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before purchasing it in order to gage whether or not it would be worth my time, and all praised The Damn Good 
Resume Guide, Fifth Edition: A Crash Course in Resume Writing: 

0 of 0 people found the following review helpful. Helped Me Update My 20+ Year Old CV!By Steve.RConcise and 
impactful. Guided me through the process of updating my 20+ year old CV. It was recommended to me by a friend 
who used this to update her CV, which helped her secure an amazing new position! While there's no guarantee you'd 
obtain a new job by using this book, it will help you start thinking how you market yourself.0 of 0 people found the 
following review helpful. The book to buyBy pomeraniansExcellent book. Shows many different styles of resumes. 
Helps make a professional concise resume. Highly recommend.0 of 0 people found the following review helpful. One 
StarBy James D. WilsonIn my opinion "Resumes for Dummies" was a better buy as to content.

http://f3db.com/pub/links.php?id=B0082XLR0Y


One of the best-selling resume books of all time and a trusted resource for job-seekers for nearly three decades, this 
edition ofnbsp;The Damn Good Resume Guidenbsp;has been completely revised and updated for todayrsquo;s 
marketplace.One of the best-selling resume books of all time and a trusted resource for job-seekers for nearly three 
decades, this edition of The Damn Good Resume Guide has been completely revised and updated for todayrsquo;s 
marketplace.The Shortest Distance Between You and Your Next Job For hundreds of thousands of job seekers, The 
Damn Good Resume Guide has been the go-to resource for writing and refining their resumes to damn near perfection. 
Filled with savvy advice and written in a straightforward, user-friendly style, The Damn Good Resume Guide will 
help you zero in on that dream job, then craft a winning resume that gets your foot in the door.nbsp;This tried-and-true 
best seller has been fully revised and updated for todayrsquo;s job market, including: Contemporary sample resumes 
(all of which landed interviews!) with job objectives running the career gamutmdash;from line cook to sales manager, 
school principal to software engineer.Tips on creating a functional, chronological, or hybrid resumemdash;and advice 
on choosing which format is best for you.What to include and what to leave out of your resume, so you get the job you 
really want.Smart ways to deal with gaps in your work history and other less-than-ideal resume scenarios.Instructions 
for writing cover emails and submitting resumes electronically.How to set up (and excel at) an informational 
interview.Advice for formatting, polishing, and proofing your resume so that it stands out in the right way.And much 
more!Follow Parker and Brownrsquo;s ten easy steps, and yoursquo;ll be well on your way to a smart, effective, and 
thoroughly modern resumemdash;a resume that makes you look good and produces results.

nbsp; ldquo;Most resume books are written for people with perfectly impeccable, straight-as-an-arrow work 
backgrounds. [This is] for the other 99 percent.rdquo; mdash;Joyce Lain Kennedy, nationally syndicated career 
columnistAbout the AuthorYANA PARKER was the best-selling author of five highly successful books for job 
seekers. nbsp;BETH BROWN is a former contributor to Yanarsquo;s Damn Good newsletter and has worked as a 
resume consultant for more than fifteen years. nbsp;Visit www.damngood.com.Excerpt. copy; Reprinted by 
permission. All rights reserved.HOW I CAME TO WRITETHE DAMN GOOD RESUME GUIDELong-Time 
Interestnbsp;nbsp;nbsp;nbsp; For many years Irsquo;ve had a great interest in peoplersquo;s work lives and job 
satisfaction (including my own); this first showed up in a three-year volunteer job as director and coordinator of a 
community youth employment service. That led to a job with an upstate New York community college project to train 
unemployed high-school dropouts in job-related skills, and then on to a similar position as ldquo;Community 
Workerrdquo; with New York state employment offices in Albany, Troy, and Schenectadymdash;a job I really 
loved.nbsp;nbsp;nbsp;nbsp; Later, living in California, I noticed that many of the people in my personal network were 
involved in career counseling and small business development, so I started organizing get-togethers to brainstorm and 
strategize about our own work, just for the fun of it. Then, in 1979, I decided to try self-employment, using my writing 
skills and my new red-hot IBM Selectric typewriter. I resigned from office work in the big city to use my talents in a 
more personally rewarding way. I began by offering an editing, typing, and business-writing service out of my home 
in Oakland, but soon specialized in resumes, because it turned out to be a natural for me, and because very few people 
seemed to know how to do it well.nbsp;The Humble Freebie Gets Statusnbsp;nbsp;nbsp;nbsp; I never really set out to 
write or publish this book. It started out, in 1980, as just a few loose pages of instructions and examples, handed to 
clients as ldquo;homeworkrdquo; before wersquo;d get together to work on their resume. (Irsquo;d grown weary of 
giving the same instructions verbally over and over, so Irsquo;d finally written them down.)nbsp;nbsp;nbsp;nbsp; In 
our ldquo;Briarpatchrdquo; self-help group of small-business people, there was a financial consultant, Roger Pritchard, 
and one day I hired him to help me look critically at the fragile economics of my business. He noticed the packet of 
ldquo;homeworkrdquo; pages I gave to clients (by now it included sample resumes and a list of action verbs), and he 
asked, ldquo;Why are you giving this away? Donrsquo;t you see that itrsquo;s valuable, and that you could easily get a 
few dollars for it?rdquo;nbsp;nbsp;nbsp;nbsp; So I took his advice and at the same time expanded the packet and 
wrote up the instructions in greater detail. I designed a card-stock cover, stapled everything together, and priced it at 
$2. Over the following year I expanded it twice more, the cover price increased, and I began to suspect that it might be 
marketable as a how-to guide independent of my resume writing business. So I typed it up even more carefully, added 
some graphics, designed a more professional cover, and persuaded two Berkeley bookstores to carry a few copies on 
consignment.nbsp;Getting Publishednbsp;nbsp;nbsp;nbsp; It turned out that Phil Wood, owner of Ten Speed Press, 
almost immediately found a copy in Codyrsquo;s Bookstore, liked it, and proposed publishing it.nbsp;nbsp;nbsp;nbsp; 
Now, many years and multiple revisions later, The Damn Good Resume Guide has clearly become respected and very 
popular in its field, with well over half a million copies in print. Professional job counselors call it ldquo;the best 
available,rdquo; and a fair number of job clubs and career development centers (and even college instructors in 
business writing, psychology, and womenrsquo;s studies!) use The Damn Good Resume Guide as required 
reading.mdash;Yana Parkernbsp;nbsp;IN YANA'S FOOTSTEPSmdash;REVISINGnbsp;THE DAMN GOOD 
RESUME GUIDEnbsp;nbsp;nbsp;nbsp;nbsp; Since Yana first pioneered the idea of a resume as a marketing tool, 
times have changed. We are now moving rapidly through the twenty-first centurymdash;and barely able to keep up 
with ourselves, in many ways. In the world of job hunting and resume writing, some things have changed, while others 



have remained the same. Itrsquo;s still important to create a document that is clear, accurate, articulate, and easy to 
read. Itrsquo;s still crucial that job seekers highlight their experience and accomplishments in a way that is relevant to 
the prospective employer, and itrsquo;s still crystal clear that many people need help with marketing themselves and 
their skills to get a job that meets their needs. Now, however, there are many more ways available to create, deliver, 
and distribute resumes to the outside world, due to the explosion of the World Wide Web and the ever-expanding 
assortment of online marketing tools.nbsp;nbsp;nbsp;nbsp; Irsquo;ve been ldquo;walking in Yanarsquo;s 
footstepsrdquo; for more than fifteen years, writing resumes, cover letters, and other materials to help job seekers 
navigate the ever-changing job search landscape. As a ldquo;bridge builder,rdquo; I have worked with people from all 
over the worldmdash;corporate, nonprofit, public sector, military to civilian, career changers, executives, college 
grads, fifty-plus, public figures, parents and others reentering the work force, white collar, blue collar, and green 
collar! As it was for Yana, resume writing was a natural for me, and Irsquo;ve enjoyed finding ways to support, 
empower, and build the confidence of every job seeker, with the same sense of humor and the same straightforward, 
no-nonsense compassion that Yana was known for.nbsp;nbsp;nbsp;nbsp; During my training to become a resume 
writer in 1995, I had lunch with Yana. We talked about many things, including but not limited to resume writing. I was 
glad to meet her and appreciated her warmth, humor, and clarity. For the next several years, I contributed to 
Yanarsquo;s Damn Good newsletter.nbsp;nbsp;nbsp;nbsp; Yana herself was always keeping up with trends and ideas; 
she would readily change her opinion and/or attitude about job-related subjects and publish her latest findings and 
thinking in her monthly newsletters. Although some things have remained the same in the job search world, there are 
now distinct differences, particularly related to the digital age. In the digital world what has changed is how resumes 
are being read. This revised and updated book provides readers with tools to help quell their fears of technology, while 
also providing access to up-to-date information about the latest in resumes, cover letters, and other job search tools via 
the companion website, www.damngood.com.nbsp;nbsp;nbsp;nbsp; It has been an honor (and great fun!) to update 
The Damn Good Resume Guide to bring it more fully into the twenty-first century.mdash;Beth Brownnbsp;Useful 
Definitionsnbsp;nbsp;nbsp;nbsp; To help us start off on the right foot, here are some definitions of terms that will be 
used throughout this book:A ldquo;DAMN GOODrdquo; RESUME is a self-marketing toolmdash;a kind of personal 
advertisementmdash;that shows off your job skills and their value to a future (also called ldquo;prospectiverdquo;) 
employer. The main purpose of a resume is to help you get a job interview. So it starts off by naming your job 
objective and then describes your skills, experience, and accomplishments as they relate to THAT job 
objective.nbsp;nbsp;nbsp;nbsp; Remember, writing a good resume is very different from filling out a job application. 
An application form is about JOBS and gives just the facts of your employment history. But a ldquo;DAMN 
GOODrdquo; resume is about YOU and how you perform in your jobs. Itrsquo;s very important to see the 
difference!nbsp;nbsp;nbsp;nbsp; A CHRONOLOGICAL RESUME presents your work experience in a traditional, by-
date format, listing the jobs yoursquo;ve held and describing the activities and accomplishments of each job in 
separate statements, also called bullet points, nbsp;with the most recent job appearing first. nbsp;nbsp;nbsp;nbsp; A 
FUNCTIONAL RESUME presents your work experience by listing the most important skill areas yoursquo;ve used, 
and then describing a number of your accomplishments and activities (drawn from ALL of your jobs and life 
experiences) to illustrate those skills.nbsp;nbsp;nbsp;nbsp; A HYBRID (or COMBINATION) RESUME lists your 
work experience in the same by-date format as the chronological resume, but then, within the most recent job 
yoursquo;ve held, it organizes and presents your accomplishments within the skill areas that are relevant to your future 
job. nbsp;Itrsquo;s like a functional resume INSIDE of a chronological resume!nbsp;nbsp;nbsp;nbsp; NOTE: A Damn 
Good Resume can be chronological, functional, or a hybrid of the two, because regardless of the format, it focuses on 
a clear job objective and then emphasizes your work/life accomplishments to clearly show your unique value to an 
employer. In Step 3, wersquo;ll talk more about each format, to help you make the best decision for YOUR 
resume.Onward to the Ten Steps!nbsp;nbsp;nbsp;nbsp; On the following pages yoursquo;ll find that each of the ten 
steps is first explained in detail, and then is followed by ldquo;Yes, butrsquo;srdquo;mdash;some of the problems and 
dilemmas you may face as you do that step. When the ldquo;Yes, butrdquo; sounds like YOUR problem, then follow 
the directions to resolve it. But if you have no difficulty completing a particular step, IGNORE the corresponding 
ldquo;Yes, butrdquo; and move straight ahead to the next step. Got it? Okay, letrsquo;s GO! 


