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Be on target!!

In a market where there are so many people competing for jobs, being able to clearly identify your strengths is vital!

To help you make a final decision on which type of resume to use, Chronological or Functional, here's what experts say are the pros and the cons of each.

First the Chronological Resume - showcases a progression of increasing responsibility, usually best for management positions.  It clearly demonstrates that you're ready to take the next step, highlights impressive employer/experiences and adds weight to your credentials. 

The cons of a Chronological Resume highlight what you've done, not necessarily who you are.  It can expose weaknesses - Like wearing spandex to the gym, it looks good if you're in shape but any bumps or bulges show right up!

Next the Functional Resume - camouflages the appearance of an unstable or interrupted career, such as a gap between jobs or reentry.  It can “fix" problems such as career specialization, over-qualification, being a "seasoned citizen" or entering the workforce from the military.  You can express yourself more creatively and highlight who you are now versus who you once were.

The Functional Resume cons - employers know it can be used to camouflage career glitches, therefore they may assume you have something to hide.  

What to Include In Your Resume:

Personal Contact Information:
Name, Address, Telephone/Cell Phone/Email Address.

Work Objective: 

List the function you want to perform. Express the benefits you'll bring to the position. Customize the resume to the specific employer’s job description whenever possible.

Summary of Qualifications:
This is a short summary of your resume where you may include your years of experience, areas of expertise or specialization, significant accomplishments (with numbers where possible), technical skills, degrees, certificates or licenses, and any employers or colleges with name recognition.  The best presentation is a bulleted list of the 3-5 most significant qualifications.

The difference between the two types of resumes begins with, the Functional Resume, Relevant Accomplishments and Skills.  Instead of a list of where you worked and what you accomplished there, you want to highlight your most impressive accomplishments and skills without regard to where you developed and used them. You should include 3 to 5 major skill sets, again choosing those 

that are most relevant to the type of position you're after. Under each, list (bullets are usually best) 2 to 5 accomplishments that demonstrate mastery of that skill. Use numbers and quantifiable measures of results wherever possible. 

Do not include these details with your resume:
Personal data: ethnicity. marital status, children, physical characteristics, date of birth. 

Salary history (that can come later, at or after the interview)

References (you may add "references available on request" if you wish) 

“Extracurricular Activities” like sports or hobbies (unless directly relevant to your objective)
Photographs or other complex graphics 
Specify your Format:

If you are a recent graduate your education immediately follows your objective.

If you have an extensive employment history your most recent job should be listed immediately following your objective. 

Help with Resume Writing:

The Resume Handbook: How to Write Outstanding Resumes & Cover Letters for Every Situation (Resume Handbook) $9.95 by Arthur D. Rosenberg, David Heizer, David V. Hizer


The Chicago Public Schools June  
Certified Teacher Careers

FAQ’s – Find out more about a teaching career at CPS

www.teachchicago.com

After School Matters: www.afterschoolmatt ers.org  
Apprentice or intern with ASM in sports, the arts, technology, and much more. All info and application is available online. 
312-742-4182  

Chicago Parks District: 
www.chicagoparkdist rict.com
Chicago Public Schools: 
www.chicagokidstart .org 
Your school may have a variety of jobs available. Visit your school office to find out more, and apply through the KidStart website.

Chicago Public Library: 
www.chipublib. org 
Use this valuable online resource for all Chicago classified postings, info on resume writing, and many other options. Go to the home page 
of the site, click on "Index" on the top bar, then on "Career" in the alphabetical listings.

Americorps: 
www.americorps. gov 
(age requirements are 17-24)     800-942-2677

Jobs For Youth Chicago: 
www.jfychicago. org 
Jobs for youth provides young adults age 17-24 with job placement assistance, (312) 499-4778 

www.youthjobcenter. org 
Age 16 or older 
(847) 864-5627
www.chicagoyouthcen ters.org 
Click on "programs & services" or "locations" to find out more.

www.alternativesyou th.org 
Alternatives Programs", then scroll to the bottom of the page and click on 
"Career and Employment"

(773) 506-7474

Bracy Community Services: 
www.bracycommunitys ervices.org 
(773) 722-0307

http://jobcorps. doleta.gov 
"Students" ages 16-24

Byron Zuidema
Regional Administrator 
(312) 596-5400

Chicago Youth Programs Inc.:
www.chicagoyouthpro grams.org 
(773) 924-0220
Youth Service Project: 
www.youthservicepro ject.org 
(773) 772-6270  
Greater West Town Community Development Project: 
www.gwtp.org 
“Programs" and then "youth employment" for details

(312) 563-9044 


Youth Guidance: 
www.youth-guidance. org 
(312) 253-4900 
  
Junior Achievement: 
www.ja.org 
"Student Center" link to explore careers (312) 715-1300 
  
Southwest Youth Collaborative: 
www.swyc.org 
(773) 476-3534 
  
Howard Area Community Center: 
www.howardarea. org 
(773) 262-6622 
  
National Collaborative on Workforce and Disability: 
www.ncwd-youth. info 
"Youth and Family" 
  
Chicago Public Art Group 
www.muralart. org 
Paid internships painting mural art in low-income communities. 
(ages 14-18)  (312) 427-2724 
  
IDES Illinois Hire the Future 
www.ides.state. il.us/individual /youth/default. asp 
Ages 16-21 (312) 793-1289 
  
Chicago Area Project 
Youth Service Committee of the West Side 
www.chicagoareaproj ect.org/aff_ youthservwest. htm 
(312) 666-9552 

University of Illinois at Chicago 
http://ti gger. uic.edu/depts/ summer/pages/ summerkids. htm 
UIC Center for Literacy: 
Project SOAR- A Head Start Early Literacy Youth Development Initiative 
14-18 year olds work as Teen Literacy Coaches in Head Start Applications accepted March 1- May 31        (312)413-7403 
  
Chicago Summer Business Institute 
http://www.cityofchicago.org/CSBI/
(312) 525-4662 

Chicago Workforce Board 
www.chicagoworkforc eboard.com 
(312) 553-4430 
  
Mayor's Office of Workforce Development 
City of Chicago
"Find a job" in the left column, ”Workforce Centers” 
(312) 746-7777 

The CDC will “NOW” publish the newsletter ONLY 4 times per year!!!

333 West Wacker Drive

19th Floor

Chicago, IL  60606

Litigation Partner Secretary needed

3-5 years legal experience, 65+ wpm and proficiency in MS Office and Corel WordPerfect

Resumes can also be sent through the firm website:  www.skadden.com
Internships:  Atlanta, Greenville, Houston, Ohio, Raytown, Schenectady, Erie, or anywhere there is a GE facility!
College Freshmen, Sophomores, or Juniors in Engineering, Computer Science, Finance, or Accounting.  You must have a minimum GPA of 3.0.  I will consider some business majors with strong leadership qualities.
 Average salary: $17 an hour....some locations I will pay a housing
allowance.
Contact Michelle Jackson, PHR
GE Energy HR Manager of Compliance & Dispute Resolution T: 678 844 7668
F: 1-866-276-0930 D: *421-7668
C: 757-639-3366 
E: michelle1.jackson@ ge.com
4200 Wildwood Parkway
Atlanta, Georgia 30339, US
General Electric Company

Scholarships:

Mark Robbins, Dean of Syracuse University's School of Architecture is seeking young men and women of color interested in pursuing a five year professional degree in Architecture.
He has scholarship money set aside to fully cover education costs for 10 students. 
Syracuse University's School of Architecture has a great reputation and this seems like a terrific opportunity, so please pass this on to everyone you know. Contact: Mark Robbins, Dean School of Architecture
315 443- 2255             
robbinsm@syr.edu






Wisdom is the principal thing; therefore get wisdom; and with all thy getting get understanding.  Proverbs 4:7
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Resume samples available at: � HYPERLINK http://www.theisraelofgod.com ��www.theisraelofgod.com� Resources / Career Development Newsletter





Our Mission


“To Promote, sustain and/or enhance the career building skill sets of those seeking employment or career advancement opportunities.”

















