
Using Career One Stop to Create Your Resume 
 
The goal of a resume is to secure an interview for the job seeker.  By following the steps and tips listed in the 
Resume Guide you will be able to create an effective, professional resume. 
 

To access Career One Stop’s Resume Guide go to:  wwwcareeeronestop.org  
• Select ‘Toolkit’ located at the top of the page 
• In the ‘Jobs’ column, select ‘Resume Guide’ 

 
1. The first step in using the Resume Guide is understand why you need a 
resume that will reflect you and help you stand out among other job 
applicants. 

2. A resume should include information about the job seeker.  Before you 
get started writing your resume, review and use the four strategies to help 
you figure out what to include on your resume and how to structure your 
resume for success.  These steps include how to develop your personal 
brand, identifying your transferrable skills, how to highlight your 
accomplishments and how to craft a resume that will pass ATS software. 

3. Your resume should also show your potential employer how you can 
meet their needs.  By following the steps listed to research the company 
you will discover the information to include on your resume that will 
demonstrate your qualifications.  These steps include how to set clear 
goals, how to determine what employers are looking for and how to show 
an employer what strengths you can bring to the job. 

4. While there is no perfect way to write resumes there are some guidelines you will want to follow.  
These steps include understanding the basic elements to include, what resume style to use, how to 
write your first draft, tips for editing and proofreading and some techniques to use to make your 
resume easier to read. 

5. The next step covers the process of distributing your resume.  Learn strategies for creating effective 
cover letters, networking, and job fair tips and how to make the best use of your time when using job 
boards. 

6. Learn how to use the internet to your advantage while job seeking.   Understand how your online 
presence can affect your job search and tips for using social media such as Facebook, Linked In and 
Twitter. 

7. & 8.  The samples show you how to create each section of your resume and also give full resume 
examples to help you figure out what style and format will work best for your situation.   

9.  Resources are available if you need assistance with your resume.  Review the strategies listed to help 
you determine which option will work best for your needs. 

10. Check out the FAQs section to read through common questions regarding resumes.  Resume strategies 
have changed over time, the solutions listed in this section include up to date tips and strategies you 
should include when creating your resume. 
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