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IŦ ǿŜΩǊŜ ƛƴ ƻǳǊ ŀƴƎŜǊ ǎǘŀǘŜΣ ŜǾŜƴ 

ƛŦ ƛǘΩǎ ƴƻǘ ŀƛƳŜŘ ŀǘ ƻǳǊ ƭŀǎǘ 

employer, it still comes across in 

our interactions with others, 

including hiring managers.   
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A job seeker in the IT field 

recently confided to another 

that he felt as if his company 

had told him he was no longer 

a good Database Analyst.   

The second job seeker told 

ÈÉÍ ÔÈÁÔ ÓÉÎÃÅ ÈÅȭÄ ÌÏÓÔ ÈÉÓ 

job, he was correct, he was no 

longer a good Database 

Analyst.  In fact, he was no 

ÌÏÎÇÅÒ ÁÎ ȬÁÎÙÔÈÉÎÇȭȢ  

However, since he also knows 

other computer systems he 

should look for work in those 

areas, since his experience 

would translate.   

The first job seeker had an 

opportunity to upgrade his 

identity and quite possibly, 

upgrade his income. 

Emotional Job Loss 

bƻ ƳŀǘǘŜǊ ǿƘŀǘΣ ǿŜΩǊŜ ǊŀǊŜƭȅ ǊŜŀŘȅ ŦƻǊ ǘƘŜ ŜƳƻǘƛƻƴŀƭ ƭƻǎǎ 

of a layoff.  Even if we see it coming, the event can often 

be as emotionally traumatic as losing a loved one.  The 

stages of grief as explained by Elisabeth Kübler-Ross, M.D. 

ƛƴ ƘŜǊ ōƻƻƪ άOn Death And DyingέΣ ŀǊŜ ǘƘŜ ǎŀƳŜ ƻƴŜǎ ǿŜ 

go through during a job loss, including Anger, Denial, 

Bargaining and finally, Acceptance. 

   

What this means for us as a job seeker is perhaps the best 

thing we can do for our job search is not to search, at least 

not righǘ ŀǿŀȅΦ  .ŜŎŀǳǎŜ ƛŦ ǿŜΩǊŜ ƛƴ ƻǳǊ ŀƴƎŜǊ ǎǘŀǘŜΣ ŜǾŜƴ ƛŦ 

ƛǘΩǎ ƴƻǘ ŀƛƳŜŘ ŀǘ ƻǳǊ ƭŀǎǘ ŜƳǇƭƻȅŜǊΣ ƛǘ ǎǘƛƭƭ ŎƻƳŜǎ ŀŎǊƻǎǎ ƛƴ 

our interactions with others, including hiring managers.  

5ǳǊƛƴƎ ƛƴǘŜǊǾƛŜǿǎΣ ƻǘƘŜǊǎ ǿƛƭƭ ƴŀǘǳǊŀƭƭȅ ŀǎǎǳƳŜ ǘƘŀǘ ǿŜΩǊŜ 

angry at our last emploȅŜǊ ǿƘƛŎƘ ƳŜŀƴǎ ǘƘŜȅ ǿƻƴΩǘ ƘƛǊŜ ǳǎΦ   

 

What can we do? Give ourselves permission to grieve and 

manage the process.  This might mean finding someone to 

listen while we vent, or doing stress relieving activities such 

as walking, deep breathing or volunteering. 

 

The first step in our job search may be to not look for work, 

but to look for help and to connect with others.  

 



Regardless of what job you 

want, the first step in setting 

ourselves apart from other job 

seekers is to stop looking for a 

job and start looking to solve 

problems.   
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Start Looking For Problems To Solve 

9ǾŜǊȅƻƴŜ ƪƴƻǿǎ ǘƘŜ Ƨƻō ƳŀǊƪŜǘ ƛǎ ŀ ōǳȅŜǊΩǎ ƳŀǊƪŜǘΦ  Wƻō ǎŜŜƪŜǊǎ ƪƴƻǿ ƛǘ ŀƴŘ 9ƳǇƭƻȅŜǊǎ ƪƴƻǿ 

ƛǘΦ  {ǘǊŀǘŜƎƛŜǎ ǘƘŀǘ ǿƻǊƪŜŘ ƛƴ ŀ ǎŜƭƭŜǊΩǎ ƳŀǊƪŜǘ όƭƛƪŜ Ƨǳǎǘ ǎŜƴŘƛƴƎ ƛƴ ŀ ǊŜǎǳƳŜύ ŘƻƴΩǘ ǿƻǊƪΦ  ¢ƘŜ 

first step in the job search is to identify your valuŜ ŀƴŘ ŀƴǎǿŜǊ ǘƘŜ ǉǳŜǎǘƛƻƴ Ψ²Ƙȅ ǎƘƻǳƭŘ L ƘƛǊŜ 

ȅƻǳΚέ 9ǾŜƴ ƛŦ ƛǘΩǎ ƴƻǘ ōŜƛƴƎ ŀǎƪŜŘΣ 9ƳǇƭƻȅŜǊǎ ŀǊŜ ǿƻƴŘŜǊƛƴƎ ǿƘȅ ǘƘŜȅ ǎƘƻǳƭŘ ŎƘƻƻǎŜ ȅƻǳ ƻǾŜǊ 

the hundreds of candidates that have applied. 

 

¢ƘŜ ōŜǎǘ ŀŘǾƛŎŜ ŦƻǊ ǘƻŘŀȅΩǎ Ƨƻō ƳŀǊƪŜǘΣ ǎǘƻǇ ƭƻƻƪƛƴƎ ŦƻǊ ŀ ƧƻōΣ ǎǘŀǊǘ ƭƻoking for problems to 

solve. 

 

What to do? Speak their language ς ǘŜƭƭ ǘƘŜƳ ǿƘŀǘ ǇǊƻōƭŜƳǎ ȅƻǳΩǾŜ ǎƻƭǾŜŘ ŦƻǊ ƻǘƘŜǊ 

employers, and how you will help them by taking ownership of solving their problems ς once 

they hire you.   

 

Regardless of what job you want, the first step in setting ourselves apart from other job 

seekers is to stop looking for a job and start looking to solve problems.   

 

 

Stop Looking For A Job  



  

What Makes A Good Resume?  
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What Hiring Managers Look For 

When HR managers scan a resume, they look for evidence that you can do the job.  They look 

for other clues such as no unexplained gaps in work history, but primarily they are looking for 

ǊŜŀǎƻƴǎ ǘƻ ŜƭƛƳƛƴŀǘŜ ȅƻǳǊ ǊŜǎǳƳŜ ŦǊƻƳ ǘƘŜ ǇƛƭŜΦ  9ǾŜƴ ǿƻǊǎŜΣ ǘƘŜȅΩǊŜ doing it quickly, usually 

within 15 to 30 seconds.   

 

¢ƘŀǘΩǎ ǊƛƎƘǘΣ ȅƻǳ ƘŀǾŜ ƳŜǊŜ ǎŜŎƻƴŘǎ ǘƻ ŎƻƳƳǳƴƛŎŀǘŜ ȅƻǳ Ŏŀƴ Řƻ ǘƘŜ ƧƻōΦ 

 

By using a resume format that allows them to see what they expect to see, you can speed up 

their process.  Remember, they look at ƘǳƴŘǊŜŘǎ ƻŦ ǊŜǎǳƳŜǎ ŦƻǊ ŜŀŎƘ ƧƻōΣ ǘƘŜȅΩǊŜ ǾŜǊȅ ƎƻƻŘ 

ŀǘ ŦƛƴŘƛƴƎ ǿƘŀǘ ǘƘŜȅ ƴŜŜŘ ƻǊ ǊŜƧŜŎǘƛƴƎ ǊŜǎǳƳŜǎ ǘƘŀǘ ŘƻƴΩǘ ŦƛǘΦ 

 

Your resume can make this first cut easily.  Use a template appropriate for your position.   

There are literally hundreds of resume books out there that will help you with formatting, 

what content should be first, etc.  Find a book that you like and use it.  Or you can use 

Microsoft Word resume templates.  They are available for free online at 

http://o ffice.microsoft.com.  

 

There are 3 critical elements that MUST be part of your resume to communicate you can do 

the job.  They are: Job Duties, Results (or accomplishments) and Skills. 

 

 

 

 

 

 

Job Duties  

Results  Skills  

3 critical elements of your 

resume are: 

Your job duties, 

results you obtained for others 

and Your job skills 

 

http://office.microsoft.com/


 

 

  

What Makes A Good Resume Great?  
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Who Benefitted From Your Good Work? 

wŜǎǳƭǘǎ ŀǊŜ ǘƘŜ ŎǊƛǘƛŎŀƭ ŘŜŦƛƴƛƴƎ ŦŀŎǘƻǊ ŦƻǊ Iw ǇǊƻŦŜǎǎƛƻƴŀƭǎ ŀƴŘ IƛǊƛƴƎ aŀƴŀƎŜǊǎΦ  Lƴ ǘƻŘŀȅΩǎ 

job market they are looking for people who can solve their problems, not just people who 

have the required skills.  As a job seeker, you should assume that every resume hiring 

ƳŀƴŀƎŜǊǎ ǎŜŜ ǘƻŘŀȅ Ƙŀǎ ǘƘŜ ǊŜǉǳƛǊŜŘ ǎƪƛƭƭǎ ŀƴŘ ǿƻǊƪ ƘƛǎǘƻǊȅΦ  ¢ƘŀǘΩǎ ƴƻǘ Ƙƻǿ ȅƻǳ ǎǘŀƴŘ ƻǳǘΣ 

or get noticed.  Having required skills is how you ŘƻƴΩǘ ƎŜǘ ŜƭƛƳƛƴŀǘŜŘ. 

 

Think of it, if every resume they see has the required skills and work experience, then what 

ǎŜǇŀǊŀǘŜǎ ȅƻǳǊ ǊŜǎǳƳŜ ŦǊƻƳ ǘƘƻǎŜΚ  LǘΩǎ ƴƻǘ ǿƘŀǘ ȅƻǳ ŘƛŘΣ ƛǘΩǎ ǿƘŀǘ ȅƻǳ ŘƛŘ ŦƻǊ ƻǘƘŜǊǎ ǘƘŀǘ 

matters to them.   

 

wŜǎǳƭǘǎ ŀǊŜ ǿƘŀǘ ǘƘŜȅ 5hbΩ¢ ǎŜŜ ƻƴ ǘƘŜ ƻǘƘŜǊ ǊŜǎǳƳŜǎΦ  ¢Ƙƛǎ ƛǎ ƎƻƻŘ ƴŜǿǎ ŦƻǊ ȅƻǳΦ  

 

To find results, first take the focus off of you.  Ask yourself who benefitted from the 

problems you solved for others? 

 

 

 
You

Your Job

Company

Customer

Exercise                

!Ó ÙÏÕ ÄÅÔÅÒÍÉÎÅ ÈÏ× ÙÏÕȭÖÅ ÍÁÄÅ ÃÏÎÔÒÉÂÕÔÉÏÎÓ ÔÏ ÙÏÕÒ ÃÏÍÐÁÎÙȟ ÌÏÏË ÔÏ ÁÒÅÁÓ 

besides what ÙÏÕ ÄÉÄȢ  &ÏÒ ÅÁÃÈ ÁÃÃÏÍÐÌÉÓÈÍÅÎÔ ɉÏÒ ÐÒÏÂÌÅÍɊ ÁÓË ÙÏÕÒÓÅÌÆȟ Ȱ×ÈÏ 

ÂÅÎÅÆÉÔÔÅÄ ÂÙ ×ÈÁÔ ÙÏÕ ÄÉÄȭȩ 

Perhaps you improved your personal productivity, or your job was improved. Or 

perhaps as a result of your efforts your customers received better service. 

RemembeÒȟ ÙÏÕ ÄÏÎȭÔ ÎÅÃÅÓÓÁÒÉÌÙ ÎÅÅÄ ÔÏ ÆÉÎÄ ÁÎ ÉÍÐÒÏÖÅÍÅÎÔ ÉÎ ÅÖÅÒÙ ÁÒÅÁ ÅÖÅÒÙ 

time.  This gives you multiple improvement areas to focus on beyond just what you did. 



Tip:  

This can be a long, 

sometimes exhaustive 

process.  

Plan for breaks or several 

sessions to reach the goal 

of 5 PAR statements per 

job. 

  

Got Problems? (PAR+S)  
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Problems Are The Source Of a Great Resume And A Great Job Offer! 

¸ƻǳΩǊŜ ƴƻǘ ōŜƛƴƎ ƘƛǊŜŘ Ƨǳǎǘ ǘƻ Řƻ ŀ ƧƻōΣ ȅƻǳΩǊŜ ōŜƛƴƎ ƘƛǊŜŘ ǘƻ ǎƻƭǾŜ ǇǊƻōƭŜƳǎΦ  ²Ŝ ǎƘƻǿ ƻǳǊ 

problem solving skills by explaining problems we solved for others.  Unfortunately, without 

some plŀƴƴƛƴƎΣ ǿŜ Ŏŀƴ ǘŜƴŘ ǘƻ ǊŀƳōƭŜ ǿƘŜƴ ǎƻƳŜƻƴŜ ŀǎƪǎ ΨǿƘŀǘ ǇǊƻōƭŜƳǎ ŘƛŘ ȅƻǳ ǎƻƭǾŜΚέ 

The way to prevent that is to think ahead. 

 

We use the Problem, Action, Result (PAR) plus Skills (S) process to get maximum value from 

our work stories.  Ideally we find a partnŜǊ ǘƻ ƘŜƭǇ ǳǎ ΨǳƴǎǘƛŎƪ ƻǳǊ ōǊŀƛƴΩ ŀƴŘ ŀǎƪ ǳǎ ǘƘŜ 

following questions (each time probing deeper into the real meaning) 

Think of a problem you solved at work: 

¶ What was the problem? (Problem) 

¶ What did you do? (Action) 

¶ What happened? (Result?) 

 

Our goal is to have 4 ς 5 problem stories per job on our resume MINIMUM! This gives us a 

lot of flexibility when it comes to explaining our value.  

 

 

Problem

Action

Result

Skills

Example:  

ProblemΥ άtŀǊǘ ŦŀƛƭǳǊŜ ŎŀǳǎŜŘ ŀ ƳŀƴǳŦŀŎǘǳǊƛƴƎ Ǉƭŀƴǘ ǘƻ Ǌƛǎƪ ŀ с ǿŜŜƪ ǎƘǳǘŘƻǿƴέ   

ActionΥ άL ŎŀƭƭŜŘ ǘƘŜ ŎƻƳǇŜǘƛǘƛƻƴ ŀƴŘ ƘŀŘ ǘƘŜƳ ǎŜƴŘ ƳŜ ŀ ǊŜǎŜǊǾŜ ǇŀǊǘέ 

ResultΥ ά{ŀǾŜŘ Ϸн aƛƭƭƛƻƴ ƛƴ Ǉƭŀƴǘ ǎƘǳǘŘƻǿƴ ŀƴŘ Ŏǳǘ ŘƻǿƴǘƛƳŜ ŦǊƻƳ с ǿŜŜƪǎ ǘƻ нп ƘƻǳǊǎέ 

SkillsΥ άbŜƎƻǘƛŀǘƛƻƴΣ wŜǎǇƻƴǎƛōƛƭƛǘȅΣ hǿƴŜǊǎƘƛǇΣ /ǊŜŀǘƛǾƛǘȅΣ tǊƻōƭŜƳ {ƻƭǾƛƴƎέ 

Resume statementΥ ά{ŀǾŜŘ Ϸн aƛƭƭƛƻƴ ŀƴŘ ŀǾŜǊǘŜŘ ŀ с ǿŜŜƪ Ǉƭŀƴǘ ǎƘǳǘŘƻǿƴ ǘƘǊƻǳƎƘ ǇǊƻōƭŜƳ 

ǎƻƭǾƛƴƎ ŀƴŘ ƴŜƎƻǘƛŀǘƛƻƴ ǎƪƛƭƭǎέ 
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Make Them Notice Your Resume 

¢ƻŘŀȅΣ Ƴŀƴȅ ǊŜǎǳƳŜ ŜȄǇŜǊǘǎ ŀŘǾƛǎŜ ǘƘŀǘ ȅƻǳ ŘƻƴΩǘ 

put an objective on your resume.   

This is good advice - ƛŦ ȅƻǳǊ ƻōƧŜŎǘƛǾŜ ǎƻǳƴŘǎ ƭƛƪŜ ά¢ƻ 

find a career enhancing position with great health 

benefits, tuition reimbursement and an opportunity 

ǘƻ ƎǊƻǿ ǇǊƻŦŜǎǎƛƻƴŀƭƭȅέΦ  hŦ ŎƻǳǊǎŜΣ ƴƻ ƻƴŜ ǿƻǳƭŘ Ǉǳǘ 

this as their objective, but if your objective is all about 

ǿƘŀǘ ȅƻǳ ǿŀƴǘΣ ǘƘŜƴ ȅƻǳΩǊŜ ŘŜŦŜŀǘƛƴƎ ȅƻǳǊ ǇǳǊǇƻǎŜΣ 

which is to help someone solve a problem. 

 

Instead, forget about what you want.  Focus on the 

problems you want to be hired to solve, and who 

you want to solve them for.   

 

Be The Miracle! 

Title

Title

Title

Challenge 
#1

Challenge 
#2

Challenge 
#3

A manufacturing Operations 

Manager listed as his 

objective:  

Ȱ)Æ ÙÏÕÒ ÍÁÎÕÆÁÃÔÕÒÉÎÇ 

operation is in chaos, I want 

ÔÏ ÈÅÌÐ ÓÏÌÖÅ ÉÔȱ 

 

A Financial Controller listed 

ÈÉÓ ÏÂÊÅÃÔÉÖÅ ÁÓ Ȱ4Ï ÓÏÌÖÅ ÔÈÅ 

reporting challenges of 

Sarbanes Oxley for a Major 

-ÅÄÉÃÁÌ $ÅÖÉÃÅ #ÏÍÐÁÎÙȱ 

Exercise 

1. Top 3: Who do you want to work for? Specific job titles ɀ Are they the VP of 
Marketing? Retail Operations Manager? Director of IT? 
2. Top 3: Challenges they face? ɀ International marketing? Productivity increases? 
6ÁÌÉÄÁÔÉÏÎ ÆÒÏÍ #%/ȭÓȩ 
Put these into Objective statements like these examples: 

Objective: Ȱ4Ï ÈÅÌÐ ɍ4ÉÔÌÅɎ ÓÏÌÖÅ ÔÈÅ ÃÈÁÌÌÅÎÇÅ ÏÆ ɍ#ÈÁÌÌÅÎÇÅɎȱ 
Objectiveȡ Ȱ4Ï ÅÌÉÍÉÎÁÔÅ ɍ#ÈÁÌÌÅÎÇÅɎ ÆÏÒ ɍ4ÉÔÌÅɎȱ 
Objectiveȡ Ȱ4Ï ÓÏÌÖÅ ɍ#ÈÁÌÌÅÎÇÅɎ ÃÈÁÌÌÅÎÇÅÓ ÆÏÒ ɍ4ÉÔÌÅɎȱ 

 

Focus on the problems you want to 

be hired to solve  

& who you want to solve them for. 
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 Be The Magician! 
R

e
s
u

m
e

 A
c
c
o

m
p

lis
h

m
e

n
ts 

Make Your Resume As Amazing As You Are 

Lǎ ȅƻǳǊ ǊŜǎǳƳŜ ǎŜƭƭƛƴƎ ȅƻǳΣ ƻǊ ƛǎ ƛǘ ǎŜƭƭƛƴƎ ȅƻǳ ǎƘƻǊǘΚ  bƻǿ ǘƘŀǘ ȅƻǳΩǾŜ Ǝƻǘ ŀ ŎƻƳǇŜƭƭƛƴƎ 

message of accomplishments, we need a compelling way to say it. 

Something impactful ς since hiring managers spend less time with your resume than a 30 

ǎŜŎƻƴŘ ŎƻƳƳŜǊŎƛŀƭ ƻƴ ǘŜƭŜǾƛǎƛƻƴΦ  5ƻƴΩǘ ƘƻǿŜǾŜǊΣ ǊŜǾŜŀƭ ǘƘŜ ǎŜŎǊŜǘ ƻŦ Ih² ȅƻǳ Řƻ ƛǘΦ  .Ŝ ƭƛƪŜ 

a magician, they never reveal the secret of how they do a trick.  Neither should you. 

How? By assembling a resume formula for statements that makes sense to our audience.  

Something that causes them to take notice of our content, not just skim through it. 

The formula is: 

[Action Word] + [Result] + [Connector Word] + [Skill] + [Skill] + [Skill] 

hǊ ƛŦ ǘƘŜ Ƨƻō ƛǎ ΨǇŜƻǇƭŜ ƻǊƛŜƴǘŜŘΩ ǿŜ Ŏŀƴ ǳǎŜ ǘƘƛǎ ŦƻǊƳǳƭŀΥ   

[Action Word] + [Result] + [Connector Word] + [Value] + [Value] + [Value] 

 

Action Words: Accomplished, Achieved, Adapted, Built,  Coached, Collaborated, 

Communicated, Customized, Defined, Discovered, Documented, Earned, Evaluated, 

Fixed, Formalized, Formed, Gained, Generated, Guided, Handled, Helped, Identified, 

Implemented Improved, Joined, Judged, Launched, Learned, Led, Maintained, Managed, 

Mentored, Monitored, Motivated, Negotiated, Organized, Participated, Persuaded, 

Predicted, Prevented, Produced, Proposed, Recognized, Recommended, Reduced, 

Repaired, Resolved, Revised, Saved, Served, Solved, Standardized, Suggested, Supported, 

Trained, Transformed, Translated, Upgraded, Verified, Volunteered, Wrote 

Result Skills 
By, with or 

through 

Action 
Word 

 

Skills: Adapting new procedures, Administration, Advising, Analytical, Assembly, Attention to 

detail, Bringing people together, Budgeting, Coaching, Collecting, Communicating with 

children, Counseling, Creative, Delegating, Distributing products, Drawing diagrams, Driving, 

Entertaining, Financial management, Handling Complaints, Inspecting, Interpreting languages, 

Inventing products, Implementing, Leading, Listening, Meeting deadlines, Motivating, 

Persuading, Planning events, Prioritizing , Problem Solving, Promoting, Proposing ideas, Public 

Speaking, Raising funds, Remaining calm in a crisis, Responsible, Self Motivated, Selling, Setting 

goals, Teamwork, Working with government, Writing , Relating to People, Serving others 



Worksheets  
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