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introduction

About this Guide
this guide will help you write an effective resume that is visually appealing, targeted to the job and 
will get noticed by employers. the more you know about yourself and the position you are applying 
for, the easier it will be to create a winning resume.  

Your resume is only one part of your job search activities. For access to the on-line Resume / Cover 
Letter Builder, or for more information about career planning, interviewing and other related topics, 
please visit: www.manitoba.ca/careerdevelopment.  

if you are having difficulty with any part of the guide, another helpful resource is your local 
employment Manitoba Centre. to find one near you call: 1-866-332-5077 or go to  
www.gov.mb.ca/employment/emp_centre_locations.html.  
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Several symbols are used in this guide to help highlight key points, suggestions, cautions, tips and 
examples. 

exAMpLe

indicates an example

ReMeMBeR

outlines items to remember 

ACtiVitY

introduces an activity to complete

AVoid

indicates things to avoid
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What is a Resume?

Resumes are job search tools that show potential employers who you are and summarize your 
knowledge, skills and abilities. A good resume leads to a job interview.  

How your resume looks affects the impression you will make on an employer. ensure your resume is 
organized, to the point and easy to read. 

Why Write a Resume?
Most employers require applicants to submit a resume. Without one you may not get considered for 
the job. A well-written resume will show employers how your skills, experiences and qualifications can 
contribute to the workplace and meet their needs. they look for a specific set of skills that match the 
skills necessary to perform a particular job. A well-prepared resume shows employers you are serious 
about finding a job and should get them interested in calling you for a job interview.  

employers receive many resumes and are usually in a hurry. they don’t spend time on resumes 
that are hard to read, sloppy or incomplete. the average amount of time that an employer spends 
skimming a resume is 20 seconds. if you think about how long 20 seconds really is, you don’t have 
a lot of time to waste! every second counts, so make sure you design a resume that looks great and 
grabs your reader’s attention. Creating a winning resume can make the difference between ending up 
in an employer’s “to be interviewed” pile or the “not interested” pile.

“Don’t rush to develop a new resume. 
That’s the mistake almost everyone makes.  

Instead, reflect on what your greatest strengths are  
and what you love to do.”

~Andrea Kay 

1 http://thinkexist.com/quotes/andrea_kay/ 
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     Getting Started

What types of Resumes Are there?
there are several types of resumes. it is important to choose the type that will best showcase your 
knowledge, skills and experiences as well as downplay anything that you do not want to highlight 
(ex: gaps in work history). the following table provides a brief overview of common types of resumes, 
including their advantages and disadvantages.

Resume Type Overview Advantages Disadvantages
Master Captures all potentially 

useful resume information 
Good for keeping track of 
resume information; useful 
when creating several 
targeted resumes 

Not to be distributed to 
employers; it’s a tool to 
build targeted resumes

Chronological Highlights job experience 
with most recent first

Good for strong, consistent 
work history

Highlights gaps/ job-
hopping

Functional Highlights strengths/hides 
weaknesses

incorporates unpaid 
experience; downplays 
employment gaps due to 
project/contract work

employers may distrust 
these/can backfire

Combination Allows you to sort/
highlight skills and offers 
chronological detail; is the 
most widely used style 

Can help those with limited 
work experience to 
highlight skills first

Gaps in work history/job-
hopping/transitions are still 
apparent in the work history 
section of the resume

Resume types – Real World examples
As you work through this guide, your goal is to put together a targeted resume that clearly 
demonstrates your skills/experience. the following sample resumes showcase the final targeted 
resumes of four individuals: Frank peters, Jennifer Meyer, Sarah Jones and Gabriela tomagan.  You 
can read more about these individuals, and two additional ones – darel Mcdonald and Susan York in 
Appendix A.  

throughout this guide, individual stories are used to provide examples, introduce activities and 
illustrate specific resume components. to begin, take a look at how Frank, Jennifer, Sarah and 
Gabriela used different types of resumes: chronological, functional and combination.

1  
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Chronological Resume Example

exAMpLe

Frank Peters: 
Frank has a solid work history as a heavy equipment mechanic. He 
didn’t graduate from high school but has a General educational 
development (Grade 12 Ged). due to injury, Frank can’t return to 
his previous job and is looking for work that will use some of his 
previous skills and knowledge. A chronological resume highlights 
Frank’s solid work history with his current employer, to position him 
for another job within the same organization.   



PAge 8           
A Guide to WRitiNG ReSuMeS

Functional Resume Example

exAMpLe

Jennifer Meyer:
Jennifer, a recent college graduate, is looking for work that 
will fit her education and skills. Her work experience is limited 
and is mostly in the service industry. She wants to highlight her 
education and new skills and has chosen to use a functional 
resume.
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Functional Resume Example

exAMpLe

Sarah Jones:
Sarah Jones spent the last 10 years as a mother and homemaker. 
Now that her children are in school full-time, she has decided to 
look for work as a sales clerk in a retail store. She hopes to build 
on her interest in fashion and her work experience from before she 
had children. Sarah has been an active volunteer at her children’s 
school, so she added that experience to her resume. She found a 
job posting for a sales clerk at Amy’s Boutique and wrote a resume 
to suit that position.
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Combination Resume Example

exAMpLe

Gabriela Tomagan:
Gabriela lives in Winnipeg with her husband and 10-year-
old son. Her family moved here one year ago from Manila, 
philippines after her husband accepted a position at a university. 
in Manila, Gabriela worked for a pharmaceutical company as a 
lead researcher and completed her phd in Chemistry 16 years 
ago. Gabriela has found a position she believes she is qualified 
for and created a combination resume targeted to the position.   
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ACtiVitY

Keep these resume types in mind as you work on the resume 
building activities introduced throughout this guide. 

if you are ready to write your resume, check the box of the 
resume type that you think might be best for you and keep this 
in mind as you develop it.

Chronological  o

Functional        o

Combination    o
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My experience inventory

if you’re not sure what job or field of employment you’re targeting then you might not be ready to 
write a targeted resume. A good place to start is to create an experience inventory or work record.  
this activity will help you identify the skills you’ve developed throughout your life and uncover skills 
you never realized you had. if you haven’t created a resume before, this inventory will be especially 
helpful.  

Before you get started you may also find it helpful to refer to other guides in this series:
•  A Guide to Planning Your Career 
•  A Guide to Building a Career Portfolio
•  A Guide to Recognizing Your Prior Learning 

developing Your experience inventory
Begin by listing all your work experience within the tables provided. Remember both paid and unpaid 
experience is work, so include volunteer, work practicum and other experiences too. Record all the 
duties you performed for each experience in as much detail as possible.

ReMeMBeR

As you complete the activity:
•  Give yourself a job title whenever possible.
•  List everything, even if it doesn’t seem important to you.
•  Include any equipment you operated or software you used.
•   Think about transferrable skills which can be applied in 

different settings.
             o  ex: if you coached a soccer team, you likely have 

good communication and leadership skills; if you 
were the treasurer of your horseback riding club you 
probably have some basic bookkeeping skills

•  Record your accomplishments. 
             o  ex: when you received positive feedback, praise, or 

were recognized with a formal award
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exAMpLe

Darel McDonald:
darel’s story is featured throughout this guide. Since leaving 
high school after finishing grade 10, most of his work has been 
as a general labourer; he has worked for various employers. 
during lay-offs and other periods of unemployment, darel has 
also worked as a hunting and fishing guide for local outfitters. 
therefore, darel has developed two very different skill sets 
through his work – guiding skills and general labour skills. in his 
spare time he gets involved in the community as a pow Wow 
drumming trainer/leader for youth. this has helped darel to 
develop leadership skills that complement his guiding skills. it 
also allows him to act as a role model for youth. 

darel, 39, lives in Flin Flon with his wife and children. He was 
laid off from the Flin Flon Mining and Smelting Company where 
he worked for four years.  He is the only wage earner for his 
family and he needs to get back to work as soon as possible. 
When asked what he’d like to do darel responded, “i don’t care 
what work i do as long as i work.” to help darel “take stock” of 
his experiences and provide a clearer focus for his resume, he 
completed the following activity.

Job Title Employer/Organization, Location Dates
General Labourer Flin Flon Mining and Smelting Company, 

Flin Flon, MB
2005-2009

Duties/Tasks:
operated sinter machine and auxiliary equipment (ex: conveyors, pug mills and suction fan)

Set up and prepped material (ex: regulated moisture content in mixture)

observed gauges/meters and adjusted settings as required

Completed reports

General maintenance and small repairs of equipment

Safety committee member – focused on addressing safety policy changes, safety compliance and routine safety checks

direct assistant to the Refinery Manager (two years)

Assisted in team meetings

Accomplishments:
employee of the Month award – June 2007
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exAMpLe

Sarah Jones:
You met Sarah earlier when resume types were introduced. 
Although Sarah has some paid work history, it’s quite dated. Her 
only recent relevant experience is volunteering at her children’s 
school. to help Sarah build her resume, she completed her 
experience inventory beginning with her volunteer experience.

Job Title Employer/Organization, Location Dates
parent Volunteer Sunnydale elementary School, Winnipeg, MB 2009 to present

Duties/Tasks:
Work with students one-to-one to support reading and math activities

Assist with fundraising events

prepare for student-teacher interviews

Attend and monitor children on field trips

Coach indoor co-ed soccer for primary grades

Accomplishments:
Coached primary co-ed soccer to win intramural championships three years in a row
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ACtiVitY

use the following My Experience Inventory worksheet to record 
your experiences. See Appendix B for additional worksheets if you 
need more space.

Job Title Employer/Organization, Location Dates

Duties/Tasks:

Accomplishments:

Job Title Employer/Organization, Location Dates

Duties/Tasks:

Accomplishments:
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Your completed experience inventory can help you to develop both a master and targeted resume.  
Master and targeted resumes will be introduced in the next two sections. once you decide which type 
of resume you are going to develop, you can use the resume worksheet in the Writing My Resume 
section of this guide. Some of the information from the activity you just completed can be transferred 
to the worksheet.

Master Resumes
A master resume collects all of your knowledge, skills, experiences, and achievements into a single 
document. As it will likely be several pages long it cannot be used “as is” to apply for jobs.  However, 
it can make creating a targeted resume quick and easy.  

once you have a master resume, each new targeted resume should only take 30 to 60 minutes to 
develop. if you already have a master resume and are ready to create a targeted resume go to the 
targeting Resumes section of this guide.

Having a master resume ensures that you won’t lose track of important information that may be 
included on one version of your resume but omitted from others. it is also a good starting place if you 
don’t have a job in mind and can’t “target” your resume just yet. 

When creating a master resume, remember:
 •  don’t worry about format or length
 •  capture details about each position
  o  job title, organization/department, dates
  o  key duties/responsibilities/accomplishments
  o  contact info: supervisors/managers/references
 •  track all education
  o  formal programs – institution, degree, dates
  o  informal learning – certificates, dates
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exAMpLe

Susan York:
Susan is another individual who is highlighted throughout 
this guide. She is 52 and lives in dauphin, Manitoba with her 
husband Marcus and two children.  Both of Susan’s children 
(thomas, 22 and Cecile, 19) are currently attending university 
and she would like to find a full-time job that uses her Bachelor’s 
degree. 

Creating a master resume is a great idea for Susan. She has 
a Bachelor of General Arts degree that she never really used 
because she was unsure of her career direction at graduation 
and then took several years off work to raise her children. She 
is working part-time at dauphin Central Bank as an investment 
Consultant and would like to find a full-time job that is relevant 
to her education.  

Susan isn’t sure what job or industry to create a resume for and 
is exploring options. She has several versions of older resumes 
from past job searches that could be combined into a master 
resume. if she can get all the information in one place it will 
definitely be easier to sort through her experience and tailor 
her resume for a new position. She also won’t have to start from 
scratch and miss important skills and experiences. the following 
is a sample of her master resume.
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ACtiVitY

to help you create your Master Resume, use the Writing My 
Resume Worksheet (Appendix C) to record all the information that 
you want to include in a master resume.  

ReMeMBeR

it is important to keep your master resume up to date. Be sure 
to add new skills, qualifications, employment, or education 
to your master resume. plan to regularly update your master 
resume, perhaps once every two months, to make sure you 
don’t forget anything.
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targeting Resumes
the resumes you use need to be targeted for specific positions. Remember, an employer only 
spends 20 seconds reviewing each resume. A targeted resume will clearly outline the skills and 
experience you bring to the position you are applying for. A more generic  or “one size fits all” resume 
may force the employer to search for what he/she is looking for. this is generally not a good idea. 

Creating a master resume can help if you need more than one targeted resume or are planning a job 
search for more than one type of position. With a master resume, targeting a resume to specific jobs is 
easy. Simply open the master on your computer, then save a copy with a new file name specific to the 
position you are applying for. Add a date to the file name (ex: dauphin Signs 2010 03 18).  Although 
this seems like a strange order to write dates in, it means that your resumes for the same employer will 
always stay in date order if sorted in your computer.  

Saving a new copy before you start editing leaves your master resume untouched. When working in 
the new file, delete anything that doesn’t fit with the job you are applying for. think about the person 
you will send this resume to and ask whether he or she will find the information valuable. if the answer 
is “No,” delete that line or section. this will help you condense your master resume very quickly. the 
result will be a clear, concise version that contains only relevant information.

if you do add anything new to this targeted resume, be sure to add the same item to your master 
resume to keep it complete and up-to-date.

For more information, see the Master Resume section within this Guide. 

ReMeMBeR

to find information to help target your resume, consider: 
•  job advertisement
•  company website
•  human resources department
•  annual reports

don’t include experiences from too far back. Normally, items 
from more than 15 years ago wouldn’t be included on a resume. 
However, it may be necessary to include older work experience 
if linking skills to those previous positions or if you want to show 
a long history in a specific job or field. 
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exAMpLe

Jennifer Meyer:
You met Jennifer earlier when resume types were discussed in this 
guide.  As a recent college graduate, she is looking for work that 
will fit her education and skills. Her work experience is limited, 
so she’s chosen to highlight her skills using a functional resume. 
Jennifer has found a job posting (inserted following this description) 
for an assistant network administrator and has tailored her resume 
to suit the position. Notice how she’s incorporated elements of the 
job ad into her resume. 

For more examples see the resumes and matching job ads for 
Sarah, Frank, darel and Gabriela in Appendix A.

Charge University

Charge university is a leader in post-secondary education and rated as  
one of the Top 100 companies to work for in Manitoba.  

We are looking for an outstanding candidate to fill our Junior  
Assistant Network Administrator position.  

Candidates must have a diploma in computer science or equivalent education  
and experience, be able to work in a team environment, and be skilled  

with Windows Server (20xx), exceptional communication skills, provide technical support  
to clients and exchange mail servers.

Qualified candidates should submit their resumes to:

hr@email.ca or

Ms. Keisha West 
Human Resources Manager, Charge university

270 18th Street
Brandon, Manitoba  R7A 6A9 
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     Writing My Resume

the best resumes are customized for a specific job. However, there are common elements that appear 
in nearly all resumes, regardless of the type. With a specific job in mind, use the activities in this 
section to start developing your resume. Keep in mind what style of resume you want to complete (ex: 
chronological, functional or combination).  

if you’ve completed the My Experience Inventory activity, review it to see what can be transferred to the 
Writing My Resume Worksheet. At the end you can bring all the pieces together and begin to create 
your resume. don’t worry about formatting right now – just focus on gathering your resume content.

please note: there is space provided in this section to record your information; however, if you prefer, 
you can use the Writing My Resume Worksheet (Appendix C).

Resume Headings
use headings to organize your resume. Here are some sample headings that you can choose from 
when writing your resume. Headings should reflect the information that the reader will find in that 
section and may include:

Employment Objective

• Employment Objective
• Objective 
• Job Target
• Employment Goal

Highlights of Qualifications 

• Highlights of Qualifications
• Summary of Qualifications
• Professional Summary
• Career Highlights

Skills 

• Skills
• Accomplishments
• Professional Experience
• Relevant Skills and Experience

Employment History 

• Employment History
• Work Experience

2  
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Education 

• Education
• Training and Development
• Career Development 

Volunteer Activities/Community Involvement

• Volunteer Activities 
• Community Involvement

in the following section you’ll find an activity for each of the headings noted above. the activities are 
carried out in an order that will help you identify key points for each section.  

Name/Contact information
Although “Name/Contact information” isn’t included as an actual heading, clearly that information 
must be included in your resume.  
      • Includes your name, address, phone number(s) and/or email
      • Information may not change from resume to resume
      • Could be formatted creatively as personal letterhead

ReMeMBeR

Always be professional; don’t include inappropriate email 
addresses. if your current email address isn’t professional, 
create a new one for free online (ex: www.hotmail.com,  
www.gmail.com, mail.yahoo.com).

ReMeMBeR

if you don’t have a personal phone number, provide a number 
where a message can be left for you.

www.ca.yahoo.com
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exAMpLe

Darel McDonald
12243 Vert Street, Flin Flon, Manitoba R8A 0A1 
(790) 123-4567
dmcdonaldMB@email.com

exAMpLe

Darel McDonald
12243 Vert Street, Flin Flon, Manitoba R8A 0A1 
(790) 123-4567
dmcdonaldMB@email.com

if your resume is longer than one page, make sure to put at least 
your name and page number on all pages after the first.

ACtiVitY

Record your contact information in the space provided.
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employers may contact you by phone so it’s important to ensure that anyone answering the phone 
can take a complete message and will be polite and professional. Check your answering machine or 
voice mail message to ensure it’s something you don’t mind employers hearing. For example, during 
your job search you may not want to have your young children’s cute greeting on the machine or an 
abrupt “At the tone, you know what to do!”  

ReMeMBeR

•   coach anyone who may answer your phone about how to 
respond to potential employers

•  adjust voice mail, if necessary
•  use an appropriate email address
•   check your voice mail and email daily if you’ve provided them 

as contact information to potential employers

exAMpLe

Sarah Jones:
Sarah’s answering machine message used to be one that her kids 
created.  Now that she is looking for work, she has recorded a more 
professional sounding message. this is what her machine now says 
when callers hear it.

“Hi, you’ve reached the Jones residence. We can’t take your call 
at the moment, so please leave a message and we will get back to 
you at the earliest opportunity.” 

Career Goal/employment objective 
this is a short statement about your career goal or employment objective. it can help focus readers 
by letting them know what type of work you are looking for. if an average employer is only going to 
spend 20 seconds looking at your resume, it’s important to be clear about your goal. 
      • This statement is optional but can be a valuable addition to your resume
      •  If you are doing a targeted resume, you may want to include an objective; if you are completing 

a master resume, you likely won’t include one
      •  If you are applying for a specific job (ex: advertised or through a contact), you may not need an 

objective as the reader knows what you are applying for. instead, you may find it helpful to begin 
with a strong career highlights section to create a positive first impression
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ReMeMBeR

Avoid flowery or wordy job objectives; stick to the position you 
are applying for. Also, ensure that your objective focuses on the 
organization’s need, not yours (ex: avoid objectives like “to get 
a good job that pays well and uses my skills”)

exAMpLe

Jennifer Meyer:
Assistant Network Administrator position

Sarah Jones: 
Sales Clerk at Amy’s Boutique

Frank Peters: 
Quality Assurance Co-ordinator/HR trainer

Gabriela Tomagan: 
Laboratory research position, building on phd and 16 years 
experience

ACtiVitY

Write your job objective or employment goal in the space 
provided: 
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employment History 
Summarizes all of your work experience with the most recent position first, then in date order going 
back in time.
      • Can include unpaid work experience (ex: internships, co-op programs, volunteering)
      • Multiple formatting options to consider; pick one and be consistent throughout
      • Various positions within a single company can be grouped together or listed separately 

exAMpLe

Frank Peters: 
Frank has old experience he wants to include on his resume. See 
the following examples of how Frank could add this experience. 

Example #1  General Labourer, Stoney Shipping, Winnipeg MB                           1982 – 1983

Example #2  Stoney Shipping        1982 – 1983 
   General Labourer, Winnipeg, MB

Example #3  Stoney Shipping, General Labourer
   Winnipeg, MB
   1982-1983
 
Example #4  General Labourer       1980 – 1983
   Various positions                                                             
(assuming Frank had 
several other labour 
jobs at the same time)
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ACtiVitY

List your employment history in the space provided. include 
information such as: 
  •  Job title
  •  Company name
  •  Company location
  •  Dates of employment
  •  Contact information
  •  Duties 
  •  Major accomplishments

You won’t include this much information in a targeted resume, but 
it’s good to have it all listed in one place. this will make it easier 
to find the information when you need it. if you need more space 
simply copy this page or use an extra piece of paper. 

#1

#2

#3
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#4

Volunteer Activities/Community involvement 
outlines skills or abilities that have come from activities such as team sports, volunteering and hobbies.
      •  Avoid including information about religious or political affiliations unless they are important to 

the job (ex: applying to work for a political or religious organization)
      • Avoid listing hobbies that a reader might be concerned about (ex: target shooting) 
      • For targeted resumes – list if relevant to the position you’re applying for
      •  For experience from 10 or more years ago – focus on including experience that is relevant to the 

position you’re applying for 

exAMpLe

Frank Peters:
You met Frank earlier in this guide. Frank has been fairly active in his 
community. He has listed his volunteer and community involvement 
here.
      • Founding Member, Thompson Toastmasters’ Club, 1990-20XX
      •  Coach of Annual Thompson Boys Summer Soccer Camp, 

20xx – 20xx
      • Big Brothers of Thompson In-School Mentor, 20XX – 20XX

ACtiVitY

Are there any volunteer activities you should include?
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Skills 

You identified information about your past work experience, duties and accomplishments. Now it’s time 
to turn your information into high impact skill statements. to do this you will need to:
      •  Practice developing skill statements
      •   Relate your skills to the targeted position if you are writing a targeted resume
 o   include only your most important skills, characteristics and accomplishments that relate to the 

targeted position
      •  For a master resume, develop skill statements for all identified skill areas 

ReMeMBeR

Simply listing your skills isn’t enough. You need to make your 
skills stand out if you want to catch the employer’s attention.

the most effective resumes contain skill statements that allow you to show your accomplishments; 
however, accomplishments can be tough to track. to identify accomplishments for each of your job or 
work experiences (paid or unpaid), think of examples where you performed well. once you think of a few 
examples, break them down into the following parts:
      •  What was the challenge/problem?
      •  What you did do about it?
      •  What was the result/outcome?

using this approach to shape your skill statements will help to create strong and effective descriptions to 
add to your resume. 

exAMpLe

Darel McDonald:
darel, who you met earlier in the guide, has developed a skill 
statement using this approach. 

What was the challenge/problem?
the company was experiencing a high number of workplace 
accidents. 

What did you do about it?
Joined the safety committee and helped develop new safety 
policies.

What was the result/outcome?
Reduced number of accidents by 20 per cent over the first year 
policies were in place.
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using the answers to these three questions, you can create a high-impact skill statement to add to 
your resume. to add strength to your statement, begin the sentence with an action verb (ex: managed, 
assembled, guided, promoted, arranged) See action verbs underlined below:

exAMpLe

Darel McDonald:
Reduced workplace accidents by 20 per cent over a one year 
period through safety committee participation and policy 
development.

Gabriela Tomagan: 
Led and managed the mentor program for research assistants for 
five years, overseeing the successful completion of 25 program 
participants.

Jennifer Meyer: 
Supported clients to solve technical problems and improve 
technical performance.

Sarah Jones:
Coached primary co-ed soccer to win intramural championships 
three consecutive years.

For additional sample skill statements by industry see Appendix D.
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ACtiVitY

use the space provided to develop skill statements. See the 
Action Verb List in the following section for help getting started.  
Copy as many pages as required.

What was the 
challenge/ problem?

What did you do about 
it?

What was the result/
outcome?

Skill Statement
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Action Verb List
Strong skill statements start with an action verb. to create skill statements, choose from this list of 
action verbs to describe your skills and experience. Be sure to select words that accurately describe 
you and the tasks you have performed.

accepting accepted
adopted
received 

accomplishing accomplished     excelled
achieved             promoted
advanced            succeeded
attained              surpassed
championed       won
earned  

administering activated            implemented
actualized          initiated
administered     initialized
applied 
executed 

advertising advertised          merchandised
brokered            positioned
displayed           publicized
exhibited           sold
lobbied             solicited
marketed 

affecting impacted
affected
effected

arranging arranged          constructed
assembled         joined
built                  merged
compiled  

authorizing approved           nominated
authorized         recommended
awarded            recognized
certified             referred
commended      sponsored
elected  

buying bid                   ordered
bought               procured
funded             purchased  
invested             requisitioned
leased                     

calculating accounted         posted
audited              reconciled
balanced           recorded
budgeted          registered
calculated         reimbursed
computed         scanned
credited            screened
detailed            selected
documented    tabulated
estimated         tracked
inventoried       validated
measured  verified

cataloguing catalogued 
categorized
charted 
coded 
correlated  
indexed 
logged  

collecting collected           recovered
intercepted       retained
reclaimed          retrieved

combining assimilated         incorporated
attached             integrated
collaborated      linked
combined           networked
included   

communicating communicated  interacted
considered        responded
dialogued         translated
discussed  

consolidating concentrated     economized
condensed         eliminated
conserved          extracted
condensed         reduced
cut                      released
deleted              removed
derived              saved
downsized         summarized 

mapped 
ranked 
rated 
related 
rendered
specialized 
specified
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consulting advised
advocated
affirmed
consulted 

counseled
helped
prescribed

delivering delivered
dispatched
dispensed
dispersed
distributed
exported

forwarded
outsourced
routed
sent
transferred
transmitted

describing elaborated
explained
defined

described
illustrated

designating appointing
assigning
delegating

designated
issued
notified

designing created
conceived
conceptualized 
configured
designed
developed
devised
engineered
established
fabricated
formed
formulated

founded
generated
innovated
installed
invented
modeled
moulded
originated
programmed
rendered
styled 
visualized

determining identified
detected
determined

discovered
decided
pinpointed

educating coached
cross-trained
debriefed
demonstrated
educated
enlightened
illustrated
informed

instructed
lectured
mentored
proved
retrained
showed
taught
trained

enhancing accelerated
adapted
adjusted
altered
augmented
automated
centralized
changed
converted
corrected
energized
enhanced
exchanged
expedited
improved
modernized
modified
normalized
overhauled 
perfected 
progressed
realigned
rebuilt
reconstructed
recreated

recycled
redesigned
reengineered
reinforced
remodelled
renewed
reorganized
repaired
replaced
replenished
restored
restructured
retooled
returned
revamped
revised
revitalized
rewired
simplified
solved
stabilized
standardized
stimulated
streamlined

ensuring ensured
guaranteed
insured

evaluating analyzed
appraised
ascertained
assessed
compared
critiqued
deciphered
diagnosed
evaluated
examined
explored

graded
impacted
inspected
investigated
proofed
proofread
researched
reviewed
studied
surveyed
tested
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finalizing closed
completed 
finalized 
finished 
formalized
furnished 
operated 
performed  

prepared
processed
produced 
provided 
submitted
supplied
terminated
transacted

increasing expanded
diversified
enlarged

grew
increased
syndicated

influencing encouraged
engaged
entertained
influenced 
inspired

interested
involved
motivated
persuaded

learning understood
construed
familiarized
interpreted

learned
mastered
practiced

managing acted
allocated
assumed
chaired
co-managed
conducted
controlled
directed
enforced
exercised
governed
guided
handled

headed
held
led
maintained
managed 
manipulated
monitored
oversaw
presided
regulated
represented
supervised
sustained

mediating arbitrated
challenged
conciliated
concurred
confronted
contracted

mediated
negotiated
proposed
reasoned
renegotiated
subcontracted

narrating spoke
addressed
announced
moderated

narrated
presented
quoted
reported

obtaining accrued
accumulated
acquired 
brought

captured
obtained
recaptured

preventing circumvented
deferred
deflected
diverted

pre-empted
prevented

projecting anticipated
forecast
perceived

predicted
projected

recruiting employed
hired
enlisted
interviewed

recruited
rehired
staffed

resolving neutralized
resolved
treated

troubleshot
turned

scheduling co-ordinated
contributed
co-operated
dealt

facilitated
followed
participated

serving accommodated
assisted 
enabled

served 
supported

sorting organized
grouped
planned
prioritized

sorted
strategized
structured

sourcing found
located

sourced
traced

transitioning drove
emerged
moved
navigated
placed

pushed
relocated
returned
transitioned

upgrading strengthened
transformed

updated
upgraded

utilizing used
exploited
utilized

writing authored
composed
corresponded
drafted

edited
published
transcribed 
wrote
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once you’ve created your skill statements it’s a good idea to cluster similar skills into sub-sections (ex: 
customer service skills, construction skills). Begin by identifying two to four headings. then, support each 
heading with three to five bullets that provide solid examples of your accomplishments and/or measures 
of your skills. Some sample skill headings are as follows:

      •  Communication Skills
      •  Customer Service
      •  Administrative Skills
      •  Equipment Operation and Maintenance
      •  Construction Skills
      •  Health and Safety

exAMpLe

Jennifer Meyer:
Technical Skills
  •   Evaluated technology features to enhance business 

communication and productivity
  •  Installed network-based servers (ex: Windows and Linux) 
  •   Supported clients to solve technical problems and improve 

technical performance
  •   Maintained servers with zero downtime for computer users 

during business hours
  •   Installed computer hardware, networking software and 

operating systems
Customer Service
  •   Demonstrated excellent judgement, responsibility and 

leadership
  •   Recognized for providing quality service to numerous customers 

at once
  •   Improved customer satisfaction by dealing effectively with 

stressful situations
  •  Developed and maintained a large customer database 

other sample skill statements and headings are provided here. For examples sorted by industry, see 
Appendix D.
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exAMpLe

Administrative/Clerical
  •   Co-ordinated the flow of information internally and with other 

departments
  •   Set up and maintained manual and computerized information 

filing systems
  •   Supervised and trained other staff members in duties, safety 

procedures and company policies 
  •   Prepared minutes of management and board meetings which 

served as official records of decisions and action plans
  •   Controlled a $____budget for contracts, equipment and supplies

Mail Processing
  •   Received, processed, sorted and distributed incoming and 

outgoing mail, faxes, messages and courier packages manually 
and electronically

  •   Maintained address databases and produced personalized 
mailings

  •   Contacted suppliers to resolve shortages, missed deliveries and 
other problems

  •   Explained delivery routes and postal service options to 
customers

  •   Participated in formal discussions with ___ about work processes 
and product improvement

Accounting and Bookkeeping
  •   Prepared tax returns and performed account reconciliations
  •   Efficiently managed financial records for business with $2 million 

in sales
  •   Established, maintained, and balanced various accounts using 

computerized bookkeeping systems
  •   Processed over $5,000 per week in customer cash deposits 

and withdrawals, cheques, transfers, bills and other banking 
transactions

  •   Answered client enquiries and resolved problems or 
discrepancies concerning customer’s accounts

  •   Made recommendations that led to 25 per cent savings in 
accounting and management expenses
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exAMpLe

Human Resources
  •   Developed, implemented, and evaluated personnel and labour 

relations policies, programs and procedures.
  •   Advised 10 managers and 50 employees on the interpretation 

of personnel policies, benefit programs and collective 
agreements.

  •   Hired and oversaw the training of new employees.
  •   Mediated disputes to bring about resolutions and to promote a 

harmonious workplace.
  •   Counselled employees about training options and career 

development opportunities that served individual needs while 
promoting the goals of the organization.

Dental 
  •    Assessed patients’ oral health by examining them over a series 

of visits, asking questions and using touch and observation to 
evaluate overall condition of oral tissues.

  •   Evaluated the appropriateness of treatments considering factors 
such as patients’ stated needs, medical and dental histories and 
economic means.

  •   Recorded data in patient charts, management software 
programs and referral forms.

  •   Prepared patients for dental examination and assisted the 
dentist during the examination.

  •   Scheduled patient appointments and recorded dental 
procedures performed.
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ACtiVitY

List three skill headings that you could include on your resume. 
Support each heading with three to five bullets. For more 
examples see Appendix D. 
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Highlights of Qualifications 
this section should provide an employer with a picture of your most important and relevant skills and 
qualifications.
      •  Highlights key qualifications that make you a good candidate for the position
      •  Usually includes three-to-five key points that you want an employer to know 
     o   Remember: A master resume will include all highlight statements regardless of the job you 

are applying for.
      •   Keep in mind that the “Highlights of Qualifications” section will appear before the skills section on a 

resume. However, you may find it is easier to summarize your qualifications once you’ve developed 
your skills section.

exAMpLe

Darel McDonald:
      • Extensive experience working as a general labourer
      • Hard working; flexible availability
      • Certified forklift operator
      • Able to lift and move over 65 lbs 
      • Fluently bilingual (English and Cree)

Refer to sample resumes (Appendix A) for more examples of 
highlights of qualifications.

ACtiVitY

Write three to five highlights of your qualifications. 
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ReMeMBeR

You might have awards and accomplishments that you want to 
include in your resume. include these in the most appropriate 
section of your resume (ex: include academic awards in the 
education section, include work-related accomplishments in the 
employment History section, include volunteer achievements 
or sports awards in the Volunteer Activities/Community 
involvement section).

education 
List your education, including formal schooling (ex: General education diploma, high school, college, 
university) and informal education and training opportunities (ex: professional development courses, 
seminars, workshops). 

      •  If you do not have grade 12, then lead with your strongest accomplishment (ex: other certification).
      •   Consider grouping similar courses together if you’ve taken lots of short courses or workshops (ex: 

over 100 hours of advanced customer service training, 30 hours of occupational health and safety 
training).

      •  List in date order, most recent first.
      •   Avoid listing grades on your resume; include a transcript if appropriate, or include your grade point 

average (GpA) if it is high enough to be considered an accomplishment

exAMpLe

Jennifer Meyer:
Diploma, Computer Systems Technology                           20xx
Assiniboine Community College 
High school diploma, Woodward Secondary School              20xx

Darel McDonald:
• St. John Ambulance First Aid Level 2 Certificate  20XX
• Completed Grade 10      19XX
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ACtiVitY

List your education, both formal and informal. 

ACtiVitY

Now that you’ve worked your way through all of these sections, 
you’re ready to create a resume. to help you write your resume, 
three resume templates are provided:
      • Combination Resume Appendix E  
      • Functional Resume Appendix F
      • Chronological Resume Appendix G

For resumes samples on specific occupations conduct a google 
search.
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     troubleshooting and Next Steps

Frequently Asked Questions (FAQs)

How long should a resume be?
Resumes are generally one or two pages long. the key to resume length is how well the information 
fits the job you are applying for. Ask yourself:
      •  Does all information relate to the position? 
      •  Have you included enough facts to demonstrate your skills and experience? 

it is better to add an additional page to your resume than have the information look crowded. A 
resume should be nice to look at and easy to read.  

Should I include references on my resume?
it’s best to save references for the interview stage, unless they are specifically requested. Always get 
permission from your references before passing their information along to an employer. For more 
information about references see A Guide to Outstanding Interviews.

You can include References Available upon Request at the end of the last page of your resume.  it’s 
becoming more common practice to leave this line off your resume. it’s assumed that job seekers 
would supply references if asked by a potential employer.

What should not be included?
      •  Personal details
 o   ex: marital status, age, Social insurance Number, ethnic background and religious or political 

affiliation unless it is important to the job (ex: applying for a job at a church where you are a 
member, applying to work for a provincial or federal politician)

      •  Pay at previous job
      •  Photographs
 o   except for modeling or acting-related resumes
      •  Long lists
 o   Select only the most significant and recent honours/activities to include
      •  Cute or “gimmicky” appearances 
 o   ex: hot pink paper, cartoons or happy faces
      •  Unusual formats
 o   Follow one of the common formats
 o   Make your resume “stand out” because of its content, attention to detail and professional 

appearance
 o   Keep differences in paper colour, print type or format subtle

Do all jobs require a resume?
      •   Employers do not always ask for resumes. However, providing a resume usually makes a good 

impression. it also gives them something to refer to if they want to contact you later.

3  
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Can i Be Creative?
Just as your appearance counts when you are trying to make a good impression on an employer, the 
appearance of your resume also counts. using a standard template will result in a resume that looks 
like everyone else’s. if you want your resume to grab the reader’s attention, you’ll need to invest a bit 
of time in creating it; allow several hours if this is your first resume or a major revision of an older one.  

Make sure that your resume looks good and grabs the attention of your reader. Remember, no matter 
what design you choose for your resume, follow the Resume Tips in this guide and review the Resume 
Checklist.

Your resume is an extension of who you are, so feel free to try out different formats and designs.  You’ll 
want to create something that is professional, effective, and personalized. Here are some suggestions:

      •   Choose a different font type and size for your name.
      •   Make your section headings stand out (ex: font, size, small caps, bold).
      •   Select a basic font (ex: Arial, Times New Roman, Calibri, Tahoma) and use the same font to 

create your cover letter. 
      •   Use columns to list information or use right justification for dates to help balance the look of the 

resume. 
      •   Use higher quality paper in white or slightly off-white.

AVoid

don’t go overboard. too many different font styles will 
distract the reader or make your resume look unprofessional. 
uncommon fonts could be a readability issue for resumes sent 
as email attachments or submitted online.

ReMeMBeR

once you’ve designed the layout for your resume, have others 
review it and provide you with feedback.
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Common Resume Challenges 

Problem # 1: Gaps in your work history

dealing with gaps in work history can be tough for people:
      •   re-entering the workforce after an absence due to health issues, maternity leave, or 

incarceration
      •   whose work history consisted mostly of temporary or seasonal jobs as this could look like “job 

hopping”

Solutions: 
      •   Use a combination or functional resume format.
      •   List years instead of months and years.
      •   Don’t emphasize dates (ex: avoid bold text); de-emphasize with smaller font.
      •   Include volunteer, consulting, or educational activites undertaken during employment gaps.
      •   Address employment gaps within your cover letter.
      •   Be prepared to provide honest answers about gaps in work history in an interview.

exAMpLe

Darel McDonald:
darel lost his job at Stargate Windows in March 2001 and didn’t 
begin working for Henry’s Hunting Company until october 2001. 
By using only years, the seven month gap isn’t as obvious. 
      •  Flin Flon Mining Company (2005-2009)
      •  Henry’s Hunting Company (2001-2005)
      •  Stargate Windows (1998-2001)

Problem #2:  Minimal skills and experience 

Limited relevant experience can be an issue for those:
      •  just entering the field
      •  changing careers

Solutions:
      •  Use a functional resume format.
      •  Consider your transferable skills.
      •  Incorporate the language of the job ad. 
      •  Connect your skills to job requirements.
      •  Be open to learning.



PAge 48           
A Guide to WRitiNG ReSuMeS

exAMpLe

Jennifer Meyer:
Jennifer chose to highlight some technical roles she played in 
her customer service positions. Such roles can be relevant to the 
Assistant Network Administrator position she is applying for.

Customer Service
      •  Developed and maintained large customer database.

Problem #3: incomplete or no diploma, degree or certificate

Solutions:
      •  List incomplete education as “in progress” if you’re still completing your studies and/or include 

an anticipated graduation date for your program.
      •  List what you have completed, regardless of whether you quit or are still “in progress”.
 o  ex: completed 30 credits towards BSc
      •  Include high school or General Educational Development (GED) if you have no college/university 

credits.
      •  Don’t forget relevant training, seminars/workshops, and conferences.
 o  ex: Resolving Workplace Conflicts (six hours), 2002

exAMpLe

Frank Peters: 
Frank didn’t complete a high school diploma, so he’ll list his General 
educational development (Grade 12 Ged) and other applicable 
training.
      •  St. John Ambulance Standard Level First Aid (2009)
      •  Quality Assurance certification (2001)
      •   General Educational Development/High school equivalent 

(1987)

Problem #4: Job-relevant experience from many years ago 
Relevant experience may appear to be “out-dated” if skills haven’t been used recently.

Solutions:
      • Use a functional resume format.
      • Focus on your skills.
      •  List older jobs relevant to the position as additional employment. Older jobs are those that were 

done 10 - 15 years ago or more.



PAge 49           
A Guide to WRitiNG ReSuMeS

exAMpLe

Sarah Jones:
Sarah’s most recent paid work experience was 10 years ago. using 
a functional resume format she can include her recent volunteer 
experience with relevant skills from her past jobs.

Problem #5: immigrant workers and international experience
New Canadians and people returning from working out of the country have trouble communicating 
the value of their non-Canadian education and work experience to potential Canadian employers.

Solutions:
      •  Highlight all relevant Canadian experience (ex: part-time or full-time employment, volunteer 

experience).
      •  For regulated professions seek Canadian certification.
      •  Be specific about your skills.
      •  Include English classes if relevant.
      •  Make a clear link between previous experience and the targeted position.
      •  Depending on the job or field you are targeting, you may wish to include journal publications 

in your resume. ensure they are cited according to the ApA and MLA formats. Visit the purdue 
online Writing Lab for more information on citing research and publications at  
http://owl.english.purdue.edu/owl/resource/557/01/ 

      •  Ensure you are following a standard Canadian resume format (ex: do not include personal 
information such as age, gender, religion).

exAMpLe

Gabriela Tomagan: 
As the majority of her work experience is from the philippines, 
Gabriela decided to include her english language classes and her 
volunteer experience from Canada.
     •   Volunteering part-time at the Winnipeg Food Bank, helping to 

streamline their food intake and shelving process
     • English Language Studies Program, University of Manitoba 
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Resume Checklist
Before you send off your resume to a potential employer, be sure to review this checklist. if you are 
not yet able to check each of these items off, you may need to spend a bit more time working on your 
resume or ask for help so that you can submit your resume with confidence.

	 q			Have you proof-read your resume? Also try to have another person look it over, ideally 
someone who is familiar with the job that you are applying for. incorrect spelling and 
grammar are deal-breakers for most employers.

	 q			did you use a consistent structure and format?

	 q			is the most important information provided near the top of page one?

	 q			does your resume highlight your relevant skills, work history and education?  

	 q			is your resume targeted to the position you are applying for?

	 q			is your resume informative and convincing?

	 q			Will your resume “get noticed”?  does it look appealing?

	 q			is your resume uncluttered?  Have you removed any unclear goals, words or statements?  
Repetitive words or phrases?  unimportant details?

	 q			is the information on your resume correct?

	 q			is your full name and contact information correct and located on page one?

	 q			did you include your name and page number on page two?
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i’ve Created My Resume – Now What?
once you’ve created your targeted resume, it’s time to think about how to get your resume 
to employers that interest you. For more information on how to do this, check out A Guide to 
Conducting an Effective Job Search. 

ReMeMBeR

Find out what submission format the employer prefers in 
person, mail, email, online.
In Person
      •  Ensure your appearance is neat and tidy; dress in clothing 

similar to what the employees are wearing (ex: don’t wear 
a suit and tie when applying at a convenience store; don’t 
wear jeans when applying at an office).

      • Include a cover letter.
      •  If dropping your resume off, place it in an envelope with 

the correct contact information of the employer.
      • Ask if there is an application or other form(s) to fill out.
      • Be prepared to be formally or informally interviewed. 
      • Go on your own; don’t bring children, parents, friends.
      • Be respectful to the receptionist and others you meet.
Mail
      • Address the envelope neatly.
      • Include your return address.
      • If possible, address it to a specific person.
      • Include a cover letter.
      • Be sure to use the correct postage.
Email
      • Make sure you have an appropriate email address.
      • Include a clear subject line.
      • Include a cover letter.
      • Write your message clearly and concisely.
      •  Find out if the employer would prefer a specific type of file 

(ex: Word, Wordperfect, pdF).
      •  Check to confirm you have added the correct attachment 

before sending.
      • Be virus free – don’t send a virus with your resume!
Online
      •  Recognize that formatting may be lost or corrupted when 

copying and pasting. use plain text format.
      •  A limited number of characters may be available; be 

careful your message doesn’t get cut off.
      •  Online programs often search for key words – be sure 

you’ve incorporated specific words from the job ad.
      •  Include a cover letter if possible.

Regardless of how you submit your resume, it’s important to track which version of your resume you 
sent to each employer. use the Resume Tracking Resource located in A Guide to Conducting an 
Effective Job Search as a template.
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     References

References are an important part of the job search process. they provide potential employers with 
critical information about your skills, abilities and previous job performance to help them decide 
whether you are the right person for the job. 

unless specifically requested in a job advertisement, references are not typically included with the 
resume when applying for jobs. the reference list is a separate document that is usually given to an 
employer at the time of the interview and should match the header style, layout and stationery of your 
resume and cover letter.

Your references should be relevant to the type of work that you are targeting and should provide 
information on your work style, skills, abilities and achievements. 

Before selecting references for an employer: 
•  Identify three to four references who will comment fairly and positively and can speak clearly 

about your strengths and contributions.
• Ask for permission to use them as a reference.
• Include the reference’s full name.
• Include their current job title and name of employer where they are presently working.
• Specify their relationship to you (supervisor, co-worker, client). 
•  Ask for preferred contact information (ex: office, home, cell phone number and/or email address) 

and the best time to reach them.
•  Let the reference know what types of jobs you’re looking for and provide them with a current 

copy of your resume. this will help them prepare for the kinds of questions the potential 
employer will likely be asking. 

Whenever you give a reference’s contact information to a potential employer, inform that reference 
immediately. Someone who agreed two years ago to serve as your reference may not be able to 
provide detailed and relevant information to your potential employer if called unexpectedly without 
any information about your job search activities. 

exAMpLe

Sarah Jones:
in Sarah Jones’ case, her two past supervisors are from more than 
10 years ago and, even though she has been able to get current 
contact information for them, it’s unlikely they’ll be able to speak 
in detail about her skills. Sarah needs to have a conversation with 
them in case a potential employer calls, bringing them up-to-date 
on her life and experiences. She has also provided a recent contact 
from her volunteer experience.

4  
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Sample Reference List

Sarah Jones
1234 53rd Avenue • Winnipeg, MB R2W 3S4 • (204) 123-4567 • sarah.jones@email.com

REFERENCES

Mr. Jim Bray

Regional Manager, Manitoba Books
Relation to candidate: Supervisor
Phone: (204) 421-7893
Cell: (204) 461-2178
E-mail: Jim.Bray@Manitobabooks.com

Ms. Jenna Raines

teacher (Grade 2), Sunnydale elementary School
Relationship to candidate: Supervisor
Phone: (204) 342-5968
Cell: (204) 541-4850
E-mail: Jenna.Raines@Sunnydaleschool.com

Ms. Sharon Grimes

teacher (Grade 3), Sunnydale elementary School
Relationship to candidate: Supervisor
Phone: (204) 759-4643
Cell: (204) 754-3664
E-mail: Sharon.Grimes@Sunnydaleschool.com

Ms. Jane Morris

Cashier, Stop n’ Shop
Relationship to candidate: Co-worker
Phone: (204) 934-5495
Cell: (204) 495-9654
E-mail: Jmorris@shaw.ca
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     Resume tips

ReMeMBeR

      • Highlight special/unique skills
      • Highlight relevant experience
      • Proofread your resume
      • Use strong, action-oriented language
      •  Remove items that are outdated (ex: old technology, skill 

descriptions)
      •  Use past tense for work done in the past (ex: organized) 

and present tense for work currently being done (ex: 
organize)

      • Use high-quality paper (white or cream)
      • Use an 8 ½” x 11” envelope to avoid folding resume
      • Fill gaps/time off with volunteer work
      • Use clear fonts (Arial, Times, New Roman)
      • Use font size between 10-12 points
      • Be clear and concise
      • Use white space

 

“The basic rule is that 
there is no rule about the proper length,

… Every word on the resume 
should be actively selling the candidate.”

~Kim isaacs2

5  

1 http://thinkexist.com/quotation/the-basic-rule-is-that-there-is-no-rule-about-the/701129.html
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Summary
this guide has provided tips, examples and activities to help you create resumes that get noticed.  
Here are some key points for you to remember.

      • Target your resume, to make it most effective.

      • Read job advertisements carefully for clues about what an employer is looking for.

      • Use job descriptions or informational interview notes, if available. 

      • Include current contact information.

      • Be prepared to spend several hours creating a resume.

      • Pick a resume format that suits your experience and the job you are interested in.

      • Make your resume stand out. You only have about 20 seconds to grab an employer’s attention.

      • Keep your resume to one to two pages. 

      • Watch for changes in resume writing styles.

      •  Visit your local Employment Manitoba office if you need help writing your resume or use the 
online Resume / Cover Letter Builder at www.manitoba.ca/careerdevelopment.

this is one of several guides in a series to support your career planning and job search. For more 
information, visit www.manitoba.ca/careerdevelopment. 
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Appendix A: Resume examples

Functional Resume Example
Jennifer Meyer, as a recent college graduate, is looking for work that will fit her education and skills.  
Her related work experience is limited, so she’s chosen to highlight her skills using a functional resume. 
Jennifer has found a job posting for an assistant network administrator and has tailored her resume to suit 
the position.

Charge University

Charge university is a leader in post-secondary education and rated as one  
of the Top 100 companies to work for in Manitoba.  

We are looking for an outstanding candidate to fill our  
Junior Assistant Network Administrator position.  

Candidates must have a diploma in computer science or equivalent  
education and experience, be able to work in a team environment, and be skilled  
with Windows Server (2003), exceptional communication skills, provide technical  

support to clients and exchange mail servers.

Qualified candidates should submit their resumes to:

hr@email.ca or

Ms. Keisha West 
Human Resources Manager, Charge university

270 18th Street

Brandon, Manitoba  R7A 6A9 
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Functional Resume Example #2
Sarah Jones has spent the last 10 years as a mother and homemaker. Sarah wants to return to work and 
hopes to find a job working in a clothing store. She’s interested in fashion and has some retail experience 
that is more than 10 years old. Sarah’s been an active volunteer at her children’s school for the past six 
years and has added that experience to her resume. She found a job posting for a sales clerk at Amy’s 
Boutique and has written her resume to suit the position.

 
Amy’s Boutique

Amy’s Boutique is currently looking for an exceptional candidate to  

join our team as a Sales Clerk.

this is an exciting opportunity if you are someone who:

•  Is dedicated to delivering the highest quality of customer service

•  Has previous experience in a retail environment

•  Enjoys working in a fast-paced retail environment

•  Is a team player

•  Can work flexible shifts

Amy’s Boutique offers competitive wages, bonuses, and opportunities for advancement.

please apply in-person with your resume and cover letter to  

Amy’s Boutique, Market Mall, unit 35, between the hours of 10 – 4 Monday to Friday. 
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Combination Resume Example - #1
darel Mcdonald has mostly worked as a general labourer for various employers since leaving high school. 
during lay-offs or other periods of unemployment, darel worked as a hunting and fishing guide for local 
outfitters. darel’s resume has been targeted for a general labourer position. this resume format works 
well for darel because he has had gaps in his work experience and has developed two uniquely different 
skill sets through his work – guiding skills and general labour skills.

 
The Company:

With over 25 years in the industry, Johnson Suppliers  

is the leading construction company in Flin Flon, Manitoba.  

Johnson Suppliers provides a safe working environment,  

friendly staff and above standard wages.  

The Opportunity: 

Johnson Suppliers is seeking Construction Labourers for seasonal employment.  

Successful candidates will be motivated and hardworking, have a valid driver’s licence,  

be physically able to perform heavy lifting (up to 50lbs), have a grade 10 education  

or higher, and be able to work flexible hours. 

To Apply:

Applications can be emailed to abeach@email.ca, mailed or delivered in person to:

Mr. Arthur Beach

Human Resources Manager, Johnson Suppliers

1234 Main Street

Flin Flon, MB  R8J 7G4
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Combination Resume Example - #2
in Manila, Gabriela tomagan worked for a pharmaceutical company and completed her phd 16 years 
ago. Her work involved leading a research team in studying drug interactions. Gabriela has found a 
position she believes she is qualified for and created a combination resume targeted to the position she is 
interested in.

 
Learning University 

Learning university has an exciting Senior Research Assistant position  

that supports the university’s research team focused on studying drug interactions.  

only candidates with a Masters degree or equivalent experience in scientific research  

will be considered for this position. 

the successful candidate will be responsible for overseeing operations in the lab,  

conducting experiments, supervising staff, operating equipment, contributing to  

publications and preparing reports, problem-solving and analyzing research data. 

this is a key opportunity to work for a well-known university with competitive  

wages and benefits. 

Resumes can be submitted in person or mailed to:

Learning university

15 Gillson Street

Winnipeg, MB  R3t 2N2

please quote competition # 17449 on all correspondence



PAge 64           
A Guide to WRitiNG ReSuMeS



PAge 65           
A Guide to WRitiNG ReSuMeS

Chronological Resume Example
Frank peters has a solid work history as a heavy equipment mechanic.  due to injury, Frank can’t return 
to his previous job; he is seeking work that will use some of his previous skills and knowledge.  A 
chronological resume highlights Frank’s solid work history with his current employer, to position him for 
another job within the organization.  

 
Thomson RPC

the vision and goal of the HR team at thompson RpC is to contribute  

to the excellence of our community.  We are currently looking for an individual that  

shares our vision to join our team as Quality Assurance Coordinator/HR trainer.

Applicants must have a minimum of 10 years experience working for a mining company;  

strong knowledge of quality assurance and safety management procedures; and strong  

human relations, communication, and training skills. 

thompson RpC offers competitive salaries and benefit packages.   

Resumes will be received until 5:00pm on January 15, 20XX.

Resumes can be submitted to:

thompson RpC

123 Fake Street

thompson, Manitoba  R8N 1S6

Or emailed to info@email.ca 

thank you for your interest. only those candidates selected for 

further consideration will be contacted. 
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Appendix B: My experience inventory
using the tables provided, list all of your work experience (paid or unpaid). include paid jobs, volunteer 
positions, work experience placements, or other experiences. Record all the duties you performed for 
each experience, in as much detail as possible.

Job Title Employer/Organization, 
Location

Dates

Duties/Tasks:

Accomplishments:

Job Title Employer/Organization, 
Location

Dates

Duties/Tasks:

Accomplishments:
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Job Title Employer/Organization, 
Location

Dates

Duties/Tasks:

Accomplishments:

Job Title Employer/Organization, 
Location

Dates

Duties/Tasks:

Accomplishments:
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Appendix C: Writing My Resume Worksheet
With a specific job in mind, use this worksheet to start developing your resume. For examples and further 
explanation about writing your resume, see the Writing My Resume section of this guide. if you are 
completing a master resume, pull from all your experiences and previous resumes. 

if you need more space simply copy this page or use an extra piece of paper.

Name/Contact Information
Record your contact information in the space provided

Job Objective
Write your job objective or employment goal in the space provided

Skills
List 3 skill headings that you could include on your resume.

Support each heading with three-to-five bullets
#1

#2

#3
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Highlights of Qualifications
Write three- to-five highlights of your qualifications

Employment History
List your employment history in the space provided.

include information such as job title, company name, company location, 
dates of employment, contact information, and major achievements, 

duties and tasks if applicable.
#1

#2

#3
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Education
List your education, both formal and informal

Volunteer Activities/Community Involvement
Are there any volunteer activities you should include?
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Appendix d: Sample Skill Statements

Accounting and 
Bookkeeping

Administrative/Clerical 

Agriculture/ Farming

•   Prepared tax returns and performed other bookkeeping 
services such as ___

•   Efficiently managed financial records and established, 
maintained and balanced various accounts using 
computerized bookkeeping systems

•   Processed customer cash deposits and withdrawals, cheques, 
transfers, bills and other banking transactions

•   Answered client enquiries and resolved problems or 
discrepancies concerning customer’s accounts

•   Made recommendations to improve accounting and 
management practices

•   Co-ordinated the flow of information internally and with other 
departments

•   Set up and maintained manual and computerized information 
filing systems

•   Supervised and trained other staff members in duties, safety 
procedures and company policies 

•   Prepared minutes of management and board meetings which 
served as official records of decisions and action plans

•   Controlled a $____budget for contracts, equipment and supplies

•   Bred and raised stock such as cattle, poultry and honeybees, 
using recognized breeding practices to ensure continued 
improvement in stock

•   Conducted field research and surveys to collect data and 
samples of water, soil and plant and animal populations

•   Hired, trained, and directed workers engaged in planting, 
cultivating, irrigating, harvesting, and marketing crops and in 
raising livestock

•   Performed crop production duties such as planning, tilling, 
planting, fertilizing, cultivating, spraying and harvesting

•   Maintained pastures to ensure that animals had enough feed, 
employing pasture-conservation measures such as arranging 
rotational grazing
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Architecture, Urban 
Planning & Land 
Surveying

Aviation

Building & Health 
Inspection

•   Conceptualized and designed buildings; developed 
comprehensive plans describing design specifications, 
building materials, costs and construction schedules

•   Held public meetings to present plans, proposals or planning 
studies to the general public and special interest groups

•   Estimated costs, prepared specifications, and evaluated 
tenders for landscape construction projects

•   Interpreted a variety of maps such as hardiness zone maps, 
road maps, drainage maps and topographic maps in order to 
select and position plant material and architectural features

•   Met and conferred with engineers and contractors to brainstorm 
ideas, gather site information and co-ordinate work

•   Ensured compliance with requirements as specified by 
current provisions of aircraft insurance policies and licensure 
requirements

•   Supervised subordinate personnel including: hiring, 
determining workload and delegating assignments, training, 
monitoring and evaluating performance, and initiating 
corrective or disciplinary actions

•   Successfully resolved technical problems and issues quickly 
and efficiently

•   Highly skilled at flying aircraft at all times of day, seasons, 
and weather conditions and flying at low altitudes and low air 
speeds

•   Demonstrated sound judgment concerning flight safety 
based on weather, flight plans and other information

•   Established techniques for proper examination of objects 
under inspection, ensuring strict adherence to safety 
regulations

•   Scanned maps to locate place names, geographical 
coordinates, property lines and other boundaries

•   Completed damage assessments, inspection reports, risk 
assessment reports and device inspection certificates

•   Assessed the accuracy of information gathered from 
equipment operators, passengers, witnesses and data 
recorders

•   Estimated the amount of time needed to complete 
inspections and investigations, taking into consideration the 
requirements of inspection and investigation tasks and time 
taken to complete similar tasks in the past
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Dental

Engineering
(Civil, Mechanical, 
Electrical and Chemical)

Forestry/ Conservation

•   Assessed patients’ oral health by examining them over 
a series of visits, asking questions, and using touch and 
observation to evaluate overall condition of oral tissues

•   Evaluated the appropriateness of treatments considering 
factors such as patients’ stated needs, medical and dental 
histories, and economic means

•   Recorded data in patient charts, management software 
programs, and referral forms

•   Prepared patients for dental examination and assist the 
dentist during the examination

•   Scheduled patient appointments and recorded dental 
procedures performed

•   Planned and designed major civil projects such as buildings, 
roads, bridges, dams, water and waste management systems, 
and structural steel fabrications

•   Conducted feasibility studies, economic analyses, municipal 
and regional traffic studies, environmental impact studies

•   Conferred with clients and other members of the engineering 
team and conducted research to determine project 
requirements

•   Developed maintenance standards, schedules, programs, and 
provided guidance to industrial maintenance crews

•   Wrote quality assurance reports that described manufacturing 
problems, corrective actions taken, and preventative 
measures needed

•   Conducted surveys of forest management activities; 
gathered, compiled and evaluated

•   Evaluated habitat, wildlife, and fisheries needs and projected 
management goals and objectives

•  Ensured compliance with environmental regulations
•   Issued licenses, export documents and special permits and 

collected royalties assessed on fish, wildlife and timber resources
       o  Assisted and performed technical functions in the 

preparation of forest management and harvest plans
•   Communicated effectively to decelerate and resolve conflicts 

in tense situations
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Healthcare/ Medicine

Human Resources

Information 
Technology/ Technical 
Support 

Legal

•   Represented the department at meetings with government 
officials, the public, the media, and other organizations

•   Administered the provision of specific health care services, 
including ___

•   Conducted a variety of medical research including ___
•   Advised patients and their families on health care including 

health promotion, disease, illness, and accident prevention.
•   Administered tests and examinations and observed patients 

in order to diagnose disease or disorders

•   Developed, implemented, and evaluated personnel and 
labour relations policies, programs, and procedures

•   Advised managers and employees on the interpretation of 
personnel policies, benefit programs, and collective agreements

•   Hired and oversaw the training of new employees
•   Mediated disputes to bring about a resolution and to 

promote a harmonious workplace
•   Counselled employees concerning training options and career 

development opportunities that served individual needs while 
promoting the goals of the organization

•   Provided advice on information systems strategy, policy, 
management, security, and service delivery

•   Reviewed the security risks presented by current business 
practices and the protection offered by existing security 
measures such as the use of passwords, firewalls, and virus filters

•   Oversaw a team of ___ programmers who had responsibility 
for the implementation of ____

•   Participated in system construction, analysis, and testing
•  Provided maintenance and support to business clients

•   Drafted legal documents such as real estate transactions, 
wills, divorces and contracts, and prepared statements of 
legal opinions 

•   Performed administrative and management functions related 
to the practice of law 

•   Presided in courts of law; interpreted and enforced rules of 
procedure, and made rulings regarding the admissibility of 
evidence

•   Advised clients of their legal rights and all matters related to law
•   Passed sentence on persons convicted in criminal cases and 

determined damages or other appropriate remedy in civil cases
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Mail Processing

Mathematics/ Statistics

Nursing

•    Received, processed, sorted, and distributed incoming 
and outgoing mail, faxes, messages, and courier packages 
manually or electronically

•    Maintained address databases and produced personalized 
mailings

•    Contacted suppliers to resolve shortages, missed deliveries, 
and other problems

•    Explained delivery routes and postal service options to 
customers

•    Participated in formal discussions with ___ about work 
processes and product improvement

•   Determined sample sizes and sampling methods for statistical 
research

•   Created mathematical tools and models to ensure the 
efficient utilization of materials, equipment, and resources

•   Applied probability theories and created statistical methods 
to collect, analyze, interpret and display research data which 
supported public and private sector decision making and 
policy development

•   Created and modified databases for research projects using 
programs such as Access and MySQL

•   Used spreadsheet programs such as Excel to create 
budgetary tables for grant applications, display research data, 
and calculate probability distributions

•    Collaborated with other medical professionals on 
research projects related to nursing and medical care and 
multidisciplinary services

•    Administered medications and treatments as prescribed by a 
physician or according to established policies and protocols

•    Monitored, assessed, documented, and reported symptoms 
and changes in patients’ conditions

•    Recorded daily activities, times and notes in log books to 
maintain permanent records of patient care administered, 
clinical work performed, research tasks undertaken, and 
meetings attended

•    Provided health education and nursing care in public health 
units and through home visits; managed complex home care 
cases; participated in community needs assessment and 
program development
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Pharmacy

Veterinary Services

•   Dispensed and compounded prescriptions; maintained 
accurate patient records, dosing information, and directions 
for use

•   Interacted with insurance providers concerning billing/
reimbursement issues

•   Consulted with hundreds of physicians and patients to fill 
prescriptions, review side effects, discuss drug interactions, 
and resolve medication delivery problems

•   Improved drug-inventory management system to reduce 
waste and eliminate back orders

•   Improved morale of coworkers by rewarding good work 
performance, leading by example, and using humour to 
diffuse stressful situations

•   Diagnosed diseases or abnormal conditions in animals 
through physical examinations or laboratory tests

•   Treated sick or injured animals by prescribing medication, 
setting bones, dressing wounds, or performing surgery

•   Advised clients on feeding, housing, breeding, hygiene, and 
general care of animals

•   Responsible for overall operation of animal hospital, clinic, or 
mobile service to farms

•   Questioned clients about their animals’ medical histories, 
observable symptoms and behaviours in order to gather 
information needed to diagnose illnesses
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Appendix e: Resume template (Combination)

Name

Mailing Address, with city and postal code, phone number, and email (if applicable)

OBJECTIVE

      •  A short statement that indicates your career goal or employment objective

HIGHLIGHTS OF QUALIFICATIONS

      •  The top three to five points that you want the interviewer to know about you 
      •  Ex: Dynamic group presentation skills; relationship-focused; easily establish rapport with customers
      •  Ex: 5 years experience in direct sales and telemarketing
      •  Ex: Fluently tri-lingual (English, French and Cree)

SUMMARY OF RELEVANT SKILLS

HEADING 1 
      •   Identify three to five brief headings directly relevant to the targeted job (ex:  MARKETING, 

CuStoMeR SeRViCe, CoMMuNiCAtioN, LeAdeRSHip)
      •   Support each heading with three to five bullets that demonstrate and/or quantify your skills (ex: 

increased sales by 52% in only six months)
      •   Computer skills could be in a section of their own or incorporated with other sections where 

appropriate (ex: Accurately track inventory using...)

HEADING 2
      •   
      •   
      •   
      •    

HEADING 3
      •   
      •   
      •   
      •   
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Name                                     page 2

Mailing Address, with city and postal code, phone number, and email (if applicable)

EMPLOYMENT HISTORY

Most Recent JOB TITLE, Company Name, City, Province (20XX – 20XX)
      •   Note: you could put company name first if it’s more relevant (or if you want to group a number of 

jobs together under one employer); be consistent in format, though 
      •   Simple bullet of explanation or major achievement (remember that all of your most relevant skills 

are already on page 1)
 o  (ex: member of team that won “Customer Solution of 20xx”) 

PREVIOUS JOB 1
      •   
      •  

PREVIOUS JOB 2
      •  
      •  

PREVIOUS JOB 3
      •   Go back as far as is relevant – some people prefer to stop at 10 years; others list their whole 

professional career; others summarize older, less relevant jobs together 
 o  (ex: Accounting positions (various), 19xx – 20xx)  

EDUCATION

University Degree or Technical Certificate (Area of Concentration)
 Faculty, university or College, City (year of graduation)
 (only note grades if they’re exceptional)

Other post-secondary studies

Professional development courses/seminars
  Group similar courses together (ex: over 100 hours of advanced customer service training, 30 

hours of occupational health and safety training)
 High school

COMMUNITY ACTIVITIES

      •  Could include team sports, volunteer activities, service organizations
      •  Select a heading that fits the content – could be more than one section

References available upon request 
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Appendix F: Resume template (Functional)

Name

Mailing Address, with city and postal code, phone number, and email (if applicable)

OBJECTIVE

      •  A short statement that indicates your career goal or employment objective

HIGHLIGHTS OF QUALIFICATIONS

      •  The top three to five points that you want the interviewer to know about you 
      •  Ex: Dynamic group presentation skills; relationship-focused; easily establish rapport with customers
      •  Ex: 5 years experience in direct sales and telemarketing
      •  Ex: Fluently tri-lingual (English, French and Cree)

SUMMARY OF RELEVANT SKILLS

HEADING 1 
      •   Identify three to five brief headings directly relevant to the targeted job (ex:  MARKETING, 

CuStoMeR SeRViCe, CoMMuNiCAtioN, LeAdeRSHip)
      •   Support each heading with three to five bullets that demonstrate and/or quantify your skills (ex: 

increased sales by 52% in only six months)
      •   Computer skills could be in a section of their own or incorporated with other sections where 

appropriate (ex: Accurately track inventory using...)

HEADING 2
      •   
      •   
      •   
      •    

HEADING 3
      •   
      •   
      •   
      •   
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Name                                     page 2

Mailing Address, with city and postal code, phone number, and email (if applicable)

RELEVANT EXPERIENCE / WORK HISTORY

      •   Include simple bullets summarizing experience 
      •   Ex: 5 years customer service experience
      •   Ex: Active volunteer work with Sunnydale Elementary School for past 6 years

EDUCATION

University Degree or Technical Certificate (Area of Concentration)
 Faculty, university or College, City (year of graduation)
 (only note grades if they’re exceptional)

Other post-secondary studies

Professional development courses/seminars
  Group similar courses together (ex: over 100 hours of advanced customer service training, 30 

hours of occupational health and safety training)
 High school

COMMUNITY ACTIVITIES

      •  Could include team sports, volunteer activities, service organizations
      •  Select a heading that fits the content – could be more than one section

References available upon request 
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Appendix G: Resume template (Chronological)

Name

Mailing Address, with city and postal code, phone number, and email (if applicable)

OBJECTIVE

      •  A short statement that indicates your career goal or employment objective

HIGHLIGHTS OF QUALIFICATIONS

      •  The top three to five points that you want the interviewer to know about you 
      •  Ex: Dynamic group presentation skills; relationship-focused; easily establish rapport with customers
      •  Ex: 5 years experience in direct sales and telemarketing
      •  Ex: Fluently tri-lingual (English, French and Cree)

EMPLOYMENT HISTORY

Most Recent JOB TITLE, Company Name, City, Province (20XX – 20XX) 
      •   Note: you could put company name first if it’s more relevant (or if you want to group a number of 

jobs together under one employer); be consistent in format, though 
      •   Simple bullet of explanation or major achievement (remember that all of your most relevant skills 

are already on page 1)
 o  (ex: member of team that won “Customer Solution of 20xx”) 

PREVIOUS JOB 1
      •   
      •  

PREVIOUS JOB 2
      •   
      •   

PREVIOUS JOB 3
      •   Go back as far as is relevant – some people prefer to stop at 10 years; others list their whole 

professional career; others summarize older, less relevant jobs together 
 o (ex: Accounting positions (various), 19xx – 20xx)  
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Name                                     page 2

Mailing Address, with city and postal code, phone number, and email (if applicable)

EDUCATION

University Degree or Technical Certificate (Area of Concentration)
 Faculty, university or College, City (year of graduation)
 (only note grades if they’re exceptional)

Other post-secondary studies

Professional development courses/seminars
  Group similar courses together (ex: over 100 hours of advanced customer service training, 30 

hours of occupational health and safety training)
 High school

COMMUNITY ACTIVITIES

      •  Could include team sports, volunteer activities, service organizations
      •  Select a heading that fits the content – could be more than one section

References available upon request 
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Appendix H: Guide Links
External Weblinks
      • Employment Manitoba Office www.gov.mb.ca/employment/emp_centre_locations.html
      • Free email sites www.hotmail.com, www.gmail.com, mail.yahoo.com
      •  For more information about career planning, tips for success in the workplace, and other related 

topics, please visit www.manitoba.ca/careerdevelopment
      • Manitoba Job Futures http://mb.jobfutures.org/ 

Links In This Guide
      • Appendix A
      • Appendix B
      • Appendix C
      • Appendix D
      • Appendix E
      • Appendix F
      • Appendix G
      • Master Resumes
      • Resume Checklist
      • Resume Tips
      • Targeting Resumes
      • Writing Your Resume
      • My Experience Inventory

Links to Other Guides 
      • A Guide to Completing Applications
      • A Guide to Planning Your Career
      • A Guide to Writing Cover Letters
      • A Guide to Outstanding Interviews
      • A Guide to Conducting an Effective Job Search
      • A Guide to Building a Career Portfolio
      • A Guide to Success in the Workplace
      • A Guide to Recognizing Your Prior Learning Career Planning Guide

www.mail.yahoo.com
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