
PARTICIPANTS!



Meeting Guidelines



Roll Call

When you hear your name, 

unmute your mic and let us 

know that you are present.



Todays Presentation:

We will be discussing resumes in today's 
presentation. As an example, we will 
present a job offer that we would like to 
apply for and a resume that is not 
properly formatted to be competitive. As 
participants, we will ask you why the 
resume is not effective for applying for 
the job offers

Resume Presentation



Core Components of a resume

The job of keywords is to get 

the attention of hiring 

managers because it matches 

the job description. Given that 

most recruiters and hiring 

teams simply scan resumes for 

relevant experience, having 

keywords makes your resume 

stand out against all other 

candidates.

The goal and overall purpose of a 

resume is to introduce your 

qualifications and skills to 

employers. It's an informational 

document that tells your career 

story, outlining all details in an 

easily readable format.

• 1) Contact information

• 2) Objective Statement

• 3) Experience

• 4) Skills

• 5) Education

Core Components



Visit our website for more help regarding resume

https://ipdcoffice.com/components-of-a-resume/



The importance of keywords

The job of keywords is to get 

the attention of hiring 

managers because it matches 

the job description. Given that 

most recruiters and hiring 

teams simply scan resumes for 

relevant experience, having 

keywords makes your resume 

stand out against all other 

candidates.

Reminder:

On average, 

employers look 

at a single 

resume for 

seven to ten 

seconds.





What's wrong with this resume? #1



Answer for #1:

Bad Grammar

Resume Presentation

Bad spelling and grammar are one of the quickest ways to get your resume thrown 

away.

If you submit a resume like the one above, employers will assume that you don’t 

care enough about the job to proofread your work or even run it through a spell-

checker.

If you can’t be bothered to spellcheck your own resume, who would trust you to 

handle the responsibilities of a full-time job?

To avoid this classic resume mistake, read through your resume once or twice, or 

even get another person to check it as well.



What's wrong with this resume? #2



Answer for #2:

Terrible Fonts

Resume Presentation

Avoid “hand-written” style fonts on your resume.

This candidate’s professional experience seems impressive — at least it 

would if anyone could read it.

Unprofessional and hard to read fonts like the one used in this bad resume 

example are guaranteed to turn any hiring manager off. Additionally, stylized 

fonts are difficult for application software to process, making it even more 

likely that your resume will get rejected.



What's wrong with this resume? #3



Answer for #3:

Too Long

Resume Presentation

Your resume shouldn’t take employers all day to read.

We’ll be blunt: this applicant’s resume is just too long.

Hiring managers don’t have much time to look at each resume. Making your 

resume two pages or more and listing every job you’ve ever held (like in this 

example) will overwhelm busy hiring managers.

The result? Your most important qualifications get overlooked. Not only that, 

but if you only have a couple of years of professional experience, making 

your resume too long comes across as over-confident.



What's wrong with this resume? #4



Answer for #4:

Formatting

Resume Presentation

This candidate’s experience looks pretty good. Unfortunately, the rest of their 

resume doesn’t.

Inconsistent spacing, misaligned icons, random font sizes – this candidate 

managed to mess up nearly every part of their resume formatting.

While the content of your resume is ultimately what employers are most 

interested in, a sloppily formatted resume like this can immediately ruin your 

chances of getting an interview.



Location that offer resume support



WorkSource Center

Locations to Help with Resumes

Sun Valley WorkSource Center
(818) 504-0334

9024 Laurel Canyon Blvd, Sun Valley, CA 91352

Inglewood One Stop
(310) 680-3700

110 S La Brea Ave, Inglewood, CA 90301



WorkSource Center

Locations to Help with Resumes

Downtown/Pico-Union WorkSource Center
(213) 353-1677

1055 Wilshire Blvd #900a, Los Angeles, CA 90017

Pasadena Community Job Center
(626) 440-0112

500 N Lake Ave, Pasadena, CA 91101





Announcement #1

Need help paying your utility bills?

Resume Presentation

The Low-Income Home Energy Assistance Program (LIHEAP) helps keep 

families safe and healthy through initiatives that assist families with energy 

costs. HEAP provides federally funded assistance in managing costs 

associated with home energy bills, energy crises, weatherization and energy-

related minor home repairs. The mission is to help low-income eligible and 

qualified households offset their heating and cooling costs by providing a 

once-a-year payment to either their gas or electric bill.



Announcement #2

Get low-cost computers
Offers the South LA /LA community access to 

discounted devices, low cost to free internet plans 

and free digital skills training.

For more information please contact HUMAN I-T 

to get any of the items listed above

Call- 888-391-7249

Text- 562-561-2565

human-i-t.org/get connected

http://human-i-t.org/get


Announcement #3

Resume Presentation



Questions?
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