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PURPOSE & GOALS OF THIS WEBINAR
1. To get hiring managers to read your resume

2. To make a positive first impression

3. To represent your experience and skills in the                 
best possible light

4. To structure your resume with information that is 
important to potential employers

5. To provide you with a competitive advantage                
over other job seekers

6. To answer your questions (stay for the Q&A session at 
the end of this presentation)

This presentation is being recorded and a copy will be 
available to those in attendance



WHAT IS A RESUME?

A resume is short bio about who you are and what makes you an ideal 
candidate for prospective companies seeking to fill a vacancy.  

This personal data sheet will be a primary determining factor of 
whether you move forward in the interview process.

A resume contains the following details about you:

• Contact information

• Professional experiences/achievements

• Certifications/special skills

• Educational qualifications



WHY IS A RESUME IMPORTANT?

• It is a representation of YOU and provides prospective 
employers with an overview of your qualities, skills and 
experience in clear, concise, and easy to read manner.  

• The resume serves as your ‘first impression’, and 
just like any real one-on-one interview, it is crucial that 
it portrays an impactful and succinct image of your 
experience and background.

• It IS the most important piece of the                                         
job application process.



According to a study released by 

The Ladders, an online job-matching 

service, recruiters spend an average 

of six-seconds reviewing an 

individual’s resume.



STRATEGIES FOR BUILDING YOUR RESUME

• Stick with simple layouts

• Keep the document to two pages or less

• Ensure sections are clearly defined and                                                  
headers have appropriate titles

• Bullet accomplishments so they stand out

• Provide relevant titles and skills to match requirements                                   
** It is acceptable to have different resumes for different positions

• Provide concrete examples of actual projects and 
accomplishments

• Factual stats or concise statements that quantify the work 

• Testimonials?



HOW TO BUILD YOUR RESUME (CONTINUED)
Employment History
• Length of time spent at each position
• Include months/years OR only years of employment

• Should you explain separation and employment gaps?

Content
• Ensure your experience speaks to the requirements of the job to which 

you are applying
• Review the job description and add in areas of relevant experiences 

(one size DOES NOT fit all)

Supplement with your LinkedIn Profile
• Engaging and built out with specific detail (consistent with resume)
• Include resume attachments, project work, videos or blogs
• Professional photo/headshot on LinkedIn 



WHAT NOT TO INCLUDE IN YOUR RESUME
• Middle and high school information
• Average or poor GPA
• Expired certifications
• Passive language (I speak kitchen Spanish)
• Photos
• A series of short-lived jobs
• Objective statement (a summary is okay)
• Overly-obvious skills
• Cluttered layouts
• Lack of white space on the page
• Multiple columns
• Run-on sentences
• Any information that can cause discrimination
• Unnecessary pages
• Untruthful or exaggerated academic achievements



WHAT IS A COVER LETTER?

A cover letter should be:

• a complement, not a duplicate of your resume

• an interpretation the data-oriented, factual resume

• a personal touch to your application for employment

A cover letter is a one-page document that explains to the hiring manager 
why you are an ideal candidate for the job. 

It goes beyond your resume to explain in detail how you could add value to 
the company. 

Think of your cover letter as a sales pitch that will market your credentials and 
help you get the interview. 



HOW TO BUILD YOUR COVER LETTER
Your cover letter must be tailored to each position you are applying 
to (no more “To Whom it May Concern”). This means more than just 
changing the name of the company in the body of the letter. Each 
cover letter you write should be customized to include:

• Header - Include both yours and the employer's contact information, 
followed by the date

• Salutation - Begin your cover letter salutation with "Mr./Ms. Last Name”

• Introduction - State what job you are applying for. Explain where you 
heard about the job, particularly if you heard about it from a contact 
associated with the company. 

• Why you are qualified for the job

• What you have to offer the employer

• A ‘Thank You’



Employment references are former colleagues (supervisors, 
peers and subordinates) who can attest to your skills and 
qualifications. Good potential employers WILL contact 
references to ask questions about you.  
• Plan ahead and get your references in order before you need them.                                

It will help you avoid scrambling to put together a list at the last minute. 

• Make sure to only ask people who you are confident                                        
will speak positively on your behalf. Consider asking                                               
previous employers, colleagues, business contacts,                                                       
and others who know your professional abilities.

• Omit references that are unable to speak to your                                             
professional experience (family members,                                                                       
friends, neighbors, etc.)

• The more recent the reference - the better

EMPLOYMENT REFERENCES



REFERENCE LETTERS                                               
(AKA LETTERS OF RECOMMENDATION)
These are different than your list of references and can help 
strengthen your candidacy to a potential employer.  

These can be submitted at different times of the 
interview/application process. Provide only when requested.

Strong reference letters will speak to your:

• Experience

• Professionalism

• Character/Personality

• Specific achievements/success/accomplishments

• Personal endorsement from the reference 



LEVERAGING LINKEDIN
More and more employers are using the professional networking 
site LinkedIn to search for candidates
• Having LinkedIn Skills, Endorsements, and Recommendations can help give 

your profile a boost and get you noticed by a potential employer. 

• By clicking the ‘Ask for a recommendation’ link on your own profile page, 
you’ll be able to send a request to a first connection to complete a 
recommendation for you.

• Customize URL - Make is shorter and simpler to identify you and makes 
you easier to find. LinkedIn assigns a unique URL for your profile page when 
you create it, but you are free to modify this URL. Look for the ‘Edit Public 
Profile & URL’ link near the top right of your profile page when logged in.

• Leverage your profile as a resume - Utilize the Description Box available 
to provide key elements which were included in your resume.

• Utilize additional profile options to attract recruiters – “Open to New 
Opportunities” and “Relocation Preferences”



RECOMMENDATIONS ON LINKEDIN



LEVERAGING INDEED
 Indeed provides two options for including a resume as part of your profile                     

(their resume builder OR you can upload your resume file)  

 In either instance, the resume visible on Indeed and it can be sent when 
applying to job postings

 All formatting will be in a standard, Indeed-specific appearance  

 Take the time to edit the fields and data so it reads just as you want it to



ZipRecruiter also 
allows you to either 

use a resume builder 
tool, or to upload a 

resume file. 

LEVERAGING ZIPRECRUITER



SOCIAL MEDIA – FACEBOOK, INSTAGRAM, TWITTER
 Ensure that what is visible is appropriate. If you’re not sure a 

prospective employer will find something appropriate, then it 
probably isn’t!

 Leverage your accounts, especially Instagram,                                         
to promote your abilities to include:  

 Pictures of food for chefs

 Large event set ups for catering managers

 Before and After photos for renovation/remodel projects

 Sample menus or other collateral

 Your resume!



KEY RESUME TIPS…

• BE FOCUSED - Many job seekers' biggest problem is not being sure of 
what they want to do. Limit your resume's focus and creating more than 
one version of your resume if you have multiple target jobs. 

• BE CONCISE - Include a brief qualifications summary near the top of 
your resume. Don't go overboard, and don't overdo the selling. Be 
succinct and descriptive in terms of your experience and collective 
knowledge.

• CHRONOLOGICAL FORMAT - Your resume's experience section should 
provide an overview of your career chronology and a few highlights of key 
accomplishments for your most recent work experience. 



MORE KEY RESUME TIPS…

ACCOMPLISHMENTS - Often there is way too much information on 
responsibilities and not enough on the accomplishments. If you can't back it 
up with numbers, percentages or quantify it in some other way, then cut it.

SUMMARIZE - For professionals on an established career track, this may 
mean summarizing experience more than 10 to 15 years old into an "early 
career" section.

THINK LIKE AN EMPLOYER - Throughout each step of the resume-
decluttering process, consider addressing the three key questions 
employers want your resume to answer: 

1. What can you do for me? 

2. What have you done before?  

3. Can you do it for me again?



Why Do I Need To List My Work Achievements and not just Duties/Responsibilities?

On the old style of resume it was enough to describe the duties and responsibilities you’ve held 
as an employee. Not so anymore. An employer is looking to see how you have actually added 
value as a worker and can be of value to their company. 

What’s The Worst Resume Mistake Ever?

Being sloppy and being careless with spelling mistakes. Sending it out in the wrong format. 
Small bits of sloppiness add up quickly. They can end up getting your resume tossed into the 
“don’t call us, we’ll call you” pile. 

My Resume Is Too Long And Wordy. How Do I Cut It Down Efficiently?

If you try to stuff too much info onto your resume, it will get cluttered and lengthy. Two pages 
maximum is the generally accepted rule. Trimming your resume means cutting out the excess 
wording and unimportant information. 

What are “Keywords” And How Do I Use Them In My Resume?

Have you heard about keywords and resume scanning? Many employers sift through resumes 
electronically, so you’ve got to know how to adapt your document. Add words and use phrasing 
that scanners will be looking for and improve your chances of getting noticed.

COMMON QUESTIONS ABOUT RESUME WRITING…



HOW HORIZON HOSPITALITY CAN HELP YOU…
VISIT OUR CAREER SERVICES PAGE @ WWW.HORIZONHOSPITALITY.COM











IN CLOSING…

The hospitality job market is poised to look very different in 
the coming months than it ever has before.

Competition will be fierce, as there is a high likelihood that the 
number of available jobs will be far less than the number of 
qualified applicants.

Taking steps now, to increase your visibility and marketability 
will pay HUGE dividends in a successful career search! 



Please type your questions into the chat box 
and we will address in order received.


