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Directions and FAQ
Using the Upwardly Global Resume Template
1. Open “Resume_Template_UpwardlyGlobal.  Save the document to your personal drive with the title First_Last_Resume_Original. 

2. The resume template is designed to give you a format in which to fill in information about your professional experience.  Before starting, review the FAQs and Directions below.

3. Complete each section as directed, using the directions and the sample as a guide.  

4. If there is additional information you would like to add to the resume, such as volunteer experience or a more detailed section for technical skills, add them to the template or bring the information to your initial meeting to discuss further.

Frequently Asked Questions about Resume Development
Q.
Does my resume need to be one page?  How long should it be?

A.
It depends on your experience.  If you have less than 5 years of experience, it is important to focus the details of your resume on one page.  However, if you have more extensive experience, it is ok to go onto a second page.  In most cases, the resume should not be longer than two pages.

Q. 
How far back should I go with my experience?
A.
It is appropriate to list experience from the last 10-15 years.  Experience prior to that is seen as outdated and should not be listed, unless the experience was all within one company.

Q.
Should I include work experience from my home country?

A.
YES!  Professional experience and education from your home country is extremely relevant to positions here in the U.S. and should be included on your resume.  You may be told you are overqualified or that you should take experience off your resume – this is not the case!

Q.
How should I list my survival job?

A.
We want your resume to reflect you as a professional, so we position your professional experience so it is the first thing employers see.  If you have worked in a survival job in the U.S., list it in a secondary section titled, “Additional Work Experience.”

Q.
Should I include my English classes?

A.
While we encourage you to list professional development that is related to your field, we do not include English classes or other unrelated courses on your resume.  In addition to not being relevant, employers may assume it means you do not speak English well enough for the job (which we know is not true!)
Q.
Should I put a picture or personal information on the resume?

A.
While it is customary in many cultures to include a photograph and personal information (marital status, age, etc), it is inappropriate in the U.S. 
Q.
How do I indicate promotions in title and/or responsibility?
A.
If you had more than one position within a company, it is important to demonstrate that, as it shows employers that you learn quickly and were trusted with additional responsibilities.  The best way to demonstrate these promotions is to list the company name first (typically, we list the position title first) and the dates you worked for the company in total.  Underneath that, you will list your most recent position, with dates, and the unique responsibilities you had in that position.  Continue like that for each position you held at that company, making sure to include only the responsibilities and accomplishments unique to that position (i.e. to eliminate repetitiveness).

Q.
Why do you include, Permanent Work Authorization. No Visa Sponsorship Required?

A.
When employers see that your work experience has been exclusively out of the country, they may assume that you are seeking visa sponsorship and pass you over based solely on that misperception.  This statement lets employers know that you are permanently work authorized and your status is not an issue for consideration.

Resume Template Directions
Name

Local Home Address ∙ Phone number  ∙  first.last@email.com
Permanent Work Authorization ∙ No Visa Sponsorship Required

PROFESSIONAL SUMMARY

One or two sentences that describes you as a professional and what kind of job you are looking for
Key Skills

· Highlight skills and/or experiences – try to use key words that you would use to search for a job

· Example: 15 years experience managing and improving Accounts Payable/Receivable processes

· Example: Expertise in sourcing and implementing payroll systems for medium-sized companies

· List your Computer Skills including industry specific programs
· List your Language Skills

PROFESSIONAL EXPERIENCE

Position #1







Start Date – End Date

Company Name, City, Country
               

Include a brief description of company/organization including indication of size and scope (i.e., number of employees, clients, annual profits, etc)
· Write your Responsibility Statement here – this is one or two bullet points that describe your position

· Use the rest of the bullet points to list your accomplishments– for example, the projects you managed, the new systems or processes you implemented, the number of staff you managed

· Include numbers and other tangible results

· Use Action words (Managed, Implemented, Created) to describe what you did, and Results words (Resulting, Ensuring, Reducing, Enabling) to describe the result.

· List between 3 and 6 accomplishments per position

Example Position #2: 
Financial Manager






May 2001 – June 2006
ABC Company, Bogota, Colombia
               

Largest manufacturer of construction supplies in South America; 13 offices with 3000 employees
· Developed financial strategies, operations and administrative processes and directed all financial goals, objectives, and budgets

· Formulated, analyzed and graphed monthly sales analysis spreadsheets to re-focus sales activity and achieve a 12% gain in sales within one year

· Designed and implemented company billing system to generate invoices, pay bills, track budgets, formulate monthly reports for sales and purchases, and provided a database for customers and manufacturers

· Recruited, organized, trained and managed team of 4 administrative and sales staff

Position #3







Start Date – End Date

Continue as above for positions held within the last 10 years

ADDITIONAL WORK EXPERIENCE

Survival Job Title






Start Date – End Date (or Present)

Company Name, City, State
· List your primary duties in the position; whenever possible, list the duties that are most relevant to the kinds of professional positions to which you are applying; limit additional work experience to 3 bullet points
EDUCATION 

Highest Degree (Bachelor or above)




Year of Completion 

University Name, City

Include description, rank or competitiveness of university; if your university is accredited in your country, list by which organization

Next highest Degree (Bachelor)  




Year of Completion 

University Name, City
Include description, rank or competitiveness of university; if your university is accredited in your country, list by which organization

PROFESSIONAL DEVELOPMENT/AFFILIATIONS

· List RELEVANT professional development courses, including certifications; limit to the past 5 YEARS

Upwardly Global Resume Sample

Isaac Opara
123 Main Street, Oakland, CA 94541

 (510) 555-5555  ∙  Isaac.Opara@gmail.com   

Permanent Work Authorization  ∙  No Visa Sponsorship Required

PROFESSIONAL SUMMARY

HR professional with 5 years of experience in a broad spectrum of HR functions and Professional in Human Resouces (PHR) certification seeking opportunity to utilize skills as an HR Manager in a global technology company  

Key Skills

· Expertise in HR policies and procedures, including payroll, benefits, employee counseling, legal issues and compliance  

· Experience in managing staff recruitment, selection, development and training 

   

· Proficient in MS Office (Word, Excel, Outlook, PowerPoint)
· Native English, Igbo, Efik (Nigerian dialects)

PROFESSIONAL EXPERIENCE
Human Resources Generalist 





June 2003 - August 2006

Resources Limited, Lagos, Nigeria
Leading Nigerian solutions integrator and partner of Cisco, Microsoft, and Hewlett Packard
· Managed broad range of HR functions including payroll and benefits administration (180+ employees), performance management, policy development, recruiting and staff development 

· Developed and implemented overtime policy, which defined exempt versus non-exempt employees and defined limit for overtime pay, resulting in a 15% reduction in total overtime cost

· Created and implemented a process for tracking employee absence and sick leave, reducing absenteeism by an estimated 60% at end of 8 months

· Improved efficiency and effectiveness of employee feedback forms by introducing penalties for late submission, resulting in enhanced employee-company relations

· Conducted new hire orientation and developed new curriculum, which led to faster on-boarding 

· Increased efficiency and accuracy of compensation decisions by gathering information such as budget preparation, analysis for raises and bonus, and workforce improvement

Human Resources Coordinator




Nov. 2002 - May 2004

Outsourcing Services Limited, Lagos, Nigeria

Premier recruitment agency in Nigeria with 900+ employees 

· Managed HR-related issues for over 900 employees at Lekki Branch office including recruitment, benefits, and other performance management 

· Successfully recruited, interviewed, and hired 30 high caliber employees within 2 months 

· Implemented new personnel filing system resulting in accelerated data retrieval and more efficient processing of employee information

· Processed all benefits, leave, termination, and payroll paper work for new hires and existing employees

ADDITIONAL WORK EXPERIENCE


Customer Service Representative




June 2005 - Present
Home Depot, Hayward, CA


· Provide excellent customer service to customers; share ideas and advice about home improvement projects and products
· Drive store credit sales by encouraging customers to open accounts; consistently exceed credit goals by 15%

EDUCATION 
BS Business Administration





2001 

Edo State University Ekpoma, Nigeria

Ranked 3rd most competitive University in Nigeria; accredited by the National Universities Commission of Nigeria
PROFESSIONAL DEVELOPMENT
· Professional in Human Resources (PHR) from Human Resources Certification Institute (HRCI), 2006

· Professional development courses in Lagos, Nigeria, including: Legal Issues in Personnel Management, Effective Communication Skills, Assertiveness in the Work Place, How to Make a Business Case, Mastering Human Resources Management and Building a Balanced Scorecard



Make sure you have a professional email address with .com or .net





This statement prevents employers from assuming you are seeking visa sponsorship





Include a summary of your professional background as well as a specific objective statement about the kind of job you are looking for.





The key skills will be similar to the kinds of words you might use to search for positions.  You can also list your key skills in sentences that describe your experience.





For dates of employment, use month and year





The first one or two bullet points should summarize your overall role and responsibilities in the position.





The remaining bullets should contain accomplishments.  American Employers are driven by results, so include one whenever possible.





Use Action verbs to describe what you did.  For example:


Managed


Implemented


Designed


Initiated





Use Results verbs to describe the outcome of your action.  For example:


Reduced


Enabled


Improved











Survival jobs should go after your professional work experience so it is not the first thing an employer sees!











Additional information you may include in the education section includes:


Scholarships, Honors, Award


Thesis Projects (summary)





Other common sections that might be added to the resume include:


Volunteer Experience (very important when related to your career field)


Technical Skills (for IT/Engineering professionals)


Affiliations with Professional Associations





If your resume is more than one page, don’t forget a footer to indicate your name and the page number 








