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Preparing an Effective Resume: 
Why does it Matter?

• Because other applicants won’t bother!
• To get noticed!  By Recruiters and others.  
• Relationship building with Recruiters.  For future 

consideration – if this doesn’t work out, you’ll be 
remembered for the next opportunity.

2



Before You Start
• What type of opportunity are you seeking? 
• What position? agency? where? Willingness to actually accept 

the job?
• What does that prospective employer want from a candidate?
• Do a self-assessment. What assets, skills, and abilities do you 

have to give? 
• Create a list of those assets as well as accomplishments. 
• Connect the dots between what they want and what you 

bring to the table.  
3



Resume Do’s & Don’ts
• The average length of time that someone spends reviewing your 

resume is between 10 and 30 seconds.
• Every resume reviewer (Recruiter or HR staff) has their own 

preferences. 
• Start with a long-form resume with all of your experience and skills 

listed. 
• Then, tailor your resume to the qualifications and experiences desired 

by the agency; illustrate how/where you have accomplished the 
requirements of the position.

• Proofread your materials.  Better yet – have two other people 
proofread your materials.
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Resume Don’ts
• Typos, spelling and grammatical errors, date errors.
• Sloppy formatting, graphics, narrow margins (less than 1”).
• DON’T include attachments or references (unless requested).
• DON’T include photos, personal information, family 

information, list hobbies, or special interests.
• DON’T use your current agency’s email address.

X
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Resume Don’ts
• Too much or too little?  What is the right length?
• Functional resume vs. chronological resume?
• Don’t “recycle” your resume; not tailored to the 

position/agency.
• Insufficient information - don’t make someone guess about 

the location, size, complexity of an agency.

X
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Resume Do’s

• Select a clean, professional font and format.  
• Contact Information:  Make your name stand out and follow with 

your email address and phone number.  (No need to include 
mailing address).

• “Objective” or “Summary”? – debatable. Takes up space and adds 
little value.

• Chronological resume, starting with the most recent position.  
Positions held, agency, and dates (month and year).

9



• For each position, briefly describe the location, population, #FTEs, 
annual budget $, form of government, full-service or contract 
agency.

• To whom do you report (title only), # of staff you supervise, 
general responsibilities (not a job description).

• Add 3-5 key accomplishments that relate to what the agency is 
seeking (connect the dots here!)  Wherever possible, include 
quantifiable, tangible results of your job efforts.  Example: 
Negotiated vendor contracts totaling $6.8 million.

• Additional Experience - include internships or other experience 
that is valuable to your “toolbox.”

Resume Do’s
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Resume Do’s

Degrees, licenses, certificates
• List college/university name/location and specific degree and 

major
• List any licenses and certificates – date and license #
• If you have not graduated, leave absolutely no doubt of that fact.
Professional Organizations/Affiliations
• List those in which you belong and were active, especially those in 

which you served a leadership role or made a contribution.
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Resume Do’s

Never Stop Updating Your Resume!
• Keep a file of notes about key projects, accomplishments, as well as 

challenges you’ve faced on projects.  This will help in updating your 
resume as well as providing examples during an interview process.

• Ask a coach or Recruiter to review your resume from time to time 
and provide you with recommendations on revisions as well as 
experience gaps that you may need to consider.

• Don’t forget to update your LinkedIn account to keep your profile 
fresh at all times.
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Questions?



Cover Letter Do’s & Don’ts
The first item a resume reviewer encounters is your cover letter.  
Grab their attention and impress them!! There are three main 
purposes of a cover letter:

1. Demonstrate (quickly) that you’re able to “connect the dots” 
between what they’re looking for and what you bring to the table.

2. Illustrate that your background, experiences, and 
accomplishments fit some or most of their needs.

3. Exhibit your sincere interest in their position, agency, community.  
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Cover Letter Don’ts

• DON’T address it: “To Whom It May Concern”
• DON’T use the wrong person’s name, agency 

name, or position title!
• DON’T cut and paste or recycle a prior cover letter

X

17



Cover Letter Don’ts

• DON’T write a bland, boring cover letter.
• DON’T go over 2 pages. 
• DON’T use your current agency’s letterhead or work 

email address.
• DON’T forget to ask someone else to read it!

X
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Cover Letter Do’s
• Do your homework about the agency; illustrate your knowledge 

and familiarity about the job, community, and role of the position.
• Use key words and phrases (from the job announcement) that 

“connect the dots.”
• Exhibit your interest in joining their agency.  Think of your cover 

letter like dating.  It’s not all about you!  Why should they be 
interested in you if you haven’t effectively communicated your 
interest in them?
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Questions?



23

https://www.peckhamandmckenney.com

Download the 
ICMA Job 
Hunting 
Handbook



Thank you!

Please visit our website to register for our next webinar:
“Tips and Considerations for Being a Successful Applicant”
Thursday, March 24, 2022, 10:00 – 11:30 a.m.
Featuring Executive Recruiters Phil McKenney and Tony Dahlerbruch

https://www.peckhamandmckenney.com/


