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Are You Ready to Master
the Art of Résumé Writing?
Whether you’re just starting out or you’re a seasoned
writer, if your goal is to become one of the premier
résumé writers in the industry, this one-of-a-kind
training program is just for you!

The program’s initial lesson will focus on the fundamen-
tals, then move on to progressively more advanced
topics, each designed to give you a unique new per-
spective on résumé writing.

Learn From Your Home or Office!
Unlike most other training programs, there’s no need to
book costly air or hotel reservations; this program is
conducted from the comfort of your own home or office
using the tools you’re already using in your business—
your telephone and your computer!

Everyone from beginner to the seasoned résumé writer
can benefit from the techniques covered in this course.

“ I am getting more out of this class already
than I have in other classes for which I paid
much more! My business has increased
since the class started.” – Marcia Baker

You ’ ll Learn How To…
·  Design résumés for different job levels, ranging

from blue collar to executive.

·  Understand the differences between résumé
formats and choose the right ones for your clients.

·  Integrate the Challenge/Action/Result technique to
create high-impact résumés and cover letters.

·  Master writing a more powerful and compelling
career profile or qualifications summary.

·  Integrate design elements to emphasize key
highlights of your clients’ background.

·  Tailor marketing strategies specifically for your
clients’ job targets.

·  Engage the reader with more descriptive and
dynamic language in your writing.

·  Utilize prudent editing techniques to curtail flowery
overwriting.

·  Deal effectively with common résumé problems…
and much, much more!

A program of this ca liber has never
been developed by any other

profess ional résumé writing o r
career-related organization!
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Prog ram Out li ne

Module 1 – Overview of Résumé Formats, Structure,
Organization & Mechanics
·  What Is a R� sum�?
·  What Do R� sum� s Look Like?
·  Choosing the Right R� sum� Format
·  Basic R� sum� Components
·  Special Sections, References & Personal Information
·  R� sum� Mechanics—Tense, Use of Possessives,

Layout/Design, Length

Modu le 2 – Strategy, Sales Pitch, & Data Collection
·  Marketing 101—Showcasing Your Client's Value
·  Why Developing a Strategy & Sales Pitch is Vital
·  Interview or Questionnaire—Which Works Best?
·  Design a Questionnaire That Meets Your Needs
·  Pre-Interview Research—It's Critical to Successful

Data Collection
·  The Interview—Keep Them Talking, Ask Lots of

Questions, But Don't Exceed Your Time Limit
·  Creating the Initial ‘Data Dump' Document
·  Organizing Data and Determining What's Relevant

Modu le 3 – Content Development (Education,
Memberships/Affil iations, Other Sections)
·  Why Building the R� sum� Piece by Piece is a Stress-

Saver AND More Efficient
·  Turning Strategy & Sales Pitch Into a Working Outline
·  Building the Education & Training or Professional

Development Profile
·  What to Do When Your Client Doesn't Have a Strong

Educational Background
·  Memberships & Affiliations—Include Only What's

Important to Highlighting Client Value
·  Military Background and Volunteer Experience
·  Licenses, Certifications, and Technical Skills
·  Special Awards and Recognition
·  Personal Information

Modu le 4 – Content Development (Experience)
·  Formatting this Section to Facilitate Fast & Effective

Flow of Information
·  How Far Should You Go Back: 10 Years? 20? 30?
·  Start at the Beginning—Learn to Write Backwards
·  Establishing the Framework for Each Position Held
·  Use the Challenge, Action, Result (CAR) Method to

Showcase Accomplishments
·  Train Your Brain to Distinguish Between Responsi-

bilities and Accomplishments
·  Describing the Client's Scope of Responsibilities

(While Keeping it Short and Succinct)
·  Challenge the Client—Ask Questions in Draft #1

Prompting the Client For Additional Details
·  Mastering Usage of Keywords and Industry Jargon

Modu le 5 – Content Development (Career Profile)
·  Objective Statement vs. Career Profile Revisited
·  Why the Career Profile is the Most Critical Part
·  What Do You Want to Say—Defining the Key Value

Propositions and Message
·  Creating a Strong Heading & Value Summary Tagline
·  Structuring the Tone / Style / Delivery of the Message
·  Matching the Language and Tone of the Career

Profile to the Remainder of the R� sum�
·  Building a Powerful and Succinct Keyword Summary

Modu le 6 – Writing a Powerful Cover Letter
·  The Cover Letter—Is It Necessary?
·  The ABCs of Writing a Powerful Cover Letter
·  Avoiding Common Cover Letter Blunders
·  Delivering the First Draft to Your Client
·  Double Your Profits With High-Impact Cover Letters

and Multiple R� sum� Targets

Martin Yate, Nationally Published Author: "Tracy Parish
is a leading résumé writer whose dedication to the craft is
clearly reflected in her work. I am delighted to have her
résumés and cover letters featured in two of the “ Knock
‘Em Dead” books; and look forward to the contributions
she will make to our profession in the training arena.”

Prog ram Detail s
This is a “ tell -show-do”  curriculum, the most inter-
active training program you'll ever experience!

At the heart of the course are six formal training
lectures provided in audio format, each averaging 60
minutes in length. The accompanying instructional
package includes comprehensive program notes,
reference materials, self-assessment exercises, and
many other resources to assist you on your journey
towards achieving excellence in r� sum� writing.

Think that's it? Think again! What makes this program
unique are the six, 90-minute live teleconferences
you'll have with Ren� an d Tracy. These informative
Q&A discussions with your fellow classmates permit
you to ask questions about the material covered in
each module or review issues with real-life r� sum�
projects. We limit class size to 10 participants, which
means you'll have plenty of opportunities to tap into
your trainers' expertise!

You'll also be able to submit several r� sum� s for
evaluation during the live sessions. Many participants
say this is the most valuable part of the program!

For the low cost of $499 US, this program will put
you on the fast track to writing top-notch, highly
effective r�s um� s for clients of all skil l levels.

“ On a scale of 1 to 10, this course was a
10+. I ’ve taken a lot of classes and this
has been first rate!” – Jane Sheridan
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Meet You r Train ing Team

  Ren� Hart is widely regarded as
one of the leading r� sum� strategists in the career
services industry, having launched two successful
companies (Executive Career Solutions and R� sum� s
For Success!) while serving as mentor to countless
fledgling r� sum� writers in her 15+ years.

Training and professional development have always
been a priority for Ren� , and she applied her expertise
to drive development of a comprehensive certification
examination for a leading industry organization.

Partnering with several collaborators, Ren� ha s
tirelessly worked to provide the r� sum� writing com-
munity with groundbreaking resources from which to
cull information and exchange ideas, including the first-
ever industry professionals online chat and the original
“e-list” electronic mail discussion forum.

A strong advocate of designing r� sum� s as marketing
tools and not simple “career obituaries,” Ren� ha s
helped many of her fellow writers to hone their skills,
reinforcing a “show ‘em, don't tell ‘em” approach in
crafting documents that illustrate their clients' value to
prospective employers. Examples of her work have
been published in nationally distributed r� sum� com-
pilations by renowned industry authors such as Martin
Yate, David S. Noble, PhD, and Jay Block. Articles
presenting her unique perspective on the science of
r� sum� writing have appeared in Wall Street Journal
publications and on numerous career web sites.

Ren� lives in North Carolina with her husband and two sons.

Rise to the Chall eng e: A Person al
Messa ge from Ren� a nd T racy
We believe that in order for you to carve out a niche for
yourself among the other professionals in our ranks,
you must strive for excellence, not mediocrity.

Never ask yourself if the r� sum� s you're writing are
“good enough.” Instead, ask yourself if the documents
effectively sell your clients. Do they present vivid,
powerful, and convincing profiles of individuals who
are arguably the best candidates available?

Reaching this level of excellence doesn't come easy to
any of us; it is achieved through countless hours of
practice, a staunch commitment to training, and the
humble acknowledgement that there is always some-
one out there who can write better than we can.

If you want to be one of those whose name is always
mentioned as the “best of the best,” understand that
training is an ongoing part of your professional develop-
ment, no matter what skills you've mastered.

  Tracy Parish runs CareerPlan, Inc.,
Executive Career Solutions, and R� sum� s For Success!,
three top national r� sum� writing and career development
firms. She has been a professional r� sum� writer and
career consultant since 1994, with ten years' previous
experience in the r� sum� writing field.

In addition, Tracy has acquired a wealth of corporate and
public media experience with executive support roles at
companies such as Caterpillar, Inc., and International
Paper. She has served in several high-visibility public
media roles, including co-host of a popular public tele-
vision program, and as a guest soloist performer on
television/radio shows and at national conferences.

Tracy has also served as a key speaker at universities,
colleges, corporations, and professional associationsÐ
including the University of Illinois, St. Ambrose College
MBA Student Division, Illinois Central College, and the
Business & Professional Women's AssociationÐwhere
she has covered timely career topics on r� sum� , CV, and
cover letter preparation and successful job search
techniques. Many of her articles have been featured in
top industry newsletters and on various career-related
web sites. Her r� sum� s and cover letters have captured
a national audience in best-selling career books authored
by top industry authors Martin Yate, Jay Block, Wendy
Enelow, and Louise Kursmark.

Tracy's creative r� sum� styles and top-notch writing skills
help her stand out as one of the best in the industry. She is
a strong advocate of continuing career education and
believes it is one of the vital keys in raising the standard
within the career services industry.

Tracy lives in Illinois with her husband and two sons.

~ ~ ~
Wendy Enelow, Founder / Former Executive Director, Career
Masters Institute (CMI): "Ren� Hart is a true leader in our
industry. I can personally attest to the consistently superb
quality of the r� sum� s and other career marketing communi-
cations Ren� has written. What’s more, her clients have been
delighted and received consistently strong responses in all of
their job search marketing efforts. Just as important, Ren�
gives much back to the r� sum� writing industry… she has
earned the respect of r� sum� writers nationwide for her
expertise and commitment to our industry.º
(continued from left )
Professionals in all walks of life view continuing education
/training as an investment in their careers: a means to
hone their skills, advance to the next level, and generate
additional income. “The journey of a thousand miles
begins with a single step.” Take this first step today…we
promise you won't be disappointed!
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Why Is Training Necessary?
There are hundreds, if not thousands, of r� sum� writ-
ers across the U.S., but if you asked 20 colleagues to
list their ªtop 10,º the same names would be mentioned
time and again, the ªlegendsº of our industryÐWendy
Enelow, Louise Kursmark, Jan Melnik, Susan Whit-
comb, Pat Kendall, Janice WorthingtonÐr� sum� writ-
ers who came into prominence in the 1980s and con-
tinue to be a dominant presence today.

How did they earn such stellar reputations?

What makes them different f rom everyone
else in the indu stry?

In a word, training. When the ªlegendsº first started out,
there were very few resources available. Since many
were geographically scattered and there was no Internet
to connect everyone together, it was a feeling of ªthem
against the world.º They learned through experience,
trial-and-error, and mistakes on real clients. Their busi-
nesses were slower to succeed because the tools at
their disposal were limited. Once they figured out what
they were doing, though, they forged the way for you to
become the industry leaders of tomorrow.

Another reason for training? The opportunity to earn
valuable CEUs! Check with NRWA, CMI, PARWCC, or
CDI to find out how many CEUs you'll be awarded upon
completion of the program!

New to Teleclasses?
Never attended a teleclass before? All you need is a
telephone! It’s simple, easy, and fun!

If you've never attended a teleclass before, you're in
for a treat! This is a convenient, interactive, informa-
tional, and fun program unlike anything else you've
been part of before.

It’s as easy as 1-2-3…

1) Listen to the pre-recorded class lecture.

2) Dial in on the designated date and time.

3) Punch in the assigned PIN number.

You’re in the class and ready to learn!

.

TR A I N I N G  S C H E D U L E      All Sessions 12:00PM – 1:30PM (Eastern)  �   Choose one of the following:

1ST
 QTR. 2007 2ND

 QTR. 2007 3RD
 QTR. 2007 4TH

 QTR. 2007

January 9, 23 April 10, 24 July 10, 24 October 2, 16, 30
February 6, 20 May 8, 22 August 7, 21 November 13, 27
March 6, 20 June 5, 19 September 4, 18 December 11

To register for the program, call 1 - 8 88 - 4 49 - 2 20 0 .
Registration fee of $499 US is payable by Visa, MasterCard, American Express, or Discover. Due to the exclusive
nature of this training, no refunds can be offered. If you must withdraw from the session for which you registered,

the registration fee can be used for a different session. Class size is limited to 10 participants each.

See what top indu stry profess ionals have to say abou t the skill s of our trainers…
Sally McIntosh, Former Certification Chair, National R� sum� Writers Association (NRWA)

ªI have known Ren� for many years. She is a consummate professional who has always held to high standards in this
industry. She is an outstanding r� sum� writer. Anyone who ªsits at her feetº is bound to come away a better writer.º

~ ~ ~

Wendy Enelow, Found er/Former Executive Director, Career Masters Institute (CMI)
ªTracy Parish is one of the shining stars in the r� sum� writing industry! She is an excellent writer, both creative and

strategic in her approach. What's more, she is an active participant in numerous training programs
to ensure that her clients get the `best' r� sum� a dvice and support she can provide.º

~ ~ ~

Participant Endorsement: “ I just can’t imagine there would have been a better way for me to
start my r� sum�  writing career than by taking this class!”  – Andrea Leininger




