
EXECUTIVE RESUME CONTENT

An executive resume is the lifeline between applicant and recruiter; if it under or overwhelms, chances are good an invitation will not be extended for an interview.  Knowing what to say - and what not to say - distinguishes between a winning resume and one the simply does not capture its intended audience.  By the same token, the style one chooses to represent him- or herself has become a significant component of the overall composition; the ever-changing landscape of contemporary business has created a need for something more enlightened than conventionality.
The strongest, most successful resumes begin with presentation strategies based on candidate strengths and achievements designed to attract targeted audiences.  Sitting at the keyboard and using the template included with the purchase of your personal computer is much like everyone trying to use the same contact lens prescription.  While elements of resume content may be similar, dominated by logic and fat-free data, the strongest presentation will be customized (Worthington, 2001, p. A19).

It should go without saying that such basic errors as typos, incorrect grammar and spelling, sloppy formatting, more than or not enough details and extraneous data stop a recruiter dead in his tracks.  If a job candidate cannot even put together a readable resume from a third grad level, how will he or she ever tackle a position of such responsibility?  It does not matter how stellar one's accomplishments are or how much of a perfect fit the applicant is for the job, if the fundamental components of proper written communication are not displayed, the resume will quickly be tossed aside.

Similarly, resume length is a sticking point with many recruiters who do not want the applicant's life history but merely a short, concise and interesting synopsis.  The statistics speak very clearly of just how important this seemingly insignificant aspect truly is for those who may well receive thousands of resumes each year.  AccounTemps in Menlo Park, California conducted a survey to determine how many respondents believed either a one- or two-page executive resume was overkill; nearly two-thirds (61%) considered two pages appropriate for this particular type of résumé, while a mere seven percent thought two pages were one too many (Institute of Management and Administration, 2007).

Information to list in an executive resume includes heading that has personal contact information, job objective; work experience and education (Bruce, 2003).  Instead of writing complete sentences, utilize strong adjectives to paint the right picture.  For example, an executive resume would not show the following: "I was in charge of fifty people" but instead "Supervised a workforce of fifty."  Nor would it say "I made a lot of money for the company" but rather "secured three new accounts worth $500,000."

Information to leave out of an executive resume includes references, which is something that can be brought to and discussed at the first or second interview after the applicant is clearly in the running.  Moreover, recruiters know references are available so it is redundant to say so at the end of the resume.  Salary past, present or future does not belong anywhere on an executive resume; if one keeps in mind that this is merely an initial - albeit detailed - introduction, it becomes clear why mentioning anything about money is inappropriate.  At no point in timeline of executive resumes has existed, photos have never been - and likely never will unless for a specifically related job - included.

In today's business market, knowing too much about a potential new hire can be turned into a legal matter if that individual is hired - or not hired - for any reason pertaining to irrelevant information such as race, gender, weight, sexual preference or a whole host of other personal data.  By the same token, listing why the applicant is no longer at his or her previous job only draws negative attention when an executive resume is supposed to spotlight good points and leave a positive impression.  As Bruce (2003) points out, a winning resume "will help you get your foot in the door for actual employment interviews.  How well you sell yourself in person is another story" (p. 24).
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