; PAGE:  479; TYPE:  concept

40.  As part of your job search, it’s a good idea to keep abreast of business and 

       financial news. 

ANSWER:  T; DIFFICULTY:  moderate; PAGE:  482; TYPE:  concept

41.  You can find information about job hunting on the Internet, but it’s not a 

       good source for information on specific job openings. 

ANSWER:  F; DIFFICULTY:  easy; PAGE:  481; TYPE:  concept

42.  A résumé is a form of advertising designed to help you get an interview. 

ANSWER:  T; DIFFICULTY:  easy; PAGE:  484; TYPE:  concept

43.  The purpose of a résumé is to list all your skills and abilities. 

ANSWER:  F; DIFFICULTY:  moderate; PAGE:  484; TYPE:  concept

44.  A good résumé can be customized for different situations and different 

       employers.

ANSWER:  T; DIFFICULTY:  moderate; PAGE:  484; TYPE:  concept

45.  All résumés should be organized chronologically. 

ANSWER:  F; DIFFICULTY:  moderate; PAGE:  485; TYPE:  concept

46.  A functional résumé is organized around a list of accomplishments and 

       focuses on the person’s areas of competence. 

ANSWER:  T; DIFFICULTY:  moderate; PAGE:  485; TYPE:  concept

47.  When giving your background and qualifications on a résumé, you always 

        use complete sentences. 

ANSWER:  F; DIFFICULTY:  moderate; PAGE:  489; TYPE:  application

48.  If you plan to include a career objective or summary of qualifications in your 

       résumé, you make it as vague as possible to keep from limiting your 

       prospects.

ANSWER:  F; DIFFICULTY:  moderate; PAGE:  491; TYPE:  concept

49.  If your immediate career objective differs from your ultimate one, you can 

       include both in a single statement. 

ANSWER:  T; DIFFICULTY:  moderate; PAGE:  491; TYPE:  concept

50.  The education section of your résumé includes any relevant seminars or 

       workshops you have attended. 

ANSWER:  T; DIFFICULTY:  moderate; PAGE:  491; TYPE:  concept

51.  If you have worked in your chosen field for a year or more, your résumé de-

       emphasizes your educational background. 

ANSWER:  T; DIFFICULTY:  moderate; PAGE:  491; TYPE:  concept

52.  In the work experience section of your résumé, you should leave out any jobs 

       that do not relate directly to your career objective. 

ANSWER:  F; DIFFICULTY:  moderate; PAGE:  492; TYPE:  concept

53.  Your résumé lists past jobs in chronological order, with the first job first and 

        the current job last. 

ANSWER:  F; DIFFICULTY:  easy; PAGE:  492; TYPE:  concept

54.  When listing work experience on a résumé, you should emphasize significant 

        achievements in each job. 

ANSWER:  T; DIFFICULTY:  moderate; PAGE:  492; TYPE:  concept

55.  It is inappropriate to mention community activities or volunteer work on a 

       résumé. 

ANSWER:  F; DIFFICULTY:  moderate; PAGE:  492; TYPE:  concept

56.  Prospective employers do not like résumés that are gimmicky, boastful, or too 

       slick.

ANSWER:  T; DIFFICULTY:  easy; PAGE:  495; TYPE:  concept

57.  Recruiters typically spend about 5 minutes to each résumé before tossing it 

       into the “maybe” or the “reject” pile.

ANSWER:  F; DIFFICULTY:  moderate; PAGE:  495; TYPE:  concept

58.  Not all résumés need to be limited to one page in length.

ANSWER:  T; DIFFICULTY:  moderate; PAGE:  495; TYPE:  concept

59.  To fit everything on one page, it’s okay to sacrifice white space on your 

       résumé.

ANSWER:  F; DIFFICULTY:  moderate; PAGE:  495; TYPE:  concept

60.  To make your résumé scannable, you need to convert it to ASCII format.

ANSWER:  T; DIFFICULTY:  moderate; PAGE:  497; TYPE:  concept

61.  Some examples of key words to include in your electronic résumé would be 

       “works hard,” “knows foreign languages,” and “gets along well with others.” 

ANSWER:  F; DIFFICULTY:  moderate; PAGE:  498; TYPE:  application

62.  It is preferable to submit your scannable résumé by e-mail rather than by fax 

       or regular mail. 

ANSWER:  T; DIFFICULTY:  moderate; PAGE:  500; TYPE:  concept

63.  When posting your résumé to a website, you should not provide photos or 

        any information that reveals your age, gender, race, marital status, or 

        religion. 

ANSWER:  T; DIFFICULTY:  moderate; PAGE:  501; TYPE:  concept

64.  Unsolicited application letters are those sent in response to want ads for job 

       openings. 

ANSWER:  F; DIFFICULTY:  easy; PAGE:  503; TYPE:  concept

65.  An unsolicited job application letter may get more individual attention than a 

       solicited one. 

ANSWER:  T; DIFFICULTY:  moderate; PAGE:  503; TYPE:  concept

66.  An application letter follows the AIDA format for persuasive messages. 

ANSWER:  T; DIFFICULTY:  moderate; PAGE:  503; TYPE:  concept

67.  The main difference between solicited and unsolicited application letters is in 

       the opening paragraph. 

ANSWER:  T; DIFFICULTY:  moderate; PAGE:  503; TYPE:  concept

68.  The opening of an application letter states one’s reason for writing and the 

       position being applied for.

ANSWER:  T; DIFFICULTY:  moderate; PAGE:  504; TYPE:  concept

69.  In the middle part of an application letter, you spell out your “selling points” 

       and other potential benefits to your employer. 

ANSWER:  T; DIFFICULTY:  moderate; PAGE:  505; TYPE:  concept

70.  In the final paragraph of your application letter, you should forcefully 

      demand an interview. 

ANSWER:  F; DIFFICULTY:  moderate; PAGE:  506; TYPE:  concept

Fill-in-the-Blank

71.  A ____________________ is a form of self-advertisement designed to get 

       you an interview.

ANSWER:  résumé; DIFFICULTY:  easy; PAGE:  484; TYPE:  concept

72.  The most common way to organize a résumé is ____________________. 

ANSWER:  chronologically; DIFFICULTY:  moderate; PAGE:  485; TYPE:  concept

73.  A ____________________ résumé is organized around a list of skills and 

       accomplishments.

ANSWER:  functional; DIFFICULTY:  moderate; PAGE:  485; TYPE:  concept

74.  For a résumé, use short, crisp phrases starting with ____________________ 

       verbs. 

ANSWER:  action; DIFFICULTY:  moderate; PAGE:  489; TYPE:  concept

75.  The ____________________ ____________________ section of a résumé 

       states what you wish to accomplish in your work.  

ANSWER:  career objective; DIFFICULTY:  moderate; PAGE:  490; TYPE:  concept

76.  In the ____________________ section of your résumé you list schools 

       you’ve attended and degrees you’ve received.

ANSWER:  education; DIFFICULTY:  easy; PAGE:  491; TYPE:  concept

77.  In the ____________________ ____________________ section of your 

       résumé you list jobs you’ve had and responsibilities you’ve held on those 

       jobs. 

ANSWER:  work experience; DIFFICULTY:  moderate; PAGE:  491-92; TYPE:  concept

78.  Hobbies and military service information may be listed in the 

        ____________________ ____________________ section of your résumé.  

ANSWER:  personal data; DIFFICULTY:  moderate; PAGE:  493; TYPE:  concept

79.  To prepare an electronic résumé, you need to make its format appropriate for 

        ____________________ into an electronic database.

ANSWER:  scanning; DIFFICULTY:  moderate; PAGE:  497; TYPE:  concept

80.  To change your traditional paper résumé into a scannable one, you must 

       convert it to plain-text or ____________________ format.  

ANSWER:  ASCII; DIFFICULTY:  difficult; PAGE:  497; TYPE:  concept

81.  An electronic résumé should include a list of ____________________ that 

       will help employers identify your skills.  

ANSWER:  keywords; DIFFICULTY:  moderate; PAGE:  498; TYPE:  concept

82.  To accompany your résumé, you can prepare an individualized 

        ____________________ letter. 

ANSWER:  application; DIFFICULTY:  moderate; PAGE:  502; TYPE:  concept

83.  A (An) ____________________ application letter is sent in response to an 

       announced opening, whereas a (an) ____________________ application 

       letter is sent to an organization that has not announced an opening. 

ANSWER:  solicited, unsolicited; DIFFICULTY:  moderate; PAGE:  502-503; TYPE:  concept

84.  A job application letter follows the ____________________ organizational 

       plan. 

ANSWER:  AIDA (or persuasive); DIFFICULTY:  moderate; PAGE:  503; TYPE:  concept

85.  ____________________ forms are standardized sheets that simplify the 

       comparison of applicants’ qualifications.

ANSWER:  application; DIFFICULTY:  moderate; PAGE:  507-08; TYPE:  concept

Short Answer

86. List three ways that ongoing changes in the workplace have affected the job 

      search.

ANSWER: Changes in the workplace have affected (1) how often people look for work, 2) where people find work, (3) the type of people who find work,

DIFFICULTY: moderate; PAGE: 478; TYPE: concept

87. What is an e-portfolio, and how do you use it during the job search?

ANSWER: An e-portfolio is a multimedia presentation about your skills and experiences. It’s an extensive résumé that links to an electronic collection of your student papers, projects, and anything else that demonstrates your accomplishments and activities. You can save it on CD-ROMs and send them out instead of résumés.

DIFFICULTY: difficult; PAGE: 480; TYPE: concept

88. Briefly describe six steps you can take to prepare for and successfully 

      complete your search for employment.

ANSWER: (1) Stay abreast of business and financial news. (2) Research specific companies. (3) Look for job openings. (4) Respond to job openings. (5) Network. (6) Find career counseling.

DIFFICULTY: difficult; PAGE: 482-83; TYPE: concept

89. Name at least three qualities you need to convey on any résumé.

ANSWER: On any résumé, you need to show that you (1) think in terms of results, (2) know how to get things done, (3) are well rounded, (4) show signs of progress, (5) have personal standards of excellence,( 6) are flexible and willing to try new things, and (7) possess strong communication skills.

DIFFICULTY: moderate; PAGE: 485; TYPE: concept

90. Rewrite the following to make it a more active statement: “I was in charge of 

      customer complaints and all ordering problems.”

ANSWER: Handled all customer complaints and resolved all product order discrepancies.

DIFFICULTY: moderate; PAGE: 490; TYPE: application

91. Name at least five types of information that should be excluded from all 

      résumés in order to discourage discrimination.

ANSWER: Résumés should never include information about (1) marital or family status, (2) age, (3) race, (4) religion, (5) national origin, or (6) physical or mental disability. 

DIFFICULTY: moderate; PAGE: 493; TYPE: concept

92. Describe at least three of the most typical forms of résumé deception.

ANSWER: (1) Claiming education credits you don't have. (2) Inflating your grade-point average. (3) Stretching employment dates to cover gaps. (4) Claiming to be self-employed to cover gaps. (4) Claiming to have worked for companies that are now out of business. (5) Omitting jobs that might cause embarrassment. (6) Exaggerating expertise or experience.

DIFFICULTY: difficult; PAGE: 493-94; TYPE: concept

93. List at least seven of the eleven most common problems with résumés.

ANSWER: (1) Too long. (2) Too short or sketchy. (3) Hard to read. (4) Wordy. (5) Too slick. (6) Amateurish. (7) Poorly reproduced and hard to see. (8) Misspelled words and grammatical errors. (9) Boastful. (10) Dishonest. (11) Gimmicky.

DIFFICULTY: moderate; PAGE: 494-95; TYPE: concept

94. Discuss the four tips for writing an effective application letter.

ANSWER: (1) Be specific. Be as clear as possible about the kind of opportunity you are looking for. (2) Include salary requirements. (3) Make e-mail application letters even shorter. (4) Carefully proofread and edit for errors in spelling, mechanics, and grammar.

DIFFICULTY: moderate; PAGE: 502; TYPE: concept

95. If your application letter and résumé bring no response within a month or so, what should you do next? 

ANSWER: You should follow up with a second letter to keep your file active. This gives you a chance to update your original application with any recent job-related information.

DIFFICULTY: moderate; PAGE: 508; TYPE: concept 

Essay

96. List and describe three steps you can take to adapt to the changing workplace.

ANSWER: (1) Analyze what you have to offer. Know your skills and talents and be able to explain how these things will benefit potential employers. (2) Decide what you would like to do every day. Discover the things that will bring you satisfaction and happiness on the job. (3) Make yourself more valuable to employers. Take steps to gain valuable experience and update your skills.

DIFFICULTY: difficult; PAGE: 478-80; TYPE: concept

97. List at least five questions you might consider when you are deciding what 

      you want to do.

ANSWER: (1) What would you like to do every day? (2) How would you like to work? (3) What compensation do you expect? (4) What are your general career goals? (5) What size of company would you prefer? (6) What type of operation is appealing to you? (7) What location would you like? (8) What facilities do you envision? (9) What sort of corporate culture would suit you?

DIFFICULTY: difficult; PAGE: 479; TYPE: concept

98. List and describe the three methods for organizing a résumé along with the 

      advantages and disadvantages of each one.

ANSWER: (1) Chronological--lists your employment history starting with the most recent job first. Advantages: employers are familiar with it, it highlights growth and career progression, and it emphasizes continuity and stability. Disadvantages: it draws attention to gaps in your employment history. (2) Functional--lists your skills and accomplishments. Advantages: employers can quickly see what you can do, you can emphasize earlier job experience, and de-emphasize any lack of career progress or lengthy unemployment. Disadvantages: employers tend to assume that you are trying to hide something; it is harder for employers to quickly determine your employment history. (3) Combination--includes features of both chronological and functional approaches. Advantages: you can highlight both your skills and your employment history. Disadvantages: employers are somewhat unfamiliar with it, it can be repetitious and longer than other formats.

DIFFICULTY: difficult; PAGE: 485-88; TYPE: concept

99. Describe the main sections or elements that are included on most résumés.

ANSWER: (1) Name and address--any information necessary to contact you including phone numbers, email addresses, etc. (2) Career Objective--this section is optional. Including it allows you to clearly state your desired goal and to categorize yourself. (3) Education--give your educational background, degrees earned, where you attended school, the dates attended, and the skills and abilities that you've developed in your course work. (4) Work Experience, Skills, and Accomplishments--list your jobs in chronological order with the current one first. Give the name and location of the employer as well as your title. Describe your skills and accomplishments and quantify them whenever possible. (5) Activities and Achievements--list volunteer activities that demonstrate your leadership, organization, teamwork, etc. Explain how the skills learned there are related to the job you're applying for. Note any awards you've received. (6) Personal Data--like Career Objective, this section is optional. Include information about your interests and hobbies only if they enhance the employer's understanding of why you would be the best candidate for the job.
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100. Explain how to select keywords to include on a scannable résumé.

ANSWER: Include a keyword summary of 20 to 30 words and phrases that define your skills, experiences, education, and professional affiliations. Use mostly nouns, as verbs tend to be generic rather than specific to a particular position or skill. Underline all the skills listed in ads for the types of jobs you're interested in. Use those words that match your skills and qualifications. Use words that potential employers will understand, avoid abbreviations, and use the common buzzwords and jargon in your field.
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