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TEAM WORK COOPERATIVE
RESUME TEMPLATE AND GUIDE
ABOUT YOUR RESUME:
Your resume is your calling card/brochure/pamphlet to employment and it has to have all the
elements necessary to be effective in securing interviews and landing a position in your chosen
field. Looks and layout are just as important as is grammar and spelling. A resume needs to be easy
to read and have only the pertinent information/skills/experience/education an employer is
looking for.
The first half of page 1 of your resume is the most important real estate of your resume. It must
catch the attention and interest of the reader within the first few seconds or else you will decrease
your chances of receiving a more detailed viewing.
Your resume must have some flair, but not too much. Too flashy will result in exactly that response
“it’s too flashy. On the other hand, a dull, boring write up with the wrong font and/or font size can
be enough to deter the recruiter/hiring manager from even looking at your credentials. You will
find many templates online and within word and other programs (Canva for example) that are
tempting to use but do not use these. Many of these utilize text boxes and graphics that may not
line up for the recipient, or ATS software (software that scans your resume for “key’ words) is not
able to read.
Finally, do not be afraid to try one or two colours on you resume making your name or headings
stand out. You can even make a logo with your initials if you like. In addition, if there is a skill or
piece of information you want jumping off the page and into the eyes of the recruiter/hiring
manager, feel free to use bold to highlight it, especially if it is later on in the text of your resume.

Layout:
You can have either a single column or two-column resume;
however, we advised that you have both or only a single column.
reason for this is that ATS software does not read two columns as
scan from left to right across the page resulting in a line in
column one adding the adjacent line in column two as one line.
A two-column resume is great as a hand out at networking events
or emailing directly to someone in word or preferably a PDF
document. Posted, on-line jobs you are best to use a word document

The
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a single column, especially with large organizations, because the use of ATS is ever increasing for
recruitment purposes.
Never put etc. anywhere on your resume.
For fonts, use Calibri, Verdana, Arial, or Cambria. Stay away from Times New Roman as it is an
older font.

Picture on your Resume:
It is not advisable to put your picture on your resume. It is best to leave this to your Linkedin
profile. What you can do though is to put the direct web link to your Linkedin profile. If you are
bold enough, because this is innovative, you can put the QR code to your profile on your resume.
Note: make sure you have a professional picture where you are dressed appropriately for your
industry. For more information on what your Linkedin profile should look like see: TEAM Work
Cooperative Linkedin Profile Guide.

Name:
Your resume should have a consistent font size throughout the page. The only exception
to the standard 11 or 12-point rule relates to how big your name should be on your resume.
Since your name must stand out, it's safe to double the font size. So if you are using a size-12 font,
feel free to double the font size to size-24.
Designations: If your degree or certifications comes with designations such as P.Eng., make sure
you put these after your name.

Title/Headline:
A resume title or headline is a short statement on your resume that includes some core skills or
achievements. Your resume title should be a short introduction of your professional self. Usually
used to preview the resume summary, a condensed one-liner sums up who you are and
where you've succeeded (what you are good at). Your title should be place right under your name
and contact information and should be based on a job description or skills needed for a position
you know about.
Examples:


Certified Public Accountant with 9 Years’ Experience in Auditing



Graphic Designer with Massive Client Base and Beautiful Portfolio



Customer Service Rep, Extensive Healthcare Experience
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Source: https://www.zipjob.com/blog/resume-headline-ortitle/#:~:text=A%20resume%20title%20or%20headline,and%20where%20you've%20succeeded
https://www.indeed.com/career-advice/resumes-cover-letters/how-to-title-a-resume

It is important to consider writing an efficient headline because recruiters and hiring managers look at
resumes for 7 to 10 seconds. Strong headlines are also important because they can:


Position you as a worthy candidate



Communicate your key strengths and abilities



Display your level of experience



Prompt a recruiter or hiring manager to call you for an interview

Contact Information:
Your contact information can be placed in a few places:
1. Under your name and before your title
2. To the right side of your name and lined up one under the other
3. In the Left column at the top
Address: Do not put your full address, just your City and province.
Contact Phone Number: You will need your cell number instead of a landline. Landlines can give
the perception that you are not technically savvy. However, put a landline if that is what you have
or consider speaking with your case manager about getting a cell phone and some support on how
to use it.
E-mail Address: A Gmail account with your first and last name in it is suggested. Gmail is the most
current and popular provide compared to Hotmail, Yahoo and local internet providers such as
ns.sympatico.ca, eastlink.ca and bellaliant.ca; plus, Gmail is a more secure provider.
Note: do not put your birth date year numbers or age in your email such as:
tim.smith65@gmail.com
Example of email addresses to use:
Tompjones@gmail.com
Susansmith4@gmail.com
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Social Media: Put links to other relevant social media sites such as your Linkedin Profile and, if you
have one, your webpage.
Two Pages? You will need a footer (with your cell number, name and page number) on page two
incase the pages are separated in the review shuffle.

Summary:
Have Work Experience: A summary section of a resume is a great place for someone with enough
work experience (5 to 10 years) to display successes and achievements that would be of interest to
a recruiter/hiring manager.
Limited Work Experience: If you have little work experience in your field or a particular career
path, then a summary will not serve you as well and you might want to forgo this section. Instead,
use the space in your “Work Experience” section to if it serves to highlight more skills and
accomplishments.
Career Change: If you are planning on a career change, the summary section is the place to disclose
what skills you have from your past career and how they reflect the skills and needs of the new
career.
The summary is one of the places a recruiter/hiring manager will look to first, next to your most
recent work experience and associated dates. Its sole purpose is to highlight a job seeker’s
professional skills and experience. The Summary can be displayed in other ways such as:


Career summary



Personal statement



Professional summary



Summary of experience



Summary of qualifications



Qualifications summary



Competencies



Executive resume summary

Source: https://www.jobscan.co/blog/resume-summary/
https://www.jobscan.co/blog/career-change-resume/
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Skills/Core Competencies:
In this section, you have a choice of using bullets or writing it out. Bullets are better if you have a
specific and varied skill set. It is important to put the most relevant skills first as they relate to the
job description. If the skill is not at all related, or you cannot relate it to the position, leave it out. A
trick here is to google core competencies for [your field or career]; someone has probably written
an article or blog that is this specific. Note: don’t post skills listed that you do not have.

Work Experience:
Content is key to a successful resume. A recruiter/hiring manager is looking for key points and
wants these demonstrated in the simplest and easiest format. Do not use long wordy sentences in
your descriptions or examples.
Content needs to be ordered either in time or if needed relevance to the position. For example,
related work experience should be displayed first, however, if you have other “somewhat related”
work experience you can put this/these under a separate heading later on (page 2 for example).
You can list unrelated work experience without bullet points or remove it; depending on whether
or not the gap in work history leaves a big, enough concern for the reader.
For relevant work experience, use actual number in your first few points. For example, “Increased
sales by 20 percent on average year over year.”
Use actions-verbs to display your success and
accomplishments (see Increased in the above example). If
it is a past position, make sure you are writing in past
tense; Increased, improved, created, managed, built,
implemented, etc. The only time you use present tense is
for the current job you are doing now and something you
are doing now.
Dates: You can use months if you like, but this is not always necessary, and can create concerns on
the part of the reader if they notice gaps in employment. If this is the case, you might consider just
using the year.

Education:





Put your most recent education first. If you have post-secondary education completed, you do
not have to put your high school information (This will just take up space for more important
information).
Like your experience, list your educational achievements starting with the most recent.
If your education is over 5 years ago, do not put the date.
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If you are a recent graduate, you can discuss courses or projects related-to-the position. Use
one to two bullet points to suggest how it is related.

Education or Experience (Which goes first):
If you have more than five years of work experience, don’t lead with the education section of your
resume.
If you have fewer than five years of work experience, it is not necessary to put the date of your
degree in the education section of your resume. The more practical experience you have, the less
important a degree becomes.
Note: The one exception to this rule is an academic or scientific curriculum vitae. Those fields are
very concerned about educational history. If you are writing a true C.V., then you should lead with
your education. Ensure that you list your degrees in order of hierarchy—you’d be shocked by how
many people have extensive education sections in which their doctoral degrees are listed last!
Include your thesis/dissertation topic and advisor, if applicable.
Source: https://www.livecareer.com/resources/resumes/how-to/write/3-dos-donts-for-your-educationsection-in-your-resume

Volunteer Experience
Volunteer experience can be very valuable no matter what you might be doing. Most organizations
are involved in their communities and it helps you relate that you are also. The key thing with
volunteer experience is that it allows you build rapport and personalize your resume a bit. You can
list where you volunteer and why you chose to help with the
cause.
Note: This type of work will also be great for your mental
health when dealing with the stress of finding employment. It
will get you out, active and with people with a similar interest
Networking: Volunteering is also an excellent door into a
network that can help you land a paid position. So, do not be afraid to tell everyone and anyone
that you are looking for work and in what field. Also, do not shy away in asking if they know of
anyone. If they do, please asked them if they would be willing to make an introduction. (More on
this in the TEAM Work Cooperative Networking Guide).

Applying on-line with your Resume:
Make sure you upload a fully edited and professionally laid out resume into all possible job search
engines such as Indeed, Linkedin, Careerbeacon, Monster, etc.
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Click the “apply now” button and make sure all the information requested is filled out correctly and
completely.
If there is a spot for uploading a cover letter, make sure you have a cover letter. Make sure you
direct the cover letter to the appropriate person (recruiter or preferably the hiring manager).
Try to find out the email of the decision maker (hiring manager or the person the position reports if
mentioned in the job posting) at the company or organization you are applying.
Possible sources of this information are the company website, Linkedin, joint stocks, or an
article about the company. Build the email for the person bases on someone else’s email at
the company. Example: you want to reach Susan Smith, but only fond Jack Ryan’s email in an
article, jack.ryan@xyzindustries.com you could safely guess that Ms. Smiths would be
susan.smith@xyzindustries.com.
Sites like hunter.io can be used to determine the email configuration for many companies. You just
need to put in the company such as @xyzindustries.com and it will search the web for that
signature and give you the configuration: {f}{last}@xyzindustries.com or
{first}.{last}@xyzindustries.com for example.
Once you apply online and hit “send” (your online application is complete with resume and
properly addressed cover letter attached), follow up with the contact you found above with an
email a couple of days later. Be polite and make sure you have an informative, friendly, namedropping, subject line such as:
“Please accept this email from Tim Jackson – application for the one-year marketing intern
opportunity.”
Make sure you also attach your cover letter and resume to this email, and make sure you send a
professional, friendly message addressing the contact. Example:
Dear Ms. Smith,
I hope you are well.
I am very interested in the intern position you have posted on indeed. This opportunity fits
well with my skills and qualifications. I hope you do not mind me contacting you here. I
researched the company, made some inquiries, and determined you are the person this
position reports too.
Ms. Smith, if I have incorrectly selected you as the contact, I would appreciate it if you could
forward this email to the appropriate person.
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If you have any questions feel free to contact me.
Sincerely,
Tim Jackson
(902)818-1322
If you do not here back from the hiring manager, make note of the closing date of the job posting
and send a follow up email. The follow up email has a bit more pressure and is short. It should be
written something like this (adding this note to the previous email):
Good Morning Ms. Smith,
I hope you are well. I am following up with my past email to determine if you have had time
to review my application. I am very interested in being interviewed for this position as I have
the qualifications to perform the listed duties.
Thank you for your time and consideration. I look forward to your response.
Sincerely,
Tim Jackson
(902)818-1322
Make sure your resume and cover letter are attached.
Conclusion

Networking with your Resume:
See: TEAM Work Cooperative Networking Guide
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FIRSTNAME LASTNAME, Des 1, Des 2
Headline (Career Title/Position title/Value Proposition Statement)

(902)xxx-xxxx
first.last@gmail.com
First Last

Summary
R

In This section you will focus on your title, designations and numbers that demonstrate the extent
of your experience (e.g. 5+ years of business development experience

E

Skills/Core Competencies

S

 In this section you will list in bullet form
the skills you have
 Display the most relevant to the position
first (use job description or research what
these are)

U
M
E




Put less relevant, but still relevant
skills after most relevant
Do not put skills that are not relevant

Work Experience
T
E
M
P
L
A
T
E

Position Title
Year - Year
Company Name, City, Province
 5 plus years of…..use numbers in the first 1 to 3 points to display accomplishments
 Managed….
EXPERIENCE TIPS
 Performed….
 Uses action verbs, see page 13 for example
 Created….
 Use numbers to stand off the page
 Built….
 Most relevant points
 Organized…
 Irrelevant points discard
 Facilitated…
 Don’t go back past 10 years (unless
completely relevant

Position Title
Year - Year
Company Name, City, Province
 5 plus years of…..use numbers in the first 1 to 3 points to display accomplishments
 Managed….
 Distributed
 Analyzed

Education
Program
School Name, City, Province

EDUCATION TIPS
 Put most recent first
 Do not put dates over 10 years old
 If you have post-secondary you do not need
to list your high school

Year - Year
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FRED FLINTSTONE
STRATEGIC, EMPATHETIC, INNOVATIVE, ENTHUSIASTIC LEADER WITH A PASSION FOR
BUSINESS DEVELOPMENT AND COMMUNITY INVOLVEMENT

Halifax, NS
(902) XXX-XXXX
ABC@gmail.com

"Your attitude, not your aptitude, will determine your altitude." -Zig Ziglar
EDUCATION

Linkedin

CAREER EXPERIENCE

R

E

Something Certificate
Life Strategies | 2019

S
U
M
E

T
E
M
P
L
A
T
E

Abc Certificate
NSCC | 2018
Fundamentals of ABC 1
NSCC | 2003
Bachelor of Science, Biology
(Honours)
Main University
TRAINING

Sales Foundations
Big Guy Sales Training | 2013
Small Business Essential
Peoples School of Business
St. Mary’s University | 2008
VOLUNTEER ENDEAVORS

Instructor|2017
Junior Achievement Canada
President|2016
Brunswick Non-Profit
Housing Society

Career Coaches of Canada, Halifax, NS
2018-2019
A non-profit employment centre servicing all Halifax job seekers; including
Persons with disabilities and barriers, visible minorities and new immigrants
Career Coach
Coach job seekers on preparing and planning for job search; networked with
employers and community partners to establish a link between them and job
seekers; initiated and facilitated a social media job search campaign strategy
workshop; assessed and proposed a job readiness tool to improve efficiency
and quality of referrals to the job development team.
Selected Accomplishments
●
Assisted hundreds of job seekers with varying barriers and assistance
requirements find employment
●
Created and facilitated a Linkedin page creation and e-networking
workshop and developed a supplemental guide
●
Initiated and developed a pilot project for persons on the autism
spectrum involving web design coding boot camps, industrial partner
mentorship, and small to medium size business
Telecom, Halifax, NS
2017-2018
A national communications company and internet service provider
Field Sales Representative
Door-to-door sales presenting new technologies to home owners and promote
company’s services and offers tailored to the needs of the household.
Selected Accomplishments
●
90 percent success rate in surpassing sales target
●
Follow up and resolution of customer issues

Main Marketing, Halifax, NS
Word A national start-up that provided digital marketing services
Excel Business Development Consultant

2017

SPECIALIZED EXPERIENCE
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Sales Force CRM Generated brand new leads and developed rapport and relationships with
Environmental Services Consultant small to medium sized Atlantic Canada businesses.
AutoCAD Selected Accomplishments
●
Developed list of over 200 new leads in 2 months
CORE COMPETENCIES

R
E

S
U
M
E

T
E
M
P
L
A
T
E

Relationship Building
Rapport Building
Interpersonal Awareness
Client Oriented
Inclusion Oriented
Diversity Oriented
Culturally Oriented

Xeot Technologies Inc., Halifax, NS
2015-2017
A global company that provided remote satellite telemetry solutions
Key Account Manager
Identified and engaged in business development functions and opportunities.
Managed referral source networking, sales, and partnerships.

Selected Accomplishments
●
67% year-over-year increase sales of specific, specialized, new-tomarket scientific telemetry products
Knowledge and Thinking
●
84% increase in sales over previously sales representatives
Forward Thinking
2013-2015
Analytical Thinking Big Radio, Halifax, NS
Conceptual Thinking A local company that offered radio advertising opportunities
Strategic Thinking
Account Manager
Communication Engaged key stakeholders, performed extensive research and developed
Oral Communication strategic radio advertising solutions and recommendations for both existing and
Written Communication prospected clients.
Persuasive Communication
Selected Accomplishments
●
Added $134,000 (23% increase) in new business to my portfolio
Teamwork
Providing Motivational Support
2008-2012
Empowering Others People Care, Halifax, NS
Developing Others Provided in-home care services and pet therapy for seniors in the HRM
Influencing Others
President
Management Designed and implemented all aspects of the business including human
Managing Change resources, marketing/advertising, financial planning/cash-flow management,
Managing Performance care planning, therapy coordination, and client assessment.
Managing Challenges Selected Accomplishments
●
Grew business revenue 15% average year-over-year with a 40% profit
Managing Success
margin
●
Designed and delivered healthcare training program in adherence to
Other Competencies
industry standards
Diagnostic Information Gathering
●
Client satisfaction rating exceeded 98%
Technical Expertise
Takes Initiative
Entrepreneurial Orientation
Fostering Innovation
Need a footer on page 2 (and click box for different first page)
(902)xxx-xxxx

Fred Flintstone

Page 2

13 | P a g e

Resume Headline Examples:

R
E
S
U
M
E
R
E
S
O
U
R
C
E
S

Here are a few examples of good resume headlines that communicate the candidate’s value and
fitness for the job in a brief and easy-to-read statement:
 Award-winning sales manager with more than seven years’ experience in technology.
 Experienced, multilingual registered nurse specializing in pediatric care.
 Senior marketing strategist with five years’ experience managing global digital campaigns.
 High-energy sales executive who exceeded annual quota by 20% three years running.
 Lead mobile software engineer experienced in JavaScript, PHP and Ruby on Rails.
 Peabody Award-winning editor with 10 tears’ experience covering international politics.
 Experienced front desk professional with a five-star average customer satisfaction rating.
 Dedicated, bilingual high school educator specializing in health and physical education.
 Energetic new MBA graduate with internship experience in global economics.
While a resume title isn’t required, it’s a simple and powerful way to generate interest in your
experience, skills and relevant attributes. While this short phrase may not be enough to earn you
an interview on its own, it can captivate the recruiter or hiring manager and convince them to
continue learning more about you and why you’re the best candidate in the running.
Source: https://www.indeed.com/career-advice/resumes-cover-letters/how-to-write-a-resume-headline

Action Verb Examples for Work Experience:
NOTE: Look at the job description and use the same action words found there.

Source:
https://www.pinter
est.ca/pin/5086957
20385640184/
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Resume Work Sheet:
Name: __________________________
Phone Number: (____)_____-__________
Email: ______________________________________________________
Linkedin Profile: ______________________________________________

Career Goals:
________________________________________________________________________________________
R
E
S
U
M
E
W
O
R
K
S
H
E
E
T

________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
_______________________________________________________________________________________
Headline/Title:____________________________________________________________________________
________________________________________________________________________________________
Summary:
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
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Skills:
Skill

Skill description and value proposition

Education:
Education 1
Name of Post-Secondary
School
Start Date:
End Date:
Areas of Interest:
Skills:
Accomplishment:
(GPA, Award, Sports,
Extracurricular Activities. Etc.)
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Education 2
Name of Post-Secondary
School
Start Date:
End Date:
Areas of Interest:
Skills:
Accomplishment:
(GPA, Award, Sports,
Extracurricular Activities. Etc.)

R
E
S
U
M
E
W
O
R
K
S
H
E
E
T

Education 3
Name of Post-Secondary
School
Start Date:
End Date:
Areas of Interest:
Skills:
Accomplishment:
(GPA, Award, Sports,
Extracurricular Activities. Etc.)
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Work Experience:
Work Experience 1
Name of Company:
Start Date:
End Date:
About the Company:
Accomplishment 1:
R
E
S
U
M
E
W
O
R
K
S
H
E
E
T

Accomplishment 2:
Duties

Work Experience 2
Name of Company:
Start Date:
End Date:
About the Company:
Accomplishment 1:
Accomplishment 2:
Duties
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Work Experience 3
Name of Company:
Start Date:
End Date:
About the Company:
Accomplishment 1:

R
E
S
U
M
E

Accomplishment 2:
Duties

W
O
R
K
S
H
E
E
T
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APPENDIX A: RESUME EXAMPLES

R
E
S
U
M
E
E
X
A
M
P
L
E
S
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M
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E
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RR
EE
SS
UU
M
M
EE
EE
XX
AA
M
M
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EE
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22 | P a g e

R
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M
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