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HOT TIPS ON 
RESUME WRITING

by Y ana Parker
1. What IS a resume anyway?
Remember: A Resume is a MA R- 

K.ETING PIECE - not a “career 
obituary!”

2. What is the COMMON­
EST RESUME MISTAKE made 
by job hunters?

Leaving out their Job Objective!
3. Employers HATE parchment 

paper and pretentious brochure- 
folded resume “presentations.”

They think they’re phony, and 
toss them out.

4. W hat if  you don’t have any 
EXPERIENCE in the kind o f  work 
you want to do?

GET SOME! Find a place that 
will let you do some VOLUNTEER 
work right away. You only need a 
brief, concentrated period o f  vol­
unteer training (for example, one 
day a week for a month) to have at 
least SOME experience to put on 
your resume. Also, look at some o f  
the volunteer work you ’ve done in 
the past and see if  any o f  THAT 
helps docum ent some skills you’ll 
need for your new job.

5. W hat if  you have GAPS in 
your work experience?

You could start by LOOKING at

it differently. If you were doing 
ANYTHING valuable (though un­
paid) during those so-called "gaps”, 
you could just insert THAT into the 
work-history section o f  your resume 
to fill the hole - for example: “ 1993- 
95 Full-time parent,” or “ 1992-94 
M aternity leave and family m an­
agem ent,” or “Travel and study,” or 
“Full-time student” or “Parenting 
plus com munity service.”

6. W hat if  you worked for only 
ONE em ployer for 20 or 30 years?

Then list separately each differ­
ent position you held within that 
company, so your job  progression 
within the com pany is more obvi­
ous.

7. What if  you have a fragmented, 
scrambled-up work history, with lots 
o f  short-term jobs?

To minimize the job-hopper im­
age, com bine several similar jobs 
into one “chunk” . ALSO you can 
just DROP some o f  the less-impor­
tant briefest jobs. But D O N ’T drop 
a job, even when it lasted a short 
time if  that was where you acquired 
important skills or experience.

8. Ifyou’reover40or50or60and  
want to avoid age discrimination...
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College
ThatFits

Your Life
Convenient, affordable, f irs t-ra te  education
♦  Start your bachelor’s degree with college transfer courses.
♦  Train for a career— m ore than 80 one- and two-year programs.
♦  Boost your job skills with continuing education.
♦  Enjoy our non-credit, lifelong learning opportunities.

R eg is ter now  fo r  best class selection!

t the Fall Class
. late luly.or visit us on lh
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n,«« start September 21

Portland 
Community 

College

HAVE YOU EVER W ANTED  
TO FLY JETS?
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T astest Qrowing Occupations th a t 
^Require an A ssociate’s D egree

The Oregon Air National Guard 
142nd Fighter Wing is looking for men and 
women for future pilot training positions.

M inim um  Q ualifications:
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1. Paralegals
‘ Paralegals is expected to rank 

among the 20 fastest growing 
occupations in the economy as em­
ployers recognize that paralegals per­
form many legal tasks forlower 
salaries than lawyers.

‘ Competition for jobs should con­
tinue as the growing n u m b e r
o f graduates from paralegal educa­
tion programs keeps pace with em­
ployment growth.

‘ According to the National Fed­
eration o f Paralegal Associations, 
paralegals had an average annual sal­
ary o f $32,900 in 1995. Starting 
salaries o f paralegals with 1 year or 
less experience averaged 
$29,300. In addition to a salary, many 
paralegals received an annual 
bonus, which averaged about $ 1,900 
in 1995.

2. Surgical Technologists
‘ Most educational programs for

surgical technologists last approxi­
mately 1 year and result in a certifi­
cate.

♦Increased demand for surgical- 
technologists is expected as the 
number o f surgical procedures grows.

‘ According to a 1996 membership 
survey conducted by the A s­
sociation o f  S u rg ic a l T e c h ­
nologists, beginning t e c h -
nologists earned about $20,900 a year, 
while themost experienced technolo­
gists earned about $28,000 a 
year.

3. Dental Hygienists
* Dental hygienists are projected to 

be one o f  the 20 fastest growing 
occupations.

‘ Job opportunities should continue 
to be good if graduates o f  dental 
hygiene programs do not increase 
greatly in number.

‘  Part-time work and flexible sched­
ules are common.

‘ According to the American Den­
tal Association, experienced dental 
hygienists who worked 32 hours a 
week or more in a private practice 
averaged about $759 a week in 1995.

4. Electronic Equipment Repair­

ers
♦ Most employers prefer to hire per­

sons who have completed 1 or 2- 
yearformal training programs in elec­
tronics.

‘ Although overall employment o f 
electronic equipment repairers is 
projected to increase slowly, employ­
ment o f computer and office 
machine repairers should increase rap­
idly while electronic home entertain­
ment repairer and telephone installer 
and repairer jobs should decline.

‘ In 1996, median weekly earning 
o f  full-time electronic equipment 
repairers were $619.

5. Respiratory Therapists
‘ Hospitals will continue to employ 

more than 9 out o f  10 respiratory 
therapists, but a growing n u m b er 
will work outside o f hospitals under 
contract to home health agencies and 
nursing homes.

‘ Job opportunities will be best for 
therapists who work with n e w - 
boms and infants.

‘ According to a Hay Group survey

of acute care hospitals, the m e d ia n  
annual base salary o f  full-time respi­
ratory therapists was $32,500 in Janu­
ary 1997. The middle 50 percent 
earned between $ 29 ,300  and 
$35,000.

6. Emergency Medical Technicians
* Employment should grow rapidly 

as paid emergency medical t e c h n i ­
cian positions replace unpaid volun­
teers.

♦Competition is expected for the 
best paying jobs with rescue squads 
and police and fire departments.

Excellent Health 
Bachelor’s Degree 

Desire to Excel 
Must Enter Pilot Training 

Before Age 27 
B enefits;

USAF Flight Training 
Worldwide Travel Opportunities 

Pay
Lifetime Friendships 

Retirement
Com e Fly th e  F-15 Eagle  w ith  

O regon’s R edhaw ks  
C ontact;

Your A ir G uard R ec ru ite r a t  
1-800 -392-1801
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Where Temporary Employees are 
Permanent Satisfaction

E xperienced em ployees are ca re fu lly  screened  ór 
u nco n d itio na lly  guapranteed.
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No surplus labor 
No Interviewing

No insurance costs 
No tax records

Simply sign the temporary 
employee's weekly tim e card. You 
will receive an itemized invoice, 
that's it! We give you the  
individualized attention you 
deserve.

Call, to start saving 
(503) 284-7930

S&itticea-
3575 ME Broadway 

Portland, Oregon 97232

Fax: (5 0 3 ) 2 84 -7 9 77
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Employers and Job Seekers

Come visit us today for your 
employment needs - working 

with Job Seekers and Employers 
to fill the needs of today’s 

workforce.

3034 NE Martin Luther King Jr. Blvd. 
Portland, Oregon 97212 

Phone (503) 241-4644 Fax (503) 241-4649 
Hours: Monday - Friday 8:00 am to 5:00 pm
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