Worksheets for
Resume Attraction Crash Course

Key Questions You Must Answer
To Write a Resume That Stands Out;
One That Makes You Feel Like You
Walk on Water
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The first half of the first page should be attention
grabbing and should showcase your uniqueness in seven
seconds or less. This is the “thesis’ of your resume and

where you say what you can do for an organization.
Include your target position/level, executive summary,
areas of expertise, and career highlights.

The rest of your resume - in the experience and
achievements section, is where you provide ‘“proof’ of
your ‘“‘thesis’’ with real examples (bullets) of what you
said you can do along with results you have achieved.

1. What type of position and level are you targeting? (Inciude this
in bold at the top of the resume. People love people that know what they want and
have clarity about it.)

2. What are your greatest competencies and areas of expertise
that you enjoy and that you envision utilizing in your next new,
exciting opportunity? Write these down as one to three word
phrases. (For your areas of expertise section.)
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3. What would your past bosses, employees, peers, clients,
and vendors say about you that really stands out in their
minds? If this question is too hard to answer, ask them for
input! (rFor your executive summary that screams out your unique value.)

4. Look back on your entire career. What did/do you love to

do most of all? Think of a few examples. (For your competitive
advantages found in your executive summary.)
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5. Look back on your entire career. What do you believe you

do better than your peers/better than anyone else? Think of

several examples. (For your competitive advantages found in your executive
summary.)

6. What is your favorite problem to solve? This is a big picture
question so think about themes. For example, my favorite
problem to solve is to help people reach their greatest career
potential. (For your competitive advantages found in your executive summary.)
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7. What are you a resource for? What do people regularly

come to you for and ask you about? (For your competitive advantages
found in your executive summary.)

8. Give the reader an idea of the level of your experience by
listing facts such as up to how many employees you've
managed, how many countries you've serviced, or the largest

budget you were responsible for, for example. (Inciude in your
executive summary.)

9. For your career highlights section - list the 3 to 5 greatest
accomplishments you have had that you are most proud of.
Include the return on investment/result for your company if
possible. Choose highlights that are relevant in terms of what
you want to do next. Include any publicity - writing, speaking,
awards, etc. Be proud!
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10. For your experience and achievements sections, write a
sentence or two under each job position that succinctly
describes your areas of responsibility, including facts, numbers,
size of territories and organizations, for example.

11. Next include 3-5 riveting bullets of your greatest
accomplishments for each position. Start the bullet with a
compelling action verb that illustrates what you did along with
specific results such as revenue achieved, cost savings,

dramatically improved a process, etc.

12. After your achievements section, include categories such
as education, certifications, awards, additional training,
community leadership, technical expertise, or anything that has
relevancy to what you want to do next.
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