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Designing an 
Effective 
Resume

1 - Why are you doing it?

2 - Who are you writing to?

3 – What’s in it for your audience?

4 – What is needed to get an 
interview?
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What is the 
Value of a 
Resume

It can be the difference 
between getting an interview 
or not getting an interview

A resume is your 
representative before you get 
to the interview

It is very important to have a 
structured and concise 
resume to make the first 
impression work for you.
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A Resume speaks about you!

 A resume speaks about you as a professional, 
including past, present and future

 A story of past, present and future must be 
conveyed quickly, as they will lose interest 
otherwise

 A resume will only convince a recruiter that 
you are the most eligible candidate for the 
position to be granted an interview
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Sell your 
Skills Through a well written resume you can sell the skills 

that you have accumulated over the yearsSell

Let the recruiter know what skills you have acquired 
through different jobs and how you are going to utilize 
them for the betterment of the prospective 
organisation

Let

A recruiter will want to know in which way your skills 
will prove beneficial for their organisationWant
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Brand Yourself
It is very essential to create your own brand as 
a professional

You need to showcase your knowledge, your 
skills, experience, expertise and 
accomplishments and it is important to have a 
perfectly written resume which can portray you 
as a good professional or a budding 
professional who will be an asset to the 
prospective employer

The resume must give a quick but lasting 
impression so that it stands out to get you to 
the next step being an interview
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Summarise 
your Career 
Aspirations

A good resume recaptures your career so well 
that recruiters do not need to put the hard effort 
just to scan and go through your resume details 
to understand your profile

You should endeavor to make sure that the 
summary section of your resume is robust 
enough to give a good glimpse of your career in 
short

The summary section should be good enough 
for the recruiter to understand and gauge your 
worth as a candidate

It is also important that you showcase your 
achievements and that you tell yor success 
story
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Just Resume It is essential to have a good 
resume but make sure that it 
is just the resume

Don’t make it fancy or full of 
jargon that makes it too 
cumbersome for the recruiter 
to read

Only send the recruiter your 
resume with an attached 
covering letter
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How to write 
an Impressive 
Resume

Before you start prioritize everything in your 
mind

What is the one thing that is of prime 
importance?

If a recruiter likes your resume, what is the one 
thing that they will rush to know?

They will want to know your contact information 
if they find your resume interesting so ensure 
that there isn’t any ambiguity in this section 
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Contact Information

 Write clearly your name, contact number, 
alternate contact number if you have one and 
your email address

 You can mention your address although not 
mandatory it would depend on how far away from 
the prospective employer's organisation is to your 
home
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An objective or an opening statement

 An excellent, concise and definite objective statements should 

have 3 important things

 What level of employment you are looking for?

 Is it middle or senior level management opportunities that you 

are looking for?

 What industry is your preference but be clear not to narrow the 

options down as you are writing to a recruiter
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Profile 
Summary

The profile summary is extremely important and it 
should be impressive

A recruiter should get a broad idea of your profile in 
this section

If a recruiter doesn’t go through the whole resume 
the profile summary will give them a fair idea about 
whether or not you should be a candidate for hire

It should include your work experience, your 
education, with some key skills and significant 
accomplishments

The summary and resume should be connected
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Skills Section
After the summary you should focus on 
informing the recruiter about 8-9 core skills that 
you want the recruiter to focus on

Only focus on the core skills that you are really 
proficient at

Also focus on the skills that are transferable and 
they can be used at the prospective employer

Once you mention something your resume 
should be able to back it up well

You can also merge your skills with your work 
experience summary
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An Example

 Financial Accounting – 3-4 Bullet points

 Budgeting/Taxation –

 Human Resource Management – size of team, training imparted

 Gaming Manager 
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Work 
Experience

Work historyWork

List the organisations you have been employedList

Elaborate on the roles and achievements
Elaborate 

on

Quantify and substantiate your statements
Quantify 

and 
substantiate
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Education Write down your education in 
chronological order

Remember it is a factual statement

Highest level of education, name 
of institution and year you passed

You can mention academic awards 
and recognition
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Volunteer 
Assignments

Mention fields that you 
have volunteered in

Explain the added value
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Why Might We Update Our Resume and 
On-Line Resume?

 You never know when you might need it

 A rushed resume is a useless resume

 First impressions count – make it a good one

 People are always looking for people in a niche industry

 Networking

 Talent sourcing is the new way people are securing roles
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WHEN WE 
TALK ABOUT 
YOUR RESUME 
WE TALK 
ABOUT

The traditional resume 
and the digital resume

The online digital resume
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The Traditional 
Resume

Use Use similar terms and phrases to address what they 
are looking for in your resume or cover letter

Align Align your skills and experience to what is being 
looked for

Tailor Tailor your skills and experiences to what is being 
requested

Answer You need to answer the job 
advertisement/specifications

Put Put yourself in the position of the recruiter
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Sections of a Resume

Cover Page Contact Details Employment History

Education/Qualifications Additional Skills Industry Positions

Memberships Interests Referees
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Employment History

Name of the Employer

About the Company

Position Title of Your Role or Roles

Start Date

End Date

Responsibilities

Achievements
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About the 
Company

 The Catalina Country Club

 The Catalina country Club is a medium 
sized Regional NSW Golf Club with a 27 
- hole golf course; 8,000 members; 3 
bars; 130 gaming machines; 200 seat 
bistro and function room with an 
annual turnover in excess of $12 
million

 The website address for more 
information is: 
www.catalinacountryclub.com.au
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Employment History - Achievements

The Most Important Part of Your 
Resume is Your Achievements

They must be yours!!

They must be quantifiable!!

Don’t exaggerate or use another 
person’s achievements
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Achievements 
- Questions

Did you generate more income?

Did you reduce any costs that saved the Club money?

Did you achieve your KPI’s and exceed your budgets?

Did you make any operational changes that improved the 
business?

Did you improve customer service?

Did you develop any new policies and procedures?

Did you take on any extra responsibility?

Did you manage or assist any re-development programs?
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Social Media

Linkedin

Facebook

Google

Twitter

YouTube

Vimeo

Pinterest

Flickr
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A Digital Resume

 Employers want to see that you are web savvy enough to at least put 
your resume on the internet, because using a computer is pretty much 
essential in most companies these days.

 You never know when you might need it

 People are always looking for people in a niche market

 Talent sourcing is the new way that people are securing roles

 Networking
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It is Competitive Out There!

 There are always plenty of people looking for jobs!

 You need to be unique to stand out

 You can do the resume yourself or get it done for you

 There are online Resume Companies

 There are plenty of free online design options

 There are plenty of online graphic designers that are affordable
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Are you on Linkedin

 Linkedin is a business-related social network site mainly used for 
professional networking

 It is a place to display a Professional Image of Yourself

 It is Networking Tool and the need to Network is imperative for 
your career growth

 Professionals are on Linkedin so it is good to be there too!
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You Must
Put

• Put time into developing your profile so that it captures your readers

Use
• Use Linkedin to network and keep up to date

Connect
• Connect with people in your industry or the industry you want to go to

Join
• Join industry groups and make a difference

Get and Give
• Get and Give recommendations

Be
• Be active on Linkedin and be Professional (It isn’t Facebook)
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Why do I suggest Linkedin

It is a place to show 
your Professional 
Image

It is a place that 
recruiters/future 
employers can find 
you even when you 
are asleep

It is a Networking and 
Relationship creating 
tool

Linkedin is 
Business/Professional 
social network site

It is a place to 
prepare for the future 
and be noticed
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Linkedin – Why use it?

 Companies look for people on Linkedin to approach with opportunities (Especially 
now)

 The need to network is very important for your career growth

 It is great place to house your digital resume as it can be easily updated

 It is a good place to develop an online network

 Industry groups connect through Linkedin and offer value



z

If you are 
going to be on 
Linkedin you 
must do the 
following

Put time into developing your profile to ensure that it 
WOW’s the readers

Use Linkedin to network and keep up to date

Connect with people in the industry

Join industry groups

Get and Give recommendations

The world of social media, referrals, and online presence, 
Linkedin recommendations are believed and trusted

Ask and Give Recommendations 
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Do you want to 
develop your 
career?

It is about how people see you

With social media they can see you 
anywhere!!

First impressions are everything

Be careful when you post on social media

Be very wary of photos!! (Everyone has a 
phone)
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Where do prospective employers first see 
you?

Via your 
resume Linkedin Facebook Instagram

Twitter Snapchat Tik Tok Google

Industry 
Functions

Other people 
talking about 

you
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Think
Your prospective Employer almost NEVER meets you for 
the First time in person

Be careful what you place on social media

Be even more careful what your friends place on social 
media about you

You need to make a good impression everywhere

How do you want to be seen?

How do you want to be remembered?

How can you create the right impression?
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The 
importance of 
a Personal 
Resume

It is your personal sales tool 
to give you an opportunity to 
get an interview

A personal resume will not 
get you the job

But a good personal resume 
will give you the best chance 
for an interview
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How do people change careers?

 They respond to an advertisement on the internet, social media or 
newspaper 

 By knowing someone in real life or “virtually” online

 Be recommended by someone

 Developed a great reputation

 They are poached by other employers

 They are talent searched through Linkedin, Seek or other social media
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Talent 
Searching!!

You could be targeted at 
anytime

Be prepared for people 
researching you online 
without your knowledge

Ensure that your online 
presence is professional 
and up to date at all times
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Get your Social 
Media 
presence right

Google yourself

Tighten up all your Social Media privacy settings

Be careful what you put on your social media pages 
and other people’s social media pages

Be very careful about what other people say about 
you on social media

Be very careful about what you say on Industry 
Forums, Groups and Blogs

Remember most hirers will always check out your 
social media and online presence before offering 
you the job!!
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Always be 
Professional

Be aware of the image you are 
portraying when you are 
networking

There are always people 
watching who may be 
colleagues or future 
employers

So always be professional at 
industry functions, training 
programs, conferences or 
corporate days
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Sections of a Digital Resume

1. Cover Page

2. Contact details

3. Employment History

4. Education – Qualifications

5. Additional Skills

6. Industry and Professional Memberships

7. Interests

8. Referees
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Cover Page Make your resume stand out – be 
memorable and different

Develop a simple cover page

Personalise the cover page to the 
job you are seeking

Graphic Design can be used as an 
alternative to a cover page



z

Contact Details Name

Address (Optional)

Mobile Phone (Must have 
Voicemail/Message Bank)

Email Address

Linked URL and QR Code
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Employment 
History

Employment history should have your current position first 
and you work in reverse from there

You only need to expand on the past 10 years employment

Name of employer

About the company

Start date

End date

Position Title

Responsibilities

Achievements
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Achievements

The single most important selling tool in your 
resume

You need to spend time to ensure that this 
area suits the position you are applying for

When developing your achievements, you 
must make sure that you cover every aspect 
of what you did and how it impacted on the 
business

You need to quantify and qualify the 
achievements with real facts, figures and 
timeframes

The impact for management on staff and 
customers should be highlighted



z

Questions to 
ask yourself

Did you achieve promotion in that role?

Did you take on any extra responsibility in that role?

How did you assist in reducing costs?

Did you do any staff training ?

What were the benefits to the organisation?

Did you or the organisation win any awards?

Did you develop any policies and procedures?

Did you introduce any new IT Systems or programs?

Did you change any operational procedures?

Did you introduce or change any systems that improved 
customer service?
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Achievements 
continued

 Did you exceed any budgets or targets?

 Did you assist in any rebuilding or 
refurbishment programs?

 Did you organize any events that affected the 
organisation?

 Did you exceed your expectations in the 
current role?

 Did you receive any positive customer 
comments?
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Education 
Qualifications

From your highest level down

Institution and City

Qualification achieved

Year completed

Subjects completed
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Additional 
Skills

List all skills and other training

Public Speaking

Development and delivery of training

Competent in computer programs ….

Competent in Payroll, Gaming, Rostering

Current Certificates held

Multilingual – Mention the languages
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Industry Memberships

List all industry and relevant non-industry memberships

Liquor Accord

Chamber of Commerce

Sporting Clubs if relevant

Charity groups

Only include if they add value to your resume
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Referees Name of Referee

Professional relationship

Current position and employer

Previous employer

Email contact address

Linkedin URL

Mobile Number
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Value of a 
Good Resume

It can mean the difference 
between getting or not getting 
an interview

Getting the job you want!

It is your representative 
before you get there
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What do Employers look for?

They will recruit on Character and train skills

They want to build on culture

Will you fit into their culture?


