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CREATING AN EFFECTIVE RESUME

Recommended practices to help you create a
dynamic resume that articulately outlines relevant
skills and experiences
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Know Yourself And Set Course

Building your resume can be a difficult task. You must be able to describe your experiences
and skills effectively and in as few words as possible. The checklist below will guide you
through the process of ensuring your resume is clear, concise, and most of all, effective.

[1  KNOW YOUR EXPERIENCE LIKE YOU KNOW YOUR
COFFEE ORDER

You shouldn’t have to think about it, and you should know exactly how your skills relate to
the job. Print the job description and write down how you’re qualified for each task listed.
Then, add those qualifications it to your resume.

[1  UNDERSTAND THE ROLE

Print the job description you are applying for and understand it well. Make sure you tailor
your resume to the experiences they are looking for.

[1  WRITE DOWN ALL OF YOUR ACCOMPLISHMENTS
AND SKILLS

This will allow you to remember all that you have done. While you may not add everything to
your resume, it will help you remember applicable experiences and skills.

[1 CHOOSE A TEMPLATE/FORMAT THAT WORKS

There are many templates available to build your resume. Pick one that best fits you, but
make sure to keep it professional. You can find many great templates on the Employee
Career Services Source page or by searching on Google.com.
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Describing Your Previous Experiences (Contributions,
Accomplishments, Results)

Knowing how to describe your previous work experience in a compelling, informative and
meaningful way can be one of the most challenging pieces of creating or updating a resume.
This can be especially difficult when you are trying to show how a previous role is relevant and
uniquely qualifies you for the position to which you are applying.

One of the best ways you can talk about your previous work experience on your resume is to
focus on your contributions, accomplishments and results

[J  Talk About your Contributions

Describe the specific additions, improvements or qualities that you contributed in your last role.
What were you able to add to the product or service that your team was responsible for
delivering? What got better because YOU were there? What would be missing from your
previous team/company/role if you had never been there?

[0 Talk about your Accomplishments
Talk about the “wins” you were able to produce. Think of this as your highlight reel. What
improved because of your work or the work of your team? What challenges did you overcome to
reach a particular goal or objective?

[J  Talk about your Results
What specific results can you highlight that you or your team were able to accomplish? What
problems did you solve? What outcomes did you produce? How much money did you save or
how did you further the mission and objectives of your team or company? Describe the work
you are most proud of in your previous roles and tell the reader how that work directly qualifies
you for the role to which you are applying.

Your role descriptions need to tell the reader some of the main functionalities of your previous
roles, but they need to do so in a way that highlights YOU, the person - the professional - the
employee, not just your job.
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Resume Do’s and Don’ts

Do...

Edit your resume for
spelling and grammar
errors.

Ask a friend, co-worker or
Career Coach to look
over your resume before

you apply.

Research resume
templates and choose the
one that is best for you
and your particular
experience.

Use action words to
describe your previous
work experience.

Include all RELEVANT
work experience that
qualifies you for the role
to which you are applying.

Use summary sections to
quickly highlight your
skills, strengths,
experiences and
professional
accomplishments.

Use bullet points.

Don’t...

Let your resume go over 2
pages in length, unless
you are a Provider or have
extensive leadership
and/or executive or
academic experience.

Put your picture on your
resume.

Include an objective
statement. Use summary
sections instead.

Use overly colorful or
unprofessional templates.
Keep it simple and classic.

Submit a resume that has
NOT been edited
extensively.

Choose a template design
that wastes space with
large empty sections.

Include long paragraphs
of text that take a long
time to read. Use bullet
points and keep it simple.

Include roles that aren’t
relevant to the position to
which you are applying.
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Questions to Inspire Strong Content

When writing your resume, it is important to include information that is specific to the role you

are applying for and “wow’s” your readers. Answering the following questions may help you

identify valu

[

KNOWLEDGE

COMPREHENSION

APPLICATION

ANALYSIS

SYNTHESIS

EVALUATION

able information to include on your resume.

WHAT GOT BETTER ON YOUR TEAM BECAUSE OF
YOUR CONTRIBUTIONS?

Try to be brief yet specific.

WHAT DID YOU TAKE FROM ZERO TO A FIVE?

Did you improve a process, create a policy, etc. that improved the patient experience or
improve quality & safety?

WHAT PROCESSES DID YOU CREATE OR IMPROVE?

Consider possibilities like TEAMwork boards, committees, special projects, etc.

WHAT SKILLS, STRENGTHS, OR EXPERIENCES DID
YOU UTILIZE THAT WERE UNIQUE TO YOU?

Be creative. What makes you unique and different from other candidates?

ARE YOU UTILIZING ACTION VERBS?

Action Verbs help your resume shine. Use the graphic below to help you find more
descriptive words.

Definition Sample verbs Sample behaviors
Student I
recu e:h:ci: f::rnrrrlatiun arrange identify memorize recognize enadicn The student will define
- 08! o i define label name relate = the 6 levels of Bloom's
ideas, and principles in the ) . select
2 : £ describe list order recall taxonomy of the
AryE D e i duplicate match outline repeat AL cognitive domain.
they were learned.
explain comert express
- defend infi it E :
Student translates, summarize d:s?::ihe extend :;czrte ::::we The student will explain
comprehends, or paraphrase discuss generalized e e the purpose of Bloom's
interprets information describe distinguich give example(s) predli:ct e taxonomy of the
based on prior learning. illustrate - identify ol : cognitive domain.
N estimate W, Recognize translate
classify : indicate
explain
apply I .
cti 4
Student selects, transfers, ::i_‘ . change ;;‘::‘tr’;e p: di::e show The student will
and uses data and snlv: choose e pre e sketch write an instructional
principles to complete a compute .p BESR solve objective for each
) demonstrate manipulate produce k
problem or task with a ) demonstrate modify el use level of Bloom's
minimum of direction. sk discover write taxonomy.
construct . operate schedule
dramatize
AT, analyze change employ practice
Student distinguishes, = : % 2 show .
e categorize discover illustrate predict The student will
classifies, and relates the . sketch
i compare choose interpret prepare compare and contrast
assumptions, hypotheses, 5 solve S
: contrast compute manipulate produce the cognitive and
evidence, or structure of a ‘ use = .
o separate demonstrate modify relate 5 affective domains.
statement or question = write
apply dramatize operate schedule
create categorize design Pheiecense |
. 2 e 8! prepare rewrite design a classification
Student originates, design collect develop i
: 5 " . N rearrange set up scheme for writing
integrates, and combines hypothesize combine devise . = i
i ; < 7 reconstruct summarize educational objectives
ideas into a product, plan invent comply explain _ z
. relate synthesize that combines the
or proposal that is new develop compose formulate . 7 :
% reorganize tell cognitive, affective,
to him or her. arrange construct generate : 5
revise write and psychomotor
assemble create plan st
Jud A Defend
Student . ,..u B £ A::::: D::::ibe Judge Rate The student will
i o o Justify Select judge the effective-
assesses, or critiguesona  Critique Choose Discriminate : 233
% s s 2 Interpret Summarize ness of writing
basis of specific standards  Justify Compare Estimate R Subsort AR
and criteria. Appraise Conclude Evaluate Bt Valpl:)é BI;nm‘s taxonogm
Argue Contrast Explain V-
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Fine Tune Your Resume

[]

REVIEW, REVIEW, REVIEW

Spelling errors are distracting and show a lack of attention to detail. Find all of them because
your readers will find “the one.”

HAVE OTHERS READ YOUR RESUME

Other people will be able to find errors and inconsistencies that you will miss. Lean on friends
or family. Don’t forget about Employee Career Services!

REMEMBER: USE STRONG ACTION VERBS

Blooms Taxonomy Action verbs can help you articulately describe your experience. The
thesaurus in Word can also provide strong action verbs (you can do this by highlighting a
word on your resume and push the Shift key and F7 at the same time).

REMEMBER: CONTRIBUTIONS, ACCOMPLISHMENTS,
RESULTS

Go through each role and summarize what you did. Make sure to list your contributions,
accomplishments, and results.
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Sample Resume (pg. 1)

We have included a simple example of what an effective resume looks like. There are additional

examples and templates located on the Employee Career Service Source page.

ara Zor-El

5554555555 supergid@stclgnet

Experienced nurse leader who has ked inpatient and ambulatary teams o successful outcomes in academic and faich

based acwte care enviranments and physkcian-owned group practice settings. Trained in cubting-ecge kadership anc
process impravement methodolagies to improve care, flkow, and financial stability. & leader wha cares abaut praviders
and patientz. Fluent in ambulatory and inpatient care reguiremerts.  Developed and participated in business line
development and growth in both the pperating room and ambulatory setbings.

Leadership Training
HRC (Highly Relable Organization) | Evidence-based | Studer | Lean | Cruckl Conversations

Clinical Compotencies
Soruby | Circubate | Imtermediate Care | Med!Surg | Renal | Home Health

EXFERIEMCE

PROOWI DERCE W1EDFORD M EDICAL CEMTER, MEDFORD, ORECON MAACH 1015 = CUSRENT
168:bed acute care haspital, faith-hased, part of Frosidenoe Health.

= Murse Manager, Operating Room and Endoscopy =

Manage Inpatient/Ambulatory OR & endoc 12 suires | 88 staff | Drthopecics, Spine, Seneral, Plastics, Synecalogy,
Urology, Robotics, Makoplasis Stealth, Vasoular, Meurology, ENT || Manage Endoscopy Dopartment: |
Endoscopy, Branchoscopy, ERCF, EUS, EBUS | Yolume averagesimarnthly soo OR, 250 Enda

+ Hired and retained all nursing pasitian in a kighly difficult ta retain ernvironment in the last 12 months.

+ Led Surgical Optimization Project to improve physician ase card acouracy, supplies, communications, and
workflow, with decrease of per case cost by 13T In § months, decrease in wasted supplies by 33% in 7 manths.

+ Achieved zoominute average turnaver ime and §3% first case starts, highest in the Pravidenos Sregan reghan.
+ Implemented daily unit huddle for improved communication with stafd,

EHECOR HEALTH S SCIEHCE [ DHEUY WRIVERSITY HOSAMTAL, POATLAND, DRESOK SUPRLL 204 = MASCH 206
a6 hed university teaching hespital, Magnet certified.

= Nurse Manager, Morth Operating RoomS5WPACU (o7 13-03(15] =

Managed freestanding hybrid inpatient/ambulatery surgery center: & ORs, 55U admit area, PACU | 4.4 staff | A8
level 1.4 cases, including cwverflow for the main hespital OR | Neuro/spine, ctolarmgolagy (thyrodd, head, neck,

sinus ENT), urolegy, gynecology, gereral surgery, oncelagy plastics, and alraay | 4,200 cases/year.
+ Turnower times aweraged 23 minutes, and first case starts S6%.

+ Increased Horth Operating Roam volume by zo0%.

+ Implemented Lean principles with staff.

+ Met bucget targets, all three years.

+ Served on project team to design and develop new ambulatory site: 10 ORs, lab, pharmmacy, endo, and other
ambulatory services. S-manth project, using Lean principles.

= Interim Director, Medical & Cardiavascular Division (og/cl-ag/og) -
In adoitian ta Murse Manager, Medicine Speciabty role, served [RRaplhcas Mrectar fer Meckal & Cardicvasoular
while division director was sereing as intenim CHO. Division induced a medical unit, pulmenary-telemetry unit,
cardipvascular ntermediate care, medical ICU.
+ achiswed all requinements for the division.
+ Mentored two new Nurse Managers on budgets, schedules, and regulatary requirements.
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Sample Resumes (pg. 2)

Kara Zor-£l | Page 2

= Murse Manager, Medicine & Cardiac Intermediate Care Specialty (o4/og=-0713) =

Managed 37-bed Medidine Specialty Unit & cardiac/pulmanary Intermediate care uniz, $88 budget, 7o staff.
+ Chair, Fall Committee, § years. Reduced falls by 50T and falls with injury by oz,

Met budget, all g years.
Served as Epic Go Live Committes Member and Super User.

+ Granted pllotunit status for bar code medication administration. 8% compliznce in the first month and
sustainec above 951,

+ Achieved and maintained a go% retention rate overall for 7 of the g years in this unit.

RECUIE WALL B AL EDWA000 DRALYEIS SERVICES, M EDEOR D, DRECON DECERIBER a6 - APFRIL 2004
Fresstanding diaksis program, with an 18:bed main sthe and 14-bed satellite site.

= Administrator Renal Care =

Clirical, financial, cperational, HR aversight of the dialysis program, comprised of 3 freestanding ambulatory
dialysis programs and contracted acute inpatient cialysis services to Rogue Valley Medical Center {378 beds) and
Providence Medfard Medical Center (168 beds) | 1 manager, 4 supervisors, 7o stasf.

+ Maintain all regulatory agency reguirements.,
+ Cversaw §7M budg et

+ Fadilitated growth anc building of & additional beds ta the Red Worod ambulatory dialysis program.

FRESEMILES M EDCAL CARE L1505 JUILY 1504 = DECEMELR 1o
Farprofit dialysis organization) with freestanding dialysis programs throughouwt the S and overseas.

= Imterim Manager | Frovidencoe Portland Health System, Portland, OR =

Zix-month cantracted assignment to work toward integrating 1 hosplhtal-based dialysis programs at Prowidence St
Vincent and Providence Medfard Medical Centers, which had presiously been functicning independertly.
Provided strategic, financial, anc aperational leadership for 2 gutpatient units and = in-hespital units.

worked dosely with Mursing Administration, Hospital Administration, and physicians at bath facilizies.
Developed unform policies and practice at all sites.
+ Streamlined schedules and work practices.

+ Mainmined excellent working relationship between Fresenius and Providenoe System.

MEDFORD CLIKIC, M EDFORD, DREGON SEFTEMBER 15045 = JULY 1961
e.physichn practice with multiple speciities and services, including lab, pharmacy, radialegy at 3 clinics.

= Diwishon Directar, Ancillary Services (oa/gl-otlag) =

Operatianal oversight of lab, pharmacy, and radiolegy services at 3 freestanding dialysis unitsz Rogue valley, 10
beds, Redword, 14 Becs, Sky Lakes, 8 ks, Inclucing Lab, Phiarm acy and F.nthlngr servioes.

+ Researched and facilitated additional billing to recaver $3M in lost revenue due to billing errors in Radiclogy.
+ aszured all Medicare and CLIA requirements werne maintained.

= Director, Rogue Yalley Dialysis [og/ag-07/99] =
Clirical pversight af twa freestanding dialysis units, Rogue Yalley anc Redwood Dialysk units, 34 beds combined.
Contracted to pravide dialysis ta Rogue Valley and Providence Haspitals for inpatient dialysis. During tenuwre:

+ Maintained Medicare certificatian.
4+ Met budget targets.
+  achieve sta® tumover <42,
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