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SCANNABLE RESUM(
A “scannable” resumé is a resumé that can be electronically scanned with optical character recognition (OCR) software which converts your information into a format a computer can understand. 

Changes must be made to your traditional resumé’s visual appearance.  For example, highlighting techniques, certain fonts, and lines that are appealing to the human eye may not be recognized or “understood” by the computer trying to convert your resumé into digital information.

Scannable resumés should include “keywords” that are commonly used in subject searches. In this case, nouns are important, not action verbs which are commonly used in paper resumé. 

Helpful tips on preparing an effective scannable resumé:

· Put your name only on the first line of your resumé.

Use up to 24 points to highlight your name.

· Choose a point size from 10 to 14 for your body type.

· Use white space to separate different sections of your resumé.

· Bold your name and headings; avoid italics, underlining, and graphics.

· Justify all text to the left, and never use columns.

· Submit an original, laser-printed copy of your resumé.  Dot matrix print confuses resumé


Scanners because the text isn’t sharp enough for them to delineate on letter from another.


For instance, e’s can be misread as c’s, and I’s as l’s, resulting in the words being garbled


and stored incorrectly. Faxed copies may be difficult for the computer to interpret.

· A chronological resumé, as a rule, is more easily understood by a computer.

· Use nouns (designer, marketing research, benefits analysis) instead of action verbs (designed, market researched, analyzed) when producing a list of key words.

· Focus on keywords associated with specific job titles, skills, experience and education.


Using words listed in the help-wanted advertisement is a sure way to increase your chances


of being selected.
Additionally, listing professional memberships can aid in the selection


 process.

· Spell out words such as temporary (not temp).

· Put e-mail addresses on a separate line, or leave plenty of white space in front.  A numeric

e-mail address should be on a separate line to avoid confusion with the street address.

· It isn’t necessary to limit your resumé to one page.  Use a second and even a third page

instead of cramming all your information into one or two pages.  Computers read faster

than people.  Computers don’t care if your resumé takes three pages as long as it’s scannable.

For more information:


*Electronic Resumes for the New Job Market


* Employment News Weekly


  Peter d. Weddle, Impact Publications 1995


   Employment News Inc. 1998 (5/3-5/9)

PETER OWENS THAMES

5501 Brookfield Lane

Atlanta, Georgia 30301

Home (404) 755-1245

Office (404) 873-1123

SKILLS

Administration and Management Skills: program design; zero-based budgeting; contract negotiation; planning and providing logistical and administrative support/advocacy; meeting deadlines; recruiting and training staff; supervising and evaluating staff while promoting growth and increased productivity; cost effectiveness analysis; cost benefit analysis; presenting program accomplishments; advocating program needs; proposal writing; and writing succinct reports.

Communication skills: human relations training; small group facilitator; interpersonal processing; teaching and evaluating communications skills; establishing decision-making models; technical writing; editing; writing for publication; newsletter production; computing/word processing; multimedia utilization; platform presentation expertise; fluent Spanish; read and understand Portuguese and basic French; cross-cultural communication; establishing internal communications systems; and knowledge of computer systems, networking, architecture, hardware, software, and services concepts.

EDUCATION

Ph.D., 1983, California State university; major: Curriculum Development and Instruction; Minors; Human Resources Development and Non-traditional Training.

B.A., 1967, Michigan State University; Major: Latin American Studies/Spanish; Minor: International Economics.

Extensive Training at IBM (1/88-10/92-ranging from “Computer hardware, Software, Systems, and Networking” to “Project Management.” )

WORK EXPERIENCE

1988 – Present, IBM CORPORATION

Instructional Designer, Sales Foundation Training



Andover, MA

Provided instruction and evaluation expertise to Software Services, Networking Systems, and Hardware instructors, as well as IBM’s management; developed effective communication process with 25 technical experts throughout IBM; wrote book about IBM’s service products, including text and end-of-chapter tests; provided Sales Foundation Training management with research/orientation about cost effectiveness analysis and cost benefit analysis.

1968 – 1987 (Intermittent), CALIFORNIA STATE UNIVERSITY

Various Positions & Responsibilities




Northridge, CA

Northridge Campus Faculty and Program Manager of Hispanic Leadership Program; Instructor in communication Skills, Learning Theory, and Media utilization; international Education Consultant; International Rehabilitation Research Assistant; Publications Research Assistant; International Development Research Assistant.

1986, COMPETITIVE SOLUTIONS CENTER, INC

Director Of Education





Northridge, CA

Developed curricula in entrepreneurship, personal power development, and fundamentals of management. Created and standardized instructional plan and trained instructors to use same.

JAMES P. LINLEY

41379 Emmitsburg Road

Dayton, Ohio 47621

(513) 722-8983

SUMMARY

Senior Instructional Technologist with expertise in the areas of needs analysis, consulting, problem solving, client negotiations and training design, development and implementation for educational, federal and corporate environments.

EXPERIENCE

Pacer Training Corporation



Dayton, OH
Senior Instructional Technologist


1/93 - present

Design, develop and deliver software applications training and documentation.

Conduct needs analysis and write course design documents.

Manage development of task deliverables and consult with clients.

Facilitate problem solving meetings and implement solutions.

Ameritech Information Systems



Chicago, IL
Instructional Technologist



1/92 – 1/93

Developed and delivered training for 400 employees in multiple locations.

Designed facilitator guides, participant manuals and job aids.

Revamped product training; reduced course length and increased customer satisfaction.

Assessed employee and client training needs and developed educational plans.

Reviewed training sections of federal proposals and made recommendations.

Junior Instructional Technologist


6/90 – 1/92

Analyzed evaluation data from training courses; compiled results and generated reports.

Designed and implemented new evaluation instrument for in-house training.

Coordinated training for 150 employees and negotiated vendor contracts.

EDUCATION

The American University



Washington, DC
M.A., Instructional Systems Design


December 1990

Pennsylvania State University



University Park, PA

B.S., English Education and Secondary Teaching
June 1985

Northern Virginia community College


Alexandria, VA
A.A.S., Liberal Arts




December 1981

Dale Carnegie Leadership Institute


Chicago, IL

Certificate: Effective Leadership


January 1991

OTHER SKILLS

Experienced in accomplishments-based curriculum development methodology; managing multiple priorities; executive presentations and customer  relations.

