Powertul Midlife Resumes:
Telling Your Gamechanger Story

New Year, New You: Strategies for Job Seekers Over 40
Cuyahoga Valley Career Center - January 21, 2012

Presenter:
Kelly Blazek, Job Search House Mother and
Principal, Gemba Communications
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Agenda

Mother

Resume Basics

Layout Tricks

. Sample Formats

Offering Statements

Powerful Action Words and Metrics
Experience, Job Gaps and Education
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Cover Letters
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LinkedIn Profiles




Your Resume Has a Job to Do:

Your resume needs to say the following:

am a gamechanger and move the needle
pay attention to detail

have great communications skills

can focus on the big picture

understand a business environment

A sharp resume packed with results sets you

apart from the competition!
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Resume Basics

* Paper: always white or cream
* Bold, /talic and Underline help the reader

e Consistent tabs and spacing
* Absolutely NO spelling or grammar errors
* No complete sentences — write in bullets

((IH .

* No need to use INn resume

* Good news — no page limit! 2-3 pages OK
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Font Suggestions

Serif Font Examples:

Garamond is a great Resume font, Sanjiv and Nedra.
Georgia is a great Resume font, Sanjiv and Nedra.

New Baskerville 1s a great Resume font, Sanjiv and Nedra.

Palatino is a great Resume font, Sanjiv and Nedra.

Sans Serif Font Examples:

Arial is a great Resume font, Sanjiv and Nedra.
Century Gothic is a great font, Sanjivand Nedra.
Calibri is a great Resume font, Sanjiv and Nedra.
Helvetica is a great Resume font, Sanjiv and Nelly
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Resume Formats

Chronological Resumes Are:
- Preferred by HR and hiring managers
- Easier to follow work history, time in job
- OK for job gaps - your cover letter can explain

But Functional / Skill-Based Resumes Are:
- Frequently used to hide spotty work history
- To be avoided! Tie your results to employers

- Use an Offering Statement instead, then
chronological work history
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Layouts - Indents

Avoid indent overkill!

Example here

See how this candidate starts to waste space
- And then gives
- The reader a headache
- With even more indents and eye movement
And then she returns to the left again

With more visual hopping
- To even deeper tabs

- Couldn’t this applicant
- Have made this cleaner without so many indents?
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Maximum 2 or 3 indents — keep it Flush Left!




Layouts - Too Much Copy

Talk about a headache . ..

Leader of the Communications Dlepartment for D&B Zales & Alarketing Solutions; coordinated efforts with Zales teams drove 14%
growth overall; 25 % growth for broker channel

Developed and implemented strategic marketing communications programs, collaborating across 2l levels of the dimision.
Ineressed revenue consistently vesr over year

Diirected crestive team contsibuting to lasnch of wwew. Selectory.com and ww.companyreach com — representing market shift
from product delivery on CD-ROM to online subseription delivery.

Enlisted to communicate business-side of collsboration with Product Management, Information Technology, Sales and Executive
management to determine web site objectives and goals.

Participated in strategic goals for information architecture for transactions] site, and implementation of graphical user interface,
uszbility, brand expenence and delbvery of product to madzetplace.

Led the interschive markebing communications teasm sesponsible for production of creative media formultiple DEB sales
channels of Harmns InfoSouree, Hoover's and Dhan & Beadstreet.

Team lezder in lead flow steategy for multiple sales channels vsing paid placement and ozganic programs.

Content manasger for multiple DEE web sites involving infosmation architectuse, search engine optimization, content woting,
uzzhility and photo editing.

Supervised the overhanl of D&DB szles channel content available wia intranet requiring update and /or overhanl of hundeeds of fact
sheets and other electronic collateral

Superized the crestive team for book directory publishing of Harnz busziness directories, generating multiple issues each month
of the state pont directonies. Led the vendor selechion to ensure cost-effective solstions.

Speachesded promotion of new product launche: and online tesning programs and demonstrations with zales tools, digect
marketing, and collateral to generste lesds for retention and new zoquisition programs.

Managed national publicity efforts of products ssing wire service and key relationships.

Ezecuted trade show objechives incuding on-location booth management, szles team steatepy, lead zogusition.

Engaged research department to identify potential markets and conduct customer suereys for planning.

Diirected integrated advertising and media plan for multiple sales channels nduded nationsal publications.

Ezpert in commercial publishing creating pant collatersl and direct mail, e-mail mareeting, and Web.
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Layouts — Use Buckets

* Acquisitions Ieag emplmee communications for eight acquisitions involving 22 plants and over 2,200
: orth America and Europe. Create executive presentations, Welcome Day materials and

events news.letters Execute brand/naming guidelines, new signage and support legal entity compliance.
<ibAy snessaging for integration teams (finance, tax, legal, supply chain, IT, sales).

3l strategic communications for 20 plant closures and major product line moves. Create

mpacted and non-impacted employees, external stakeholders, customers, vendors, elected

ofﬁuals Sport taX and finance tearns with comnj .
e ratri Instead, topic

“Buckets” focus the
. , reader and tell your
1 mp“ ] story more clearly

plex 3-D product application amimations in less than 5 weeks. Contnbute content
2 analyst presentations, his speaking engagements and business umt strategic plans.

and filtration operations, and HR function.
ace bylined articles from Sector SVPs in key trade publications (Information Week and
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Sample Format

Your Name
1234 Post Vimer Lane % Buckeyetosoy OH_ 452106 @ (514) 12-4507 @ youname@ahoo.com

Otfering |
Expemenc ed WIrer uitf Subaty o) emene 1 tox, Kiance el grews feoraalogy,
Profezsional Experence
Tax Projects Group, ©ohanbus, Chio
Serdor Project Analyst (January 2008 — hiay 2009
Femorerect edkyal fox Senkom o5 ¢ 3 of0f Drofed Analpst Yor Eaeesch ey Desdighrest Fous vl o FRrusunn Dok
# Worked as a sermicr projpct anakst, supervising inerns and project analysts wrhile conducting interviesss with clients to
detennine elioibility for Federal Fesearch and Deswwloprent tax cre dits. With the infamation gathere d from clients,
wroe detiled reports that detennined the eligihility of specific client projects for the Federal Fesearch and
Dresmelopiment Tax Cre dit
# Interviewedclients to develop the facts and techrical data swrroumding the research and deselopenent activities aldng
place within the financial services, marmfacring, softsare and high techhologsy industries.
# Lifetime client list totaled to ower 100 clients, managed a weekly case load of up to 10 clients sinmltare ously, which
included daily mterviswrs and project wnie-ups.
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Powerful Midlife Resumes

Slron Eeacon Journal Akron, Ohio

Freelance Newspaper Bepoxter [July 2007 —September 2007)

The sofe dlecy senshaher £ ALRror gl 55 dtmdadad rershos MNoghast Ofro. The pader ligee @ oy ool o locel sens ord
Seatruess orav Aas o oy aredeiion caeragry 120,000

Conducked detaile d mterviewss with ¢ onrtnunty ic ons, socdal groups and feld experts for special featine sections.
bfanace d nultple stodes conourently, all in different stages of canpleton

# Gtories sslcted for placerment in special sununer carpaion features.

* ¥




Sample Format

OFFERING

CAREER
HIGHLIGHTS

732 Meridian Boulevard Phone 614.731.2179
Broadview Heights, OH 44147 E-mail yourname{@nls.net

YOUR NAME HERE

Ohststanding, results-onented execubive and employes communications for diversified industnals GE and Eaton
Cospostion as key member of opesting wait HE tesrmn. Business pasiner to finance, I'T, tax, legsl, manufactusing
and health /safety functionsl leadership, Sipnificant sestructuring, scquisition and integration expedence. Stestepic
communications counsel for global HE function on initistives ssch as cnsis management, wnion negobations,
plant manager training, wodkplece safety, snd employee engegement, retention snd recognition. Extensive
interachion with C-suite executives.  Industry proficiencies inchede aserospace, hybnds, hydeavhies, flteation,
manufactenng, legsl services, economic development, sports mansgement, hospitality, tounsm and nonprofits.
Led busines:s development, client and public relations, cooss-zelling, attormey training and branding for mzjor Ohio
law fiem. Proven nstionsl and trade public relations for professionsl sermces, consumer and business-to-business
sectors. Award-winning graphic design and copywoting. Responsibility for 2 $300,000 corpomte philanthropy
budget. Webmaster and mdeo produchion expenence.

Eston Corporstion, Cleveland, Ohio

Manager — Internal Communicadons, Industrial Sector (January 2006 - prezent)

Egton’r Indusirial Sector ir g 56 Biflon operaiimg waid weth 33,000 empployeer gwd 127 plokal mrawufacfurosg facelifver
the bvdraslics, gerospace, frwe® awd awfemedive wdusirrer.  _Afiewd Secior rewisr fegderrbin feawr meestings, direct refert fo
Fector TP of HE. Eafow 5 g 5715 Eillion diversiffed iwdusirial with 70,000 emalppeer.

o Acmmsitions  Lead emplovee commummestions for eight scquisitions involving 22 plants and owver 2,200
employees in North Amencs and EBEumope — Creste emecubive presentstions, Welcome Dlay mstersls and
events, newsletters. Execote brand/naming guidelines, new signage and support legal entity complisnce.
Dieliver steategic messaging for integeation teams (finance, tax, legal, supply chain, I'T, sales).

o Pestowctunng Tead strategic communications for 20 plant closmees and major product line mowves. Create
messamng for impacted and non-mpacted emplovess, extemal stakeholders, oustomers, vendoss, elected
officials. Support tax and fnsnce tesms with communications and steetegy regarding econommic incentives.
Provide media training for plant leadership, serve a5 Eston spokesperson with locsl medis.
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Sample Format

Your Name Here Address Avenue Road

ity Heights, OH 43219
B14-123-4567 (H): 614-887-6543(Cell)
E-mail: yvourname{@@here.com

summary
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Superior writer and editor recognized with mare than 40 awards. Journalist, author and
communications professional with experience in the newspaper industry, magazines and public
relations, excelling at transfarming complicated subjects into clear, compelling stories. skilled at
adapting to a variety of writing formats and working in a fast-paced, deadline-driven environment
while maintaining attention to detail. Proficient in anline news posting and SEO (search engine
optimization). Outstanding arganizational skills, adept at conferencefevent planning. Specialized
knowledge of equestrian field, maritime history.

Employment

Cojumbus Dispatch, Columbus, Ohio, 211994 — present

Member of news-editing desk for major metropolitan daily newspaper; sometimes fill

role of desk supervisor or assistant

» Handle a high volume of local, nationalf/international and business articles, produce
creative headlines, work with reporters to craft stories, and post news online,
enhancing exposure with search engine aptimization (SEQ).

» Brought recagnition to the newspaper with industry awards for caption and headline
writing; consistently cited by supervisors for excellence in editing and headline writing.

Powerful Midlife Resumes

Columbus Magazine, Columbus, Ohio, 1111993 — 2/1994

Associate editor, monthly city publication for Central Ohio market
»  Produced feature aricles, edited content and created headlines.




Sample Format - Before

Confidential THOMAS P. McALLEN
5022 Hilltop Road
Bethlehem, PA 18015

TMcAllen@pid.net
Mobile: [6{}1] 555-0820 Home: (601) 555-8710

PROFESSIONAL EXPERIENCE
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Ingersoll-Rand plc (NvSE: IR) (April 1985 to present)
$13-billion, 57,000-employee global diversified industnal manufacturer (www.ingersolirand. com)

Manager, Internal Communications Piscataway, NJ (May 2007 to present)

« Pariner with executives and business/functional group leaders to develop/execute global intemnal
communication strategies/messaging to create higher levels of employee engagement and alignment around
business prionties; employee understanding of company goals up 4% in 2010 engagement survey — largest
annual increase for all tracked metrics.

Powerful Midlife Resumes

« Collaborate with functional group leaders in developing communication plans and matenals (10 languages)
for global IT, Finance, HR, Legal, Manufacturing and Management initiatives as communications lead on
global teams. Received two Corporate Center President's Awards in 2010 forwork on:

o My Ingersoll Rand Intranet Migration (IT) team — consolidated legacy Ingersoll Rand and Trane portals
to foster a one-company culture; and




Sample Format - After

THOMAS P. McALLEN

0022 Hilltop Road ¢ Bethlehem, PA 18015 « Mobile: (601) 297-0820 [ Home: (601) 625-8710 + TMcAllen@ptd.net

PROFESSIONAL EXPERIENCE

Ingersoll-Rand plc (NYSE: IR)

$13-billion, 57,000-employee global diversified industrial manufacturer (www.ingersollrand com)

Manager, Internal Communications, Piscataway, NJ (May 2006 to present)

+ Partner with executives and business/functional group leaders to develop/execute global internal communication
strategies/messaging to create higher levels of employee engagement and alignment around business priorities;
employee understanding of company goals up 4% in 2010 engagement survey — largest annual increase for all |
tracked metrics.

+ Collaborate with functional group leaders in developing communication plans and materials (10 languages)
for global IT, Finance, HR, EHS, Legal, Manufacturing and Management initiatives as communications lead on
global teams. Superior work in 2010 recognized with two Corporate Center President’'s Awards for work on:

+ My Ingersoll Rand Intranet Migration (IT) team — consolidated legacy Ingersoll Rand and Trane portals
to foster a one-company culture; and
¢+ Cellular Service Optimization (IT) team — achieved $1 million savings in 2010/$2 million in 2011.
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Offering Statements

Wrong focus: on “what | like/want”. . .

I have twelve years of experience in public relations, radio promotions, media relations,
magazine matketing, advertising services and special events management. I am looking
for a position with a diverse job description encompassing these areas in a collaborative
and progressive environment. I enjoy people, promotion, and profit generating in that
order, and [ am open to new experiences and types of worlk

Employers don’t care what job you hope to
land and what you like to do!
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Offering Statements

An Offering Statement is your Elevator
Speech: How I’ll move the needle for you!

A product management and marketing support
professional with 20+ years’ experience in a $1 billion
industrial organization. Proven ability to get people to
“buy-in.” Excellent interpersonal and computer skills,
can multitask and work under pressure to meet and
exceed deadlines. Demonstrated proficiency in
budgeting, trade show coordination and significant
travel administration.
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Offering Statements

An Offering Statement is your Elevator
Speech: How I’ll move the needle for you!

Outstanding, award-winning creative leader with 20 years
of consumer products and B2B agency experience.
Skilled at national product launches, integrated
consumer campaigns, and all facets of print, web, direct

and POP marketing. Expertise in retail, beauty, infant
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and personal care, hospitality and financial services.
Ability to lead large teams in delivering on-target, on-

time campaigns that drive sales.




Offering Statements

An Offering Statement is your Elevator
Speech: How I’ll move the needle for you!

Strategic sales leader and business development
executive with proven track record in building
and leading world-class teams that deliver
revenue, market share and profit in competitive
markets. Industry proficiencies include
automotive aftermarket, distribution and molded
plastics. Exceptional negotiation and closing
ability, persuasive communicator.
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Powerful Action Words

* Use these in your employer write ups
e Action words set you apart

e Action words say you “get ‘er done”

e Action words convey leadership
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Proven Created Delivered Launched
Award-winning Managed  Leveraged Sustained
Superior Executed  Coached Grew

Outstanding Led Implemented Increased

Successful Counseled Handled Improved




Using Your Action Words

® New Business Developme r business and current clyefffs for crdsg-selling imitiative
RFPs, coached attorneys i tests and pitch meetings. 1 atesd i 1 rhebre G

vehicles and events to clients, prospects and referrers inclnding se
bylined articles and client surveys.

—
(]
<
res)
o
=
(]
(%]
>
o
T
<
]
—
©
()]
wn
o)
o
°
X
(O]
N
o
o
=
o]
h4

pAflindicator»\Youngstown, OH « Single Copy Sales & Marketing Coordinator « September 2003 to July 2004
Increased newspaper purchase points by acouinng eighty new retail store accounts and freestanding rack locations in

. RS
Leveraged existing resources to deliver higher ROI and sales by reorganizing delivery routes, anahzing sales volume,
Swcd cre sl point-of-purchase raterial

prprnotions with local and national sponsaors, which included cold-calling, relationship building, and
e | opind Pposals; resulted in 24% increase in the number of sponsored newspaper copies over the previous year
Collaborated with editoral staff and made recommendations to alter production and create marketing matenals to

pedrming features

Powerful Midlife Resumes

® S Sigma Commumnicatio Created alljinternal communication tools for GE Lighting’s rollout of Sgs

to its global workforce, indhady inch wideo, Mange®r's ToolWyts, logos, newsletters and articfe
1997 IABC Geold Award for 51 Sigma poster campaigh. Managed a 3)P0-attendee Sx Sigma conferends




Powerful Metrics

* Quantify how you made a difference

* Prove you helped make a profit/solution
e Show your job scope is large

* Say “I crank work out, no problem!”

“Reduced annual conference costs by 11%”
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“Managed inbound calls for 12 sales territories”

)

“Increased ticket sales by 19%; highest ever door’
“Improved machining changeover time by 15%”




Using Your Metrics

employees in North ﬁ.menca and Europe. CreateNssegutipe presentations, T

and newsletters. Execute brand/naming grudelines, new signage and support legal entity mmphﬂ_nce Deh'r.'er
strategic messaging for integration teams (finance, tax, legal supply chain, IT, sales).

Kelly Blazek, Job Search House Mother

® Website Managed 160-page wgbsi
practice area conte ad fisrfl news.

Powerful Midlife Resumes



Experience and Education

* Begin chronology with most recent jobs, not every
first job you had

* Account for work gaps — cover letter is fine
e List specific types of computer software

* If college degree, no high school needed

* If high school, add certifications or courses
* Graduation year can be eliminated

e Put Education at the end of your resume
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» Add Civic/Professional Involvement, Volunteering




Your Cover Letter

* Include key metrics

e Women: ditch the “love,” “thrilled” and
“passionate” — please!

* No “I will call you Wednesday”

* Short — 3 or 4 brief paragraphs
* Awesome closing sentence:
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“l look forward to learning how | can make
a contribution to your team’s goals”




Your Linked|f}] Profile

* What kind of account do you want? FREE!
* Use your awesome Offering Statement as your

Summary

e List all/most of your prior jobs; use action-

oriented metrics

* Don’t forget awards, articles, speeches,

certifications, skil

* Make sure your p
businesslike — no

S
notos are professional and

pallgowns, no T shirts!
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Your Linked|fj}. Headline

e Headlines are critical — write one that Search
Engines and HR recruiters can find

Results-driven financial leader with global experience in
transition

Environmental professional combining a spectrum of
hands-on skills with sound analytical practice

Strategic Manufacturing Engineering Leader seeking
next opportunity

Freelance Copywriter that makes cash registers ring!

Experienced banking and finance professional seeking a
shift to wealth management
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Building Connections

LinkedIn recommends minimum of 50-75 connections

Personalize your invite message
“sreat to see you on here — I'd like to stay in touch”
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“hoping your New Year is off to a great start”

Always, only, send invites to people you know — current/past
co-workers, clients, suppliers, alumni, volunteers, neighbors

Add Connections | Colleagues  Classmates  People You May Know

=et more value out of Linkedln by inviting your trusted friends and colleagues to connect.

See Who You Already Know on LinkedIn

Powerful Midlife Resumes

Searching your email contacts is the easiest way to find people you already know on Linkedin.
Learn More

Rule of Thumb: Your connections are a personal
recommendation — be cautious with your reputation!




Don’'t Want to Connect?

- Do nothing — this leaves the other person guessing
- Click IGNORE option (and “I Don’t Know This Person” if wished)
- Select REPLY drop down under ACCEPT, and write:

—
(]
<
res)
o
=
(]
(%]
>
o
T
<
]
—
©
()]
wn
o)
o
°
X
(O]
N
o
o
=
]
h4

= Messages | || Invitations [N f‘De_a.r Bob: | only connect with :
add connections | | Accept || lonore individuals I've met personally g

5| s and worked with professionally. |
B wichael Zmmerman - senior v | | P@rhaps our paths will cross in - [Bi=

secept - onore | Reportt || the future. Thanks for =

Reply Gon'tacceptyed understanding.” ‘g
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Get on Board with Linked[}].

Building a profile takes a few sessions — be
patient

Tackle summary, current job and education first
Then, launch your first round of invitations

Backfill later for prior jobs, certifications, key
words

Once a week, go in and look at connection
requests, and respond
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Kelly Blazek kblazek@nls.net

- Available for resume review consultations

- Speaker on “Creating a Gamechanger Resume”
- AOL/Patch.com blogger on job search advice

- Blogger at http://kellyblazek.wordpress.com/

Kelly Blazek
Job Bank House Mother
kblazek@nls.net

kellyblazek.wordpress.com
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The region’s recognized job search
expert in marketing, PR, graphics,
communications, media and
nonprofit careers since 2003.




Resources

Mother

Microsoft Resume Templates at:
http://office.microsoft.com/en-
us/templates/FX103076501033.aspx

Chagrin Valley Job Seekers
http://finance.groups.yahoo.com/group/CVJS/

CareerBoard.com — best local site
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Indeed.com — great aggregator of listings




