STEPS TO CREATE A SKILLS RESUME

1.  Understand the difference between the formats

I am enclosing some example resumes so you can see what their CHRONOLOGICAL

one looks like compared to their SKILLS.   

Resumes in SKILLS format are useful in these cases:


*not much work experience


*trying to change fields of work


*school experience but no revenue earned

2.  Brainstorm the skills you have.

What are you doing when you are smiling?  What do you feel good about

accomplishing?  What have you done that is different from your peers?  What

is the story behind some of the decisions you have made in life?  What are

you good at?  What do other people ask you to do for them?

(I usually meet with the person and get this step started.)

3.  Write up your skills with some words describing experience that proves

you have the skills.

Don't worry about format, spelling, or length

4.  Research some jobs/positions that you find interesting or challenging.

Go to a newspaper want ad or interview someone who has a cool job.  Figure

out what key skills are needed in the job.  Find out how the people got

those skills.

(I could help with this too)

5. Review your skills list and prioritize, condense, edit.

Use your research to help determine what are important skills and what are

everyday expectations.  

6.  Prepare your final one page resume.

get rid of white space, condense your address to one line, decrease the

margins on the page, etc,  Job experience only needs to list the name of the

company because you have all of the SKILLS summarized above.  

CHRONOLOGICAL RESUME

Nmmmmm J. Mick
                          

3106 Sue Circle

Rio Rancho, NM  87124

(505) 896-1499

e-mail: Lisa@spinn.net

Objective
To obtain a full time position with Intel Corporation as a

Manufacturing Supervisor.


Education
McPherson College, McPherson, Kansas.  Bachelor of Science

Degree in Physical Education/Business.  May 1989.  Emphasis in management

and operational aspects of fitness facilities.



University of New Mexico, Albuquerque, New Mexico.  Bachelor of

Science Degree in Occupational Therapy.  December 1998. Emphasis in

developing organization, time management and problem solving skills with

clients.    


Work Experience
Educational Assessment Systems Incorporated, Albuquerque,

New Mexico.   Staff Occupational Therapist:  provide occupational therapy

services for students in the school setting and individuals on the

Developmental Disabilities Waiver Program; independently establish a

schedule of fifteen clients; developed and implemented company data forms to

track therapy hours and client progress;  designed and executed a formal

PowerPoint presentation for case managers regarding the purpose of therapy

services for their clients; complete work/home site evaluations to determine

client needs with regards to positioning and accessibility issues; design

and implement essential assistive technology programs and provide

recommendations for environmental adaptations to improve clients job

performance.  January 1999 - Present.



New Mexico Society of Professional Engineers, Albuquerque, New

Mexico.  Duties as Office Assistant / Computer Technician:  created and

maintained membership database; developed monthly newsletters for

publication; designed and published three individual web pages; provided

necessary correspondence with all members; implemented necessary ergonomic

considerations in establishing individual work stations.  March 1996 -

September 1998.



New Mexico Army National Guard, Detachment 4 (Medical Unit),

Albuquerque, New Mexico.  Captain, Patient Administration/ Personnel

Officer:  responsible for planning, organizing and controlling patient

administration during monthly physicals for all National Guard personnel in

the state;  assist medical staff in evaluating quality of patient care and

in developing criteria and methods for such an evaluation; principle staff

officer for the Commander on all matters concerning human resources.  June

1991 - Present.



New Mexico Army National Guard, Counter Drug Support, Albuquerque,

New Mexico.  National Guard Liaison to the Drug Enforcement Administration:

served on active duty task force to provide essential communication link

between both agencies to encourage cohesion in the effort to fighting the

war on drugs.  July 1992 - December 1994. 
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Certifications
Occupational Therapist Registered, #1031728.  April 1999 -

March 2004.



State of New Mexico Licensure #1421.  October 2000 - October 2001.


State Department of Education License #272944.  July 1999 - June

2002.


Awards/
American Occupational Therapy Association


Activities
New Mexico Occupational Therapy Association


References
Provided upon request.




SKILLS RESUME

Lisa J. Mick
                              

3106 Sue Circle

Rio Rancho, NM  87124

(505) 896-1499

e-mail: Lisa@spinn.net

SKILLS

Multitasking, Self-Starting Individual

9 years continuous service with exemplary ratings in Army

Reserve/National Guard;  completed second Bachelor's degree while maintaining employment;

successfully manage  two simultaneous diverse contract positions.

Business Administration Experience

 Knowledge base of 11 years in all aspects of personnel management;

experienced in financial accounting, marketing, planning and execution of a successful,

profitable business;  detail oriented; strong leadership qualities.

Problem Solving 

Analyzed existing processes, identified issues, defined desired

result, proposed solutions, developed detailed forms for execution; proficient at writing and

implementing goals  and objectives to successfully meet specific timelines.

Computer Knowledge

Adept at hardware reconfiguration; proficient user of Microsoft Word, PowerPoint, Excel,  Access, FrontPage, Adobe PhotoShop; established web developer and web site  administrator; self-taught, proficient troubleshooter.

WORK EXPERIENCE

1999 to Present   
Educational Assessment Systems Incorporated,

Albuquerque, NM

1996 to 1998
 
New Mexico Society of Professional Engineers,

Albuquerque, NM

1992 to 1995

New Mexico Counter Drug Support Program, Drug

Enforcement Administration, 




Albuquerque, NM

1989 to 1990

Fitness For Her, Wichita, KS

MILITARY EXPERIENCE

1994 to Present

New Mexico Army National Guard, CPT/O3, Det 4

(Medical), HQ STARC, 





Albuquerque, NM

1993 to 1994

New Mexico Army National Guard, Officer Candidate

School, Det 2, HQ STARC 





(Military Academy), Roswell, NM

1992 to 1993

New Mexico Army National Guard, SSG/E6, 744th

Medical Co., Albuquerque, NM

1991 to 1992

United States Army Reserve, SP/E4, 469th Medical

Company, Wichita, KS

EDUCATION

1998

Bachelor of  Science, Occupational Therapy (Magna Cum

Laude), University of New Mexico

1989
Bachelor of Science, Physical Education, Business Emphasis,

McPherson College, 



McPherson, KS

