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Tuesday’s Tip

information provided by Adriance Memorial Library to make your life a little bit easier . . . .

Riley Guide Online Resume Advice June 12,2012

Probably one of the best resources on the Web for Job/Career information is
the Riley Guide. The page recommended here gives basic information and tips
for dealing with resumes in the online world. There is discussion of
formatting, posting and privacy issues. This is a highly recommended source!
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Resume Wersions to Prepare | Why Plain Text? | ¥hat about HTML?

Many people etil think the rezume you put onling is not the 2ame document that you created to print out and mail to prospective employers or hand to

interviewers. This is untrue. You do not need a different rezume, you only need to after the format of your resume te make it eazy for you to post,

copy and paste, or email it to employers.

When done correctly, your well-written, well-prepared resume will contain all of the necessary keywords to
attract attention whether it is being scanned into a resume system, indexed and searched onling, or read on
paper by a real human,

Resume Versions to Prepare
Job search experts recommend you keep duplicates of your resume in each of these versions or formats.

1. APrint Version, designed with bullsted ists, ftalicized text, and other highlights, ready to print and mail or hand to potential contacts and
interviewers.

2. AScannable Version, a less-designed version without the fancy design highlights. Bullsted lists are fine, but thats about the limt.

3. APlain Text Version, a plain text file ready to copy and paste into enling forms or post in onling resume databazes. This might alzo be
referred to az a Text-Only copy.

4. An E-mail Version, another plain text copy, but thiz ene iz specifically formatted for the length-of-line restrictions in e-mail. Thiz iz akzo a
Text-Only copy.

This is the same document presented in four ways, each formatted for a specific delivery purpose.

Why Plain Text?

You could just use the forms most databazes provide to build your rezume in their zyztem, but rezume expert and auther Suzan Ireland doesnt
recommend you do this for several reasons.

1. Spell-check: Preparing your resume in advance uging your ewn word processing program allows you to epell-check your resume and
revise it as needed until you are happy with .

2. Format: Most onling forms and builders insist on a chronological rezume, which focuses on work histery. Career changers whe would
prefer a functional resume with its emphasiz on skile wil be at a disadvantage.

3. Reusability: If you build # in their database using their form, you've dene a lot of work for only one site, which meana you will have te
repeat your effort for every database you encounter. That's & lot of typing! Prepare it in advance on your own computer and you have it
to use as much as you like.

We have instructions on converting your Word document to 2 different Plain Text documents suitable for pasting in to email and posting in

niche sites

Search jobs in heaithcare and other job
search engines at JustJobs.com
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