RESUME WRITING

Your resume must clearly, concisely and strategically present your qualifications to get a
recruiter interested in meeting you. It should convey your skills, work experience and assets.
The resume is used to describe what you can accomplish professionally in a manner that also
illustrates what you can do for an employer. Job opportunities can arise unexpectedly. An
updated modern resume is the key to a successful job search. Here are some do's and don'ts of
how to write a good resume and what to include.

Resume Writing Do's
Keep your resume clear and concise
An employer takes an average of 30 seconds to skim a resume. You want them to see right away
that you are qualified for the position.
Proofread your resume numerous times
Be sure there are no spelling or grammar mistakes. Have someone else read it over as well. A
simple spelling mistake on a resume can give a negative impression to the employer. It can
even prevent you from getting the job.
Limit your resume to two pages
Place the emphasis of your resume on your most recent experience. Older jobs and experience
that are more than 15 years old should either be cut out or minimized. This way, the employer
can focus on more relevant information.
Tailor your resume to suit the position you are applying for
Specify work experience or achievements that are related to the position you are applying to.
This can be done by reviewing the job description or the employer website.
Highlight what you have accomplished
You want to be able to identify the best examples of where you demonstrated your skills. These
examples should speak to what you achieved in your role, and should demonstrate what kind
of employee you are. It is best to include this information in the "Work experience" section of
the resume.
Be honest
Lying on your resume is never a good idea. You don't want to overstate your skills or results as it
will mislead the employer. Have confidence in what you have to offer.
Quantify your achievements
Use firm numbers that the employer will understand and be impressed by. For example, how
many people you supervised, how many products you sold, by what percentage you increased
sales, etc.
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Use simple words and action verbs
The person reading your resume might not always be the employer. Resumes can be reviewed
by recruiters or Human Resources specialists who may not be familiar with your specific field.
Use simple and plain language, but also persuasive verbs such as handled, managed, led,
developed, increased, accomplished, leveraged, etc.
Include unpaid work that show off your skills
If you have volunteered with a well-known organization or worked for an important cause, put
it in your resume. You should include these experiences under the "Work experience" or the
"Volunteer work" section, especially if they are related to the position you are applying for.
Double check and include your contact information
Your resume should list your name, address, email and phone number. This information
should be placed at the top of the first page. Also, make sure this information is accurate.
Otherwise, the employer won't be able to contact you.

Resume Writing Don'ts
Don't use an inappropriate email address
Make sure your email is easy to read, easy to type, professional and non offensive. In general,
your email address should be based on your name. Exclude any nicknames, numbers, or
special characters.
Don't include unnecessary personal information
It is best to leave out any personal details such as age, weight, height, marital status, religious
preference, political views, or any other personal attributes that could be controversial. This
will prevent any potential bias. Most importantly, never include your Social Insurance Number
inyour resume.
Don'tinclude a picture of yourself
Although in some countries it may be acceptable to include a photo, it is not the norm in
Canada. It can actually lower your chances of obtaining a position and divert the whole focus of
your resume. You want the employer to focus on your skills and experience, not what you look
like.
Don't use too many bullets
Make your resume easy to read by limiting each resume section or sub section to 5-7 bullet
points. This will make it easier for the employer to scan your resume and identify your potential.
Each bullet point should be used wisely by keeping the information relevantand concise.
Don't use personal pronouns
Do not use "I," "my," or "me". Write your resume in the third person, as if it's being written by
someone else.
Don't simply list job responsibilities
Your job duties will be obvious from your job title. Instead, highlight your achievements by
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Don't make general statements

putting a personal spin on your job duties and providing specific examples.

Steer clear from vague statements that don't highlight your actual contribution. Unclear

statements such as, "Responsible for improving efficiencies and making cost savings", does not

provide any information to an employer. Personalize your experience!

Don't include reasons for leaving previous jobs

The main purpose of your resume is to promote you, your skills, experience and achievements.

It should be entirely positive, and therefore should not include reasons for leaving as it does not

add any value to you as a candidate.

Don't include references

An employer only requires references if they are seriously considering hiring you. Keep

references on a separate sheet and provide them only when they are specifically requested.

Don't include hobbies or interests

It is not recommended to mention hobbies because of the judgments potential employers can

make.

However, if your hobbies relate to the position, you may include them as they can

demonstrate to the employer why you are a good fit.

key sections of a resume.

1.

4

Contact information Include your name, phone number, professional email address,
and the city where you live.

. Summary statement or resume objective Present your strongest skills, experience and

what you bring to the job in two to three sentences. If you're a first-time job seeker,
changing careers or applying for a goal-oriented job, write a resume objective where
you also state your employment goals.

. Skills Include a bulleted list of six to eight skills relevant to the job for which you're

applying. In some cases, you can use the “Summary of Qualifications” or “Summary of
Skills” section to discuss a specific set of skills you learned on the job that qualify you for
the new role. Not every resume will have this section — it will depend on your years of
experience.

Work history Write your work accomplishments in concise bullet points, with your

current or latest job at the top.

What belongs in the work experience section:
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Your previous job titles and employers in reverse-chronological order.

The geographic location of each role.

Startand end dates for each role.

Depending on the resume format you choose, a brief list of accomplishments and
responsibilities.

. Education List your education credentials.
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What belongs in the education section:

Full name of each school you've attended.

Date (or anticipated date) of graduation.

Type and title of your degrees and/or certifications.

Any education-related awards or distinguishing accomplishments.

. Certifications/training List any additional certifications you possess or training you have

completed.

Complement your resume with a perfect cover letter

Submitting a cover letter with your resume will help you look more professional and

enthusiastic about the job opportunity.

A cover letter is a blank canvas where you can complement your resume and market yourself,

providing extra details about your history and who you are. You can also include further

context on specific projects or work achievements and give hiring managers insight into your

personality and how you can be of value to the company.
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Md Ashique Elahi Email: ashiquerahil990@gmail.com

Mobile: +918010609067
Md Ashique Elahi
IB Global Academy
South City 2, Gurgaon
Dear Sir/ Ma’am

I recently read of the advertisement of the foreign language program. Please consider this letter and the
attached resume as my application for a foreign language teaching position. | am able to provide the
enthusiasm and experience needed to play a role in the start of this exciting new program.

As you look at my credentials, you will find that my experience offers flexibility for your staffing
strategies. | am able to easily transition between the two subjects, or teach both. With teaching
experience in IB Global Academy, and in different institutes, | am able to teach students in grades 4-6 as
they prepare for grades 7-12.

One of the most valuable features | bring to the classroom is my experience of teaching in different
style. With the voice of expertise, topics of international culture will be brought into the curriculum.
Students will not only learn to speak, read, and write a foreign language; they will also experience the
sights, sounds, tastes, and character of the cultures attached to those languages. The result will be the
students will develop a broad view of the world; its people, societies, and cultures, through the study of
a foreign language. Ultimately, the students will develop a passion to continue their relationship with
the world beyond our borders.

Thank you for taking the time to review these documents. So, please feel free to contact me at the
address or cell phone number posted above. It would be my pleasure to meet with you to discuss
possible employment at your place .

Sincerely,

Md Ashique Elahi
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Curriculum Vitae

Md. Ashique Elahi
Address: A131, 4% floor
Shaheen Bagh, Jamia Nagar
Qkhla, New Delhi— 110025

Email: ashiquerahi1l990@gmail.com

Mobile No: +918010609067
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Career Objective

To live honest and hard life to work in a highly challenging competitive environment for the
enhancement of my creative abilities and optimum profitability of the organization This allows me
to grow by applying my skills and experience. Also give me scope to enhance my capabilities
in this field.

Experience:-

“* worked in Sayesha Enterprises Pvt Ltd, as customer care executive in Spanish
language.

Duration:- Jan 2015 to Dec 2015 .
Post - Senior Spanish customer care Representative.
Responsibilities:-

Attanding calls from the customers.
Giving solution to the clients.

Daily reporting to the floor manager.
Maintaining data on excel sheet.

Acadmic experience:-

» Have been working as a Spanish and Arabic teacher since 2012 in iB Language Classes.

Professional Qualification:-

» Advance Diploma in Spanish from Jamia Millia Islamia University New Delhi,

Academic Qualification

» Graduation from Darul Uloom Nadwatul Ulama Lucknow UP.
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Language Known

Language Speak R e a d/W r i t e
Spanish v
Arabic v
English v
Curricular Activities

NENEN
ANENEN

» Attended the 21 days training programme “ Earn While You Learn-Sensitising Youth to
Tourism 2012” scheme of Ministry Of Tourism, Govt. Of India.

Computer Skills

> Thorough knowledge of CRS in Amadeus.
» Good knowledge in Ms Office

» Well versed in Internet

Strength

# Flexible
» Patience
» True to my words

Hobbies

# Travelling, Swimming
# Listening to music
# Learning from sources

Additional Details

Father's Name : Md Mansoor Alam
Date of Birth : 06/06/1990
Nationality : Indian

Religion : Islam

Gender : Male

Marital Status. : Single

Passport Details : L4692180

Declaration

| hereby declare that all the information given by me is true to best of my knowledge.

Place:
Date: (Md. Ashique Elahi)
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