
Learning & Organizational Development



Overview of your experience

Helps create a first impression

Establishes qualifications and credentials

Highlights specific, relevant background

Must be a dynamic, evolving document
(specific to the position you are applying for)

WHAT IS A RESUME?



Multiple pages

Focus on KSA's

Personalized to your experience (don't copy and
paste job description)

Details, details, details!

COUNTY RESUME
County resumes are different than private industry resumes.
Get noticed - update your resume!



FORMAT

Easy to read, most common, preferred by
County

Most recent work experience to oldest

Effective when education and experience is
relevant to the position

Reverse Chronological 







CONTACT
INFORMATION

Name
Address
Professional Email Address
Phone (work and personal)

Create Professional Voicemail Message
Set Social Media to Private

Tips:

Work Phone: (951) 955-XXXX

EXAMPLE:
Ima Student
900 University Blvd. 
Riverside, CA 55555
imastudent001@gmail.com
Cell Phone: (951) 555-XXXX



Optional - Not Usually Needed for the County
Clear, concise statement of your immediate objective

Unprofessional Objective

Professional Objective

"Dear County of Riverside Human Resources: I am a 21-year-old single mother, and I
would like any position that you think I am qualified for."

"Seeking position as a Child Support Specialist. Willing to re-locate to work in the desert
cities. Knowledgeable in interviewing techniques and experienced in customer service."



School name
Major, minor and concentration
Any college degrees obtained, or units completed
GPA if relevant or required
Graduation date or expected graduation date
All relevant college coursework

include unit info as it can increase your competitiveness
Professional licenses (especially if required)
Occupational training programs

EDUCATION
University Name
Bachelor of Science, Public Administration, Concentration: Human Resources
Expected Graduation June 2024
Completed 120 Units



Jobs, internships, leadership roles, research

Most recent first with title, organization, division, location 

Describe responsibilities with action verbs and KSA's

Include month and year for all employment and education

Detailed employment information

Use industry language, numbers and describe accomplishments

Avoid personal pronouns (I, my, or me) and using the third person (she, he)

Watch verb tense - present tense vs past tense

Focus on projects you completed that are relevant to the job you are applying for

      and dates



Office automation, data entry and general administrative duties. Dispatch and
maintenance scheduling of fleet of over 130 vehicles.

When you only provide a limited amount of information a recruiter does not have the
tools to determine if you are a competitive candidate. 

Example: 
Experience for a Maintenance Scheduler/Fleet Dispatcher

This person probably has clerical skills such as filing, reporting, and computer knowledge
of multiple frequently used office programs including a wide knowledge of office
equipment, customer service skills and experience. However, none of this can be seen
with the limited amount of information provided.



TASK STATEMENT



KSA's
What are my Knowledge, Skills and Abilities?

EXAMPLE:

Senior level manager at a corporate Fortune 500 company with experience in the
management of retirement services and banking operations, public relations,
customer service, communications, retirement education, investments, and the
development of client/member educational training programs. Proven ability to work
within a senior management team in a dynamic office setting, motivate staff, promote a
team building environment, and represent the organization in a professional and
positive manner to others in the industry, public officials, the general public, and other
parties.

Resource: https://www.onetonline.org/ 

https://www.onetonline.org/
https://www.onetonline.org/


KSA's CONTINUED
Example of describing a caregiver position with Knowledge, Skills and Abilities

Original:

"Washing my grandfather’s clothes, making sure he took medicine, helped with
shopping, made breakfast, lunch, and dinner, cleaned his room."

Improved:

"Responsible for assessing, planning, and organizing daily household needs such as the
following: collecting, sorting, and washing laundry, ensuring proper medication is
administered on a daily basis, and meal planning and maintaining a nutritious diet."



Typically included at the end
Technology, language & special skills
Soft skills (great communicator, team player, detail oriented, etc.) should be described in
experiences
List skills in order of relevance

COMPUTER SKILLS
PeopleSoft, TAM, SHL, NeoGov, Microsoft Outlook, Word, Excel, PowerPoint, Access, Adobe
Photoshop, Symplicity Database, Facebook, Twitter, LinkedIn

LANGUAGE SKILLS
Bilingual - speak, read, and write both English and Spanish fluently



TECHNICAL SKILLS
Software: ViewLogic, SolidWorks, ABAQUS, MatLab/Simulink, AutoCAD, PSpice 
Programming: JAVA, C/C++ 
Operating Systems: Windows XP/NT, Unix (BSD, Solaris, Linux) 

LABORATORY SKILLS
SDS-PAGE                       PCR/Cloning                                      ELISA 
Electrophoresis             Spectrophotometry                         Computer Data Analysis 
Amino Acid Analysis    DNA/Extraction/Quantification    Microscopy 



Name on all pages
Use page numbers
10-12 point size, standard font
Margins are 1/2 inch to 1 inch
Make sure it is free of spelling and grammatical errors 
Avoid shading, graphics
Use bold sparingly
Be consistent
Focus on transferrable skills, specific accomplishments, use numbers
Don't include photos
Don't include your age, gender, ethnicity, marital status, social media accounts, etc.
Don't include references
Save as a PDF

FORMATTING



Include if required or requested

Typical for high-level positions

Enhances resume information

Include an attention grabbing statement

Introduce yourself, current situation, and include
how you would be an asset to the department

Match your experience with what they seek

Illustrate your knowledge of the company



Joe
Olivares

Hayden
Quezada

Veronica
Sandoval


