Writing That 1st Resume – As Easy As ABC

by Dr. Patrick Low Kim Cheng, PhD and Chartered Marketer

Do start to think about what you might want to do after your graduation. Start to practice writing and preparing your resume for the job interviews.

Indeed, writing resume is an important skill to acquire. Write to attract your prospective employer. You need to write simply but effectively to get the reader, your prospective employer to want to hire you.

O yes, do not take a resume as a historical record of your past. True, most of the content of any resume is focused on job history. But really you must write the resume with the intent to arouse attention, to persuade the employer to call you. With this single purpose in mind, your final product will be very different than if you were to write it merely to inform or catalog your job history. 

PICTURE THIS – The ABCs

A stands for ACHIEVEMENTS 

What are your key achievements? Craft your achievements in terms of what you have value added to the school or the Internship Company you have been attached to. Perhaps, you have helped to boost the school building funds. Or that you have won in some essay writing competition.

Achievements can also highlight your known or tested skills. If this is so, then the resume is skill-based resume. It emphasizes the skills that best suit the position you are seeking. Instead of listing specific work experiences, write a bullet point list of relevant qualifications at the top with a simple list of your work experiences at the bottom.

B stands for BE BRIEF and precise in writing your resume. 

Do not be long-winded. KISS the reader. This means you Keep It Short and Sweet. 

Be clear. Use straightforward language that your reader will understand, written in a friendly and natural style.

C stands for CONFIDENCE. 

Think CONFIDENCE. Be CONFIDENT, and write CONFIDENTLY. You are far more capable and competent than you imagine. When you embrace this attitude, you can become the primary creative force in your own life. 

BENCHMARK

Next, benchmark. Don’t rule out looking at other resumes. This is a practical advice: Look at other people’s resumes whenever you get the chance. You will find good ideas – and bad ones too. But more importantly, you learn. Consider using the good ideas as long as they relate to your experience.

PROOFREAD AND CHECK

Finally, after you have completed your resume, have a friend to check it though for conciseness, consistency, clarity and relevance. Proofreading, and checking for typographical errors is vital to your level of professionalism – it’s alright to check once, twice, and even thrice! 

Overall then, leaving the safety net of the University can be scary, but remember that you would have got more skills than you realize. These include such skills as common sense, research, organizational ability and writing skills.

Good luck!
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