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Let’s start by saying, resume development is no rocket science, you may already have 
an idea what it takes to make an impactful resume. This resource can act as a guide/ 
reference in your job search endeavor. Good luck! With that, let’s get started: 

 

Creating a Master resume:  

A master resume gathers all your work experience, skills, accomplishments, and 
education/training in one document. Having these facts at your fingertips will make your 
work search activities easier. You can quickly copy the most relevant details you need 
from your master resume to build a custom resume for each specific job. You can also 
use your master resume at an interview to remember details quickly. 

Pro tip: Your master resume is a living document so remember to update it regularly so 
you can keep track of your work-related activities. 

 

Selecting the resume style that works for you: 

There are three main resume styles: chronological, functional, and hybrid.  

Chronological lists your work, education, and training history in chronological (date) 
order from most recent to oldest. This is the most popular style of resume and is best 
suited if you’re looking for work in the same sector/ industry and do not have any major 
gaps in your work experience.  

A Functional resume lists your skills and capabilities rather than work experience. It’s 
best suited if you have a major employment gap for any personal reason. 

The Hybrid resume is a combination of both Chronological and Functional and 
highlights your skills from each employment history. Use this style if you’re trying to 
change careers/industries. 

Now that you know which resume style works for you, the information below is about 
how target employers. 

Pro tip: If you’re new to resume creation, use the Chronological. It’s easy to create and 
is widely accepted. 

 

Customize your resume for the job: 

This is a critical step. Each employer usually receives multiple resumes for a single 
vacancy. Your resume should show how you would add value to the employer. Imagine 
being the employer and seeing your resume; would you hire yourself? If your answer is 
“maybe” or a “no”, then keep reading to learn how to make changes to your resume to 
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be convincing. Use your master resume and tailor your information based on the job 
description.  

Pro tip: Most big employers use software to shortlist potential resumes. Even if they 
don’t, use some of the key words from the job description to improve your potential of 
being shortlisted. 

 

 Show your value:  

You have so much to offer an employer. Try to be specific in how you list your past 
responsibilities or how you wish to grow in the future. For example, rather than 
saying, “managed the staff at the workshop,” you can say, “supervised six 
employees at three company-owned workshops.” 

If you’re currently looking for work, try to minimize the unemployment gap by 
learning some new skills. You can do this through taking a course, online program, 
or volunteering in the community. 

Pro tip: The “look” of your resume:  Make the font is consistent with enough white 
space; 1-2 pages should be sufficient. In your employment history, you can list the 
past 10 years. 

 

 Proofread before submission: 

You want your resume to shine, so this is one of the most important steps. Make 
sure the information you added to match the job description makes sense and that 
the resume is without errors, typos and inconsistent information. Read through it a 
couple of times and read it out loud. 

Pro tip: Have someone else read it and critique it for you; someone who will provide  
honest feedback. 

 

Some helpful resources and references: 

 https://www.jobbank.gc.ca/findajob/resources/write-good-resume 
 https://alis.alberta.ca/tools-and-resources/content/videos/how-do-i-write-an-

effective-resume-2-27/ 
 https://alis.alberta.ca/look-for-work/resumes-and-references/how-to-write-a-great-

resume/ 
 https://www.indeed.com/career-advice/resumes-cover-letters/chronological-

resume-tips-and-examples 
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