Creating and Using a Resume                                               


The objective of this section is to help you create a resume that will get you an interview.  Getting an interview is the primary purpose of a resume; however, it will not get you the job.  No matter how good your resume is, you will still have to do well in an interview before getting a job offer.  You will find tips for interview preparation after the resume and cover letter sections. 





A Resume Is…


… the term most often used to describe a one-or two-page summary of your life and employment history.  The idea is to select those specific parts of your past that will support your doing a particular (massage therapy) job well.  Most often, the sheet of paper presents you to prospective employers who, based on their response to the paper, may or may not grant you an interview.  The primary focus is always on what you can do for the prospective employer.





Some Good Reasons Why You Should Have a Resume


Employers Often Ask For Resumes: This alone is reason enough to have a resume.  If an employer asks for one, why make excuses?


Resumes Help Structure Your Communications: Employers have found that over 80% of all job candidates cannot answer the question “Why should I hire you?”  A good resume requires you to clarify your job objective, select skills and experience related to that objective, and document your accomplishments—all in a short format.  These activities are worthwhile for all job seekers and are essential whether you use the resume or not.


If Used Properly, a Resume Can Be an Effective Job Search Tool: If a resume is well done, it presents details of your experience in an efficient manner that an employer can refer to as needed.  You also have the opportunity to fine-tune your resume to meet that employer’s specific needs, desires and skills.  It can also be used as a tool to present the skills you have that support your job objective and to present details that may not be asked for in a preliminary interview.





Resume Basics


Length There are differing opinions on this, but one to two pages is a good range.  If possible, your goal should be to limit your resume to one page.  Shorter resumes are often harder to write, but can pay off when done properly.


Eliminate Errors Find someone who is good at proofreading and ask him or her to review your resume.  Have at least three other people read your resume for mistakes.  No one will notice if your resume is typographically, grammatically or punctually perfect, but they WILL notice if it is not.


Appearance The average employer looks at a resume for 10 seconds before deciding whether or not to read it.  The layout of your resume is critical.  Is it “crisp” and professional looking?  Does it lead the employer’s eye down the page, or is it confusing and crowded?  Do not over-use bolding, italics or underlining.  Usually one of those is sufficient throughout the resume.


Typesetting and Printing You can have your resume typeset and/or “designed” at many smaller print shops for a modest fee.  This can make your resume look professional, especially if you don’t have access to a computer or word processor.  You can also have several copies of your resume printed for a reasonable price.


Use Good Paper Never use cheap paper like that typically used for photocopies.  Most print shops have a selection of paper to choose from and you can often get matching envelopes.  You can also buy high quality paper at many office supply stores.  While most resumes are on white paper, more people are using off-white or ivory paper.  You can also use other light pastel or neutral colors such as light tan, grey or blue.  Trying to get attention by using a bright color is inappropriate and unprofessional.  Use high quality paper that includes cotton fibers, for example, and has a richer texture and feel.


Provide Specific, Measurable Results…Prove It! Most resumes are boring.  Don’t simply list what your duties were, emphasize what you got done.  If you not only went to school, but also got straight A’s and perfect attendance, list that.  If you had repeat clients you practiced on outside of school and they experienced benefits, let the employer know about it.  Don’t just state “I’m a great therapist,” offer the employer proof through specific, measurable results your clients or you have experienced.  Make sure you mention the specific skills you have as well as any accomplishments and credentials.


Write it Yourself You can use ideas and even words and phrases from the sample resumes in this manual, but it is most important that your resume represent you, and not someone else.  Make sure your resume ends up sounding like you wrote it.  Writing it yourself also gives you the opportunity to identify your skills and define your job objective.





Types of Resumes


The Skills, or Functional, Resume This style emphasizes your skills and accomplishments with little emphasis on your work history.  If you have limited paid work experience, are changing careers, or are a recent graduate, a skills resume may be a superior approach to help you present your strengths and avoid displaying your weaknesses.  This is the format most often used by UCMT graduates.


The Chronological Resume This is the type of resume you are probably most familiar with.  The primary feature of this resume is the listing of jobs held from the most recent backwards.  This is the simplest of resumes, but may not serve a recent graduate well.


The Combination, or Creative, Resume The elements of chronological and skills resumes can be combined in various ways to improve the clarity or presentation of a resume.





Major Sections Of a Resume


Name This one seems pretty obvious, but there are some things to avoid.  Don’t use a nickname—you want to present a professional image.  Even if you have to modify your name a bit from the way you typically introduce yourself, it may be appropriate to do so.  Include your name on all correspondence with a potential employer.


Address Don’t abbreviate words such as “Street” or “Avenue.”  I don’t recommend abbreviating “South” or “East,” etc. either.  Do include your zip code.  If you move during your job search, ask a friend or relative if you can use their address as a permanent address, or opt for a post office box.  If you plan to move to a new city during your job search, get a local address at the new location so you appear to be settled there.  Include your address on all correspondence with a potential employer.


Phone Numbers An employer is most likely to phone rather than write you.  For this reason, it is essential that you can be reached, or a message is taken for you during the day.  If you have an answering machine or voice mail, be sure your message is professional and appropriate.  If you do not have an answering machine, see if a friend or relative will take messages for you. If you choose to do this, type “home” next to your number and “message” next to the other.  That way, the employer will know that you may not be there, but that you will receive a message.  Always include your phone number on every piece of correspondence with a potential employer.


Job Objective Job objectives are no longer required on resumes and can be optional.  Don’t include one if it isn’t going to contribute to you getting an interview.


The beauty of a carefully crafted objective statement is that it seems to miraculously mesh what you want in your career with what the employer wants from the person who fills the position. You may wish to include some of your vision statement in your objective, keeping in mind that the potential employer is looking for what you can do for them.  


Avoid phrases like “to obtain a position where I can learn more and enhance my skills.”  While you may very well want to do that, the employer will wonder what’s in it for them.  Don’t make them wonder, let them know.  Turning that phrase around to focus on what you can do for the employer will make them want to read more.


Education and Training Recent graduates can put their educational credentials toward the top of their resume since it represents a more important part of your experience.  You should emphasize UCMT, and any accomplishments or activities you were involved in.  You may also wish to mention the credentials of the college, especially if you are seeking a position out of state.  If you have other post-high school education you think will support your job objective, include it.  Do not mention high school.


The Skills Section This section can also be headed as “Areas of Accomplishment” or “Summary of Qualifications” or “Areas of Expertise or Ability” or by other terms used in sample resumes you see.  You must carefully consider which skills you want to emphasize.  You should feature those skills that are essential to success on the job you want and those skills that are your particular strengths.  For example, chiropractors usually want therapists skilled in Trigger Point, Deep Tissue and Injury massage.  Those are the skills you would want to emphasize in a resume for a position with a chiropractor.  Other positions will have different modalities they are looking for.  Your resume will be a more effective job search tool if you take the time to research the position you are applying for, then fine-tune your resume for the position.





Don’t ignore the skills you’ve gained in your work and life experiences prior to coming to massage therapy school.  An employer is interested in you as a whole, not just in the past six months or year of your life.  If you have great customer service or sales skills, that can be important.  Office skills or the ability to work unsupervised can be valuable to an employer.  Find out what the employer needs, and give it to them.  		IDENTIFYING YOUR KEY SKILLS: Make a list of skills that you consider to


be the key skills for success in your field.  Some examples are customer service, 


reliability, punctuality, and of course, various bodywork skills.  After you 


complete your list; try to identify which skills are most important to the position 


for which you are applying.  Choose at least three, but no more than six of these 


most important skills.	


PROVING YOUR KEY SKILLS: After choosing your key skills, write each 


down on a piece of paper.  For each one, write any particularly good examples of 


when you used that skill.  If possible, you should use work-type situations, such as 


clinic.  You can also use other situations such as volunteer work, school activities, 


or any other life experience.  When possible, show specific, measurable results. 





Experience You will want to show that you have had hands-on experience as a massage practitioner.  You gained this experience over the past six or twelve months through the student clinic, volunteer events, the sports massage team, practice massage on friends and family.  Again, you want to offer specific, measurable results as often as possible.


Certifications/Recognition/Awards/Accomplishments If you have perfect attendance or a great G.P.A., this may be the place to show it off.  If you are a member of any professional organizations, list them.  List your license and/or certification as a massage therapist.  List all the certificates you receive from UCMT.	


Personal Information I do not recommend you include any personal information.  Personal information about hobbies, marital status, astrological sign, interests, etc. only give the employer a chance to judge you based on information that is not relevant to your ability to perform the job.


References It is not necessary to include the names of your references on a resume.  It’s not even necessary to state that references are available upon request.  If an employer wants them, s/he knows they can ask for them.  It is helpful to line up your references in advance.  Pick people who know your work as an employee, volunteer and/or student.  Make sure they will say nice things about you by asking them just what they would say.  Make sure everyone on your list knows you are using them as a reference.  Once you know who to include, type up a list which includes name, address, phone number, and details of why they are on your list.  You may want to give a copy of your resume to your references so they know what the employer knows about you.  Keep organized copies of the list and any letters of recommendation and be able to provide them when asked.  Do not attach them to your resume unless you are asked to do so.  





Tips to Fine-Tune Your Resume


Before you make a final draft of your resume, look over examples of resumes for ideas on content and format.  For example, if you are using a skills resume, but have a good work history, providing a very brief chronological listing of jobs can be a helpful addition to your resume.  If you have substantial work history, beginning the resume with a summary of total experience can provide the basis for details that follow.  Remember that this is your resume, so do with it what you think is best.  Trust your own good judgment and be willing to break a few rules if you think it will help you. Rewrite and edit until the resume communicates what you really want to say about yourself. Ask someone else to very carefully review your resume for typographical and other errors. Only after you are certain that your resume contains no errors, should you have the final version pre-pared.�
Seven Steps to Getting the Job You Want ______________________________________________________________________________


1.  Know your skills. 


If you don’t know what you’re good at, how can you expect anyone else to figure it out?  One survey of employers found that about 80 percent of those who made it to the interview did not do a good job in presenting the skills they had to do the job.  This is a big problem for resumes and throughout the job search.


2.  Have a clear job objective.  


If you don’t know where you want to go, it will be most difficult to get there.  Having a clear job objective is essential for your job search.  Know what type of job you want, how much money you want to make, the types of marketing you want to do, the supplies you want to provide, what you want from the employer.  The biggest thing that holds people back is indecision.  You don’t have to decide what you want to do for the rest of your life; you just have to decide what you want to do next.  Set goals!!  


3.  Know where and how to look.


Since three out of four jobs are not advertised, you will have to use non-traditional job search techniques to find them.  Utilize the employment assistance office, and brainstorm ideas on your own for seeking jobs in the massage industry.


4. Spend at least 25 hours a week looking.


Most job seekers spend less than this and, as a result, are unemployed an average of three months or longer.  If you do not have 25 hours per week to commit to your job search, decide how many hours you can commit and stick to it.  Decide the hours and days you are going to look for a job and be true to your commitment.


5. Get two interviews a day. 


It sounds impossible but this can be done once you redefine what an interview is.  Any face-to-face contact with someone who has the power to hire you can be considered an interview.  Compare this level of activity to the average four to five interviews a month in the average job search and you can see how it can make a big difference.


6. Do well in interviews.  


You won’t get a job offer unless you do well in this critical situation.  It has been found that you can improve your interview performance relatively easily.  Knowing what skills you have and being able to support them with examples is a good start.  Refer to the tips on how to identify and prove your key skills.


7. Follow up on all contacts.  


Send thank you notes for all time an employer spends with you.  Turn a rejection into a positive experience by thanking the employer for their interview, and asking if they will share with you what you could have done differently. Not only will this give you an idea of how to improve next time, but also that employer may think of you first the next time they’re ready to hire again.  See the section on Follow-up for more specifics. 


