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If it weren't for heartbreaking rejection, I wouldn’t
be here today.
But I'm getting ahead of myself, let's back up a bit.
Today, I’m proud to say that I’ve helped hundreds of people move from jobs they
couldn’t stand into fulfilling roles that see them excited for Monday mornings.
As a resume writer and career change consultant, I'm all too familiar with the
magic of a confidence-building strategically tailored resume.
But I haven’t always excelled in writing resumes and selling accomplishments and
qualifications.
Probably like you, I struggled with working day to day in a job that left me
completely unfulfilled. I felt stuck–without a path forward. I was sending out
resume after resume, and not getting a single call back.
I can pinpoint the exact moment things changed. I was sitting in my gray,
windowless cubicle, just staring at the nubby fabric walls and feeling completely
hopeless. I had just received a rejection email for a job that I had been really
excited and optimistic about.

“We are continuing our search for candidates whose qualifications
more closely match our requirements.”
I knew–I just KNEW–I would have excelled at that job had I just been given a
chance. True, I didn't meet 100% of the qualifications they listed, but I DID have
similar experience and qualifications that I knew would be equally valuable to the
company. The problem was, I wasn’t sure how to show them just how capable I
actually was and convince them the experience I DID have would be an asset.
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I felt sorry for myself for approximately 20 minutes, and then realized I had to
make a decision. I could either commit myself 100% to landing the job I
desperately wanted, or I could give up, stay where I was, and try to find a way to
hate it a little less.

Spending another year being miserable just wasn’t an option.
And so, I decided right then that I was going to learn everything I possibly could
about crafting a resume that would help me at least get my foot in the door so I
could show the next hiring manager exactly what I was capable of.
I poured over resume books and cover letter examples, and I quickly realized that
pretty much every resume looked exactly the same. Expert after expert told me
that applying for jobs was a numbers game, and I just had to send up my resume to
every job posting out there.
I didn't just want any job, I wanted THE job. The one I knew in my bones I was
meant to do.
So I decided to try a different approach. I learned everything I possibly could about
the psychology of sales and marketing, and how those same techniques that
convinced a customer to buy a car, or a diner to try a new restaurant could be
applied to my job hunt.
And the next time the same position came up, I made sure that my resume not only
clearly showed that I met many of the qualifications they were looking for, I also
showed them exactly how the experience I had working in an unrelated field was
even better than what they had asked for. Step by step, I made certain they knew
just how much value I would bring with me into the new role.

Spoiler alert: I got the job.
And that step-by-step framework, the same one I've used to help hundreds of
people land their dream job, is what I'm sharing with you today

The framework I use is simple, but powerful If you're ready to begin working
towards a career you'll love, reading this guide is the best way to get started.
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STEP ONE
DECIDE WHAT MATTERS (Analyzing the job posting)
I like to think of a job posting as a dating profile. The company is telling you
exactly who they are and what they’re looking for in a partner. And you, the
potential partner, have the opportunity to a) decide if you’re at all interested in
dating them and b) woo them into choosing you if they seem like a good match.

Consider the following:
Company A is an avid reader (non-fiction only) and traveller who is looking for
someone who also likes to travel, rock-climbing, cooking and HBO (Game of
Thrones and The Wire, anyone?).
Company B also loves reading (hates non-fiction), hanging out at home with
friends, prefers Skip The Dishes to cooking and binge watches Parks &
Recreation.
Let’s say you’re interested in both companies. You can save time and send them
the same generic response you use for EVERY profile that covers all the basics of
who you are and what you’re looking for and hope for the best. Or...
You could take a bit of extra time and try to connect on what they’ve written in
their profile. Share the details about your upcoming adventure, your restaurant
recommendations or even your favourite character from The Wire (Omar….
indeed). Let them know you see them and want to get to know them better.
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The same thing goes for resumes.
You COULD send out a dozen of the exact same resumes to every job posting you
come across and hope one of them sticks, OR…
You could take a bit of extra time with each position that truly interests you to
make a positive impression and build a connection.
The job description lists exactly what you need to address in your resume and
cover letter to impress the recruiters, and if you read between the lines, you’ll find
opportunities to build a connection with the reader and stand out in a sea of
same.

In Rapid Resume Relief, I cover exactly how to breakout the job
requirements and qualifications that need to be included in your resume
and cover letter, as well as identify the keywords and phrases you NEED to
include in order to pass the screening process and impress the hiring
managers.

PRO TIP: We like people who are like us. Incorporate some of the keywords
and terminology used in the job description throughout your resume and
cover letter to seem more familiar, and therefore more likeable (not to
mention making it past the robot gatekeepers).
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STEP TWO
SELLING YOUR EXPERIENCE AND QUALIFICATIONS
When written well and clearly matched back to the requirements, the work
experience you choose to include in your resume will show those looking to hire
just how capable and accomplished you are.
And the inverse is just as critical; including experience or roles that don't
showcase your best self and your ability to do the job, or have nothing to do with
the position’s responsibilities do nothing but take up critical space that could be
better used.
How you write out your work experience is just as important as making sure
you're addressing every single requirement or qualification in the job posting. You
want to show the recruiters not just that you can do the job (or have already done
it), but you can do the job well.

Your resume should be more than just a list of things you know how to do.
Promise now to banish the phrase ‘Responsible for’ from your job search
vocabulary. ‘Responsible for…’ means ‘I had to do…”. It says nothing about how
well you did it, or why you can – and WILL – do it better than your competition.
Think of each line as an opportunity to really sell your expertise.
Begin each new bullet point with a strong action word, such as: directed,
developed, managed, oversaw, revamped, coordinated, facilitated, assessed, led,
researched, transformed, etc., (you get the picture). Try not to duplicate verbs, and
limit yourself to a maximum of two ‘Managed…’
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And for each responsibility or achievement that you are listing, add a metric or
accomplishment that highlights how well you did it. For example, you don’t just
‘manage budgets’, you exceed budget mandates, implement innovative costsaving opportunities, or consistently exceed deliverables while coming in under
budget.

Make it sexier.
Anyone can manage a budget. Few people can do it really well; show them you’re
one of the select few. Modesty in résumés is for chumps.
In Rapid Resume Relief I teach the very specific formula I use when writing the
job experience sections, so that no space is wasted and Every. Single. Sentence
does a kick-ass job of positioning you as THE candidate to consider.
In addition to providing swipe files of hundreds of bullet points I’ve written across
dozens of industries (just copy, paste and tweak to suit), I teach my students how
to frame their work experience to address areas of concern like gaps in
employment or being to experience, or not experienced enough.
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STEP THREE
CHOOSE THE PERFECT RESUME TEMPLATE
The hiring manager will look at your resume for mere seconds–6 seconds, on
average, to be exact. With just 6 seconds to spare, you need to make sure the
most critical information is exactly where the recruiter is going to look first.
Selecting the wrong template can work against you.
Your resume needs to be laid out in a way that best represents your experience
and showcases your ability to excel in the role. Typically, writing out all of your
experience in chronological order works best for many job seekers, but not
always. In many situations, those looking to make big career changes (new
positions or industries) may benefit more from using a functional (skills-based)
format, or even a hybrid combination of the two.
In my online course, I teach students how to choose the resume template (or
build their own) that works FOR their own unique situation and set of
qualifications, not against it. What works for you in one role may not be suitable
for a different position or industry.
Make no mistake, substance trumps style, but style helps keep your substance
from being overlooked.
PRO TIP: Bear in mind that while pictures, skill bars, bright colors and eyecatching graphics can make for a stunning design, they may detract from your
message. Know your audience. A highly styled résumé may be more appreciated
in fields where great design is key, such as communications, web design, or
marketing; less so in more traditionally conservative industries.
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STEP FOUR
ADD IN SOME PERSONALITY
You are more than just your work responsibilities. Round out your resume with all
of the little ‘extras’ that most applicants don't think to include. These are the
details that set you apart from other candidates and make you seem like a human
that other humans want to work with. After all, this is YOUR story.
People like people they can relate to. Awards, publications, speaking gigs,
recognition (formal and otherwise), testimonials, special projects and selfdirected learning all paint a picture that is bigger than just the places you work or
the job responsibilities you hold.
Fleshing out your work experience and painting the larger picture of who you are
as an employee (and how you will fit into the company culture) can sway the
hiring manager in your direction.

A special note on volunteer work:
Always include your volunteer efforts, even if it’s not directly related to the job
you’re posting for. There’s never enough time in the day to do everything we
want, which makes your volunteer work – ANY volunteer work, worth the space
on your résumé. It shows you have other interests besides those you’re paid for,
and that you’re someone who cares enough to show up and make a difference.
In Rapid Resume Relief, we go over exactly how to tie your accomplishments and
achievements back to work experience, exactly what to include, and where the
‘extras’ need to be placed or best presented to help you put your best foot
forward.
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STEP FIVE
MASTER THE COVER LETTER
As a professional resume writer, you’d think that writing a killer cover letter
would come easily to me. Yet, I regularly dreaded having to sit down and write a
compelling, original cover letter—from scratch.
Until I found a winning 3-part cover letter formula that was easy to execute and
worked for everyone, no matter the industry.
Think of the cover letter as a movie trailer, the purpose of which is to showcase
the best parts of the movie while convincing people to shell out $16 to see the
whole film (or $100 if you include the popcorn). Your cover letter has the same
job. You need to convince the hiring manager your resume is worth reading.
In the same way that you've mapped your work experience back to the posting’s
requirements, you want to do the same with the resume.

PART 1. YOUR INTRO PARAGRAPH
This is where you briefly introduce yourself and mention the job you’re applying
for. If you come recommended by someone in the company, this is the place to
mention it. Introduce the key reasons you are their preferred candidate, referring
back to the job posting for the specifics.
Bonus points if you visit the hiring company’s About Us or Mission Page and make
reference to common ground or interests.
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PART 2. SHOW AND TELL
Here’s where you show how you’ve previously excelled in the job posting’s most
important requirements. Remember: it’s never about what you want out of the
position, it’s about how they will benefit by selecting you.
Use bullet points. Bullets are preferable to large paragraphs as they break up
huge amounts of text into digestible pieces, making your letter easier to read and
quickly digest.
Each bullet should include strong action words. Specifically look to address each
of the most critical skills listed in the posting. If you’re sending a speculative
résumé and there’s no actual job posting to refer to, tailor your bullet points to
their mission – the company ‘about’ page on their website is an excellent starting
point.
Sell your value and list your accomplishments. Where possible, note tangible
improvements and/or statistics to help your future employer really see how you’re
more valuable than the other candidates. Make your points and metrics relevant
to their existing challenges.

PART 3. END ON A HIGH NOTE
Take this opportunity to summarize why they should hire you, and thank the
reader for their time and consideration. Always ‘assume the sale’ – write your
closing as though you’re guaranteed an interview and will be speaking with them
soon.
Once you have a solid cover letter, you'll be able to reuse the intro and
conclusion paragraphs over and over again.
In my course I include examples of dozens of cover letters I’ve written across
multiple industries, making it super simple to replicate the same formula I use
with all of my resume clients, or even just swipe and edit the cover letters I’ve
already written.
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IMAGINE IF...
You were 100% confident in your skills and experience and your ability
to do the job, knowing that each time you submitted your resume you
would be taken seriously
You could perfectly tailor your resume and cover letter in no time flat
and be noticed before the competition
You could confidently show and explain any stumbling blocks in you
resume or work history and know they wouldn't be misunderstood
You were recognized for the expert that you are and getting the prestige
(and salary!) you deserve
You knew you had someone in your corner to help navigate the rocky
world of job searches and interviews
You could wake up on Monday morning feeling energized and excited
about what the work week would bring

These possibilities could be your realities, but you might
need a little strategy to get there...
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Let's keep this party going!
If you enjoyed this guide, I've got even more where
that came from.
For my complete resume writing process and my exclusive resume
mapping framework, check out my program Rapid Resume Rescue.
It's closed now, but enrolment is opening soon! To be the first to
be notified when the course is available, join the waitlist at
impresumes.com/rapid-resume-rescue-waitlist.

Hi. I'm so pleased to meet you.
I'm Sara, founder of Impresumes. I've helped
hundreds of job seekers and career changers
build resumes and land interviews for the
work they were always meant to do. Life is
short, you may as well do work you love.
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