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Building Resumes
and
Cover Letters




| need a resume. Now what?

nrmn onzconr  Sections?

1091 Rome Street 4 Denver, CO 80902
303-555-3241

I OBJECTIVE ]

* Formatting?

To assist a restaurant in attracting and retaining a strong customer base
by applying a passion for the culinary arts and a strong work ethic.

I PERSONAL PROFILE 1 . [ ?
Experience working in a kitchen environment, filling orders and developing menu items. a t o w r I te M

Ability to get the job done by employing critical thinking and problem resolution skills.
Strong teamwork skills and ability to work independently with very litle supervision,
Received commend for being d hile and

1 COOKING SKILLS |

Prepared a selection of entrees, vegetables, dessents and refreshment

Cleaned the grill, food preparation surfaces, counters and floors.
Met high quality standards for food preparation, service and safety.

Trained and supervised workers.

EEAEA

Maintained inventory logs and placed orders to replenish stocks of tableware, linens, paper, cleaning
supplies, cooking utensils, food and beverages.

E Received and checked the content of deliveries and evaluated the guality of meats, poultry, fish,
vegetables and baked goods.

1 RESTAURANT EXPERIENCE Il

Cook — Lyles Diner, Denver, CO

Short Order Cook — Rockies Bread & Breakfast Restaurant, Lindeton, CO
Prep Cook/Laborer — New World Diner, Denver, CO

Lunch and Dinner Cook — Fred's Amenican Restaurant, Denver, CO

1 MILITARY SERVICE I

US Navy — Machinist Mate E-3 — Honorable Discharge
GED obtained




Optimal Resume can help

* A suite of online software that contains,
among other things, a resume builder

K OPTIMALRESUME.COM
e THE GFTIMAL FINST IMPRESSION
i Le Cordon Bleu Schoals

North America

& Employers Click Here

Why create an account? Here are just a few reasons:
@ inside
It's a great place to learn about and network with a variety of employers

who recruit at Le Cordon Bleu Schools North America

All of the tools inside have been designed and customized specifically for
you by career center professionals

Build online portfolios with key files (transcripts/writing samples) for specific
Portfolio Builder » @ Skill Assessment 5 employment opportunities

You can easily create resumes, letters, portfolios, and even video resumes
-and apply with them right here

‘- Interview Prep , & Video Resume N In just a few minutes, you can create your own password-protected
professional website, to which you can include a link on your business card
or send as a link to employers. You can update, deactivate, and reactivate

B website Builder y « Jobs & Internships S your website as your career progresses.

I,( Resume Builder I ° Letter Builder :

Remember, the sooner you create an account, and the more you keep it
up-to-date, the better your chances for success.

OPT'MAL 2.0 PLAY VIDEO §i Don't wait to the last minute. Get Started today!

Career Center Support

—




How can it help?

Close

® BROWSE RESUME SAMPLES

1. Describe the food and beverage outlet or establishment. It's
do if you explain "where” you do i1, Be certain to describe wher
restaurant, a private club, a fast-food operation, a cafeteria, a b
your reader understands the environment, everything else mak

Computer & Math (3)

2. Highlight contributions to front-of-the house operations. Incl
Construction (3 he-h

- r and your acl as a host,
manager. It might be that you've increased the qualty of custo

Education & Tralnlng (3 Experlenced  restaurant is making more money, or maybe you booked a largi

. Farming (3) you do on a day-to-day basis and then think about how well yo
Federal (3)

3. Highlight contributions to the back-of-the house operations.

food preparation, then include information about new menu off

Healthcare Practitioners (3) in food and labor costs, things you've done to Improve the effic
Just like #2 above, think about everything you do ard then try

Healthcare Support (3) company that you work for.
n W r Installation & Maintenance (3
' Leqal (3 4, Inzlude distinguishing events, Some people in the food servii
9 special events, ranging from sporting events to exclusive partic

Management (3] experienced in working with a unique and/or distinguished clie
Military (3 events, prominently display that information. It's impressive ar

L}
interviews.
Office & Administrative (3 2
Dareanal Cars (2] b 5. Integrate the “right” keywords so your resume will get selec

Jjust a few general keywords and keyword phrases that you may
experience and education):

3 Samples Back-of-the-House

Customer Service Management

 Samples and
advice along
the way

Food Cost Controls

Fr f-th se

Inventory Planning & Management
Labor Cost Controls

Menu Planning

Menu Pricing

Purchasing

‘Wait Staff




The specifics

* Visit https.centralgatech.optimalresume.com
* Create an account or log in

Vol

K OPTIMALRESUME.COM
sl THE OPTIMAL FINST [MPRESSION
@ Le Cordon Bleu Schools

North America

& Employers Click Here

b Why create an account? Here are just a few reasons:
©® inside
It's a great place to learn about and network with a variety of employers

. . . = who recruit at Le Cordon Bleu Schools North America

v Resume Builder > Letter Builder > All of the tools inside have been designed and customized specifically for
you by career center professionals
Build online portfolios with key files (transcriptsfwriting samples) for specific
| Portfolio Builder 3 &“ Skill Assessment 3 employment opporiunities
You can easily create resumes, letters, portfolios, and even video resumes
- and apply with them right here
“‘ Interview Prep » & Video Resume 5 In just a few minutes, you can create your own password-protected

professional website, to which you can include a link on your business card

or send as a link to employers. You can update, deactivate, and reactivate
your website as your career prograsses.

B website Builder > & Jobs & Internships >

Remember, the sooner you create an account, and the more you keep it
up-to-date, the better your chances for success.

OPT|MAL 2.0 PLAY VIDEO [ Don't wait to the last minute. Get Started today!

Career Center Support

]




Begin creating your resume

When you log in, you’re in the Document
Center, and you can create many types of
documents

Click “Create New Resume”




3 ways to proceed

* You'll name your resume, then...

» Best format
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Browse section sets

* Your resume will be divided into sections

* Browse section sets by experience level and
industry/resume type

* You can add any set you like to your resume
_

+ AREAS OF SPECIALIZATION
eeeeeeeeeeeeeeeeeeeeeee
“ TECHNICAL SKILLS

EMPLOYMENT HISTORY
“» OTHER TRAINING

_. PROFESSIONAL
" MEMBERSHIPS

“» REFERENCES

e

Experience Level Ind ustry/ Resume Type Sections




Browse samples

S — * See completed resume
] samples, categorized by

job family and

experience level

Farming (3)

3 Samples

* |f you see a sample you
like, you can directly
edit it with your
information

...........




Begin editing

* Whether you selected section sets or are
using a sample, you can edit your resume in 3
steps

1. Click on any section
2. Add, format and save content

3. Use the tools for styling and content
assistance




Click on any section

* When you can click on a section, it will turn
orange when you mouse over it
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PROFILE

Kelly Giles
xellyg@optimalresume.com
1415 W, 54!
Durham, NC 27707
919.624.1234

SENIOR MODEL MAKER & MODEL SHOP MANAGER
Talented Model Maker whose designs and prototypes have been instrumental in the market launch

of 200+ new prod and new

Management Experience:

Rapid Prototyping Experience:

Model-Making Experience:

mouse design).

L ] PE

consumer electronics and technology companies.

Strategic Planning, Budgeting, Finance, Capital
Equipment Acquisition, Outsourcing, Supplier
Sourcing & Negotiations, Contracts, Materials
Management, Inventory Control, Quality, Staffing,
Training, Equipment Maintenance, Technology,
Cross-Functional Team Coordination

SLA (including composites), SLS (polymers/metals),
FDM, MJM, 3DP

RP, CNC Programming & Machining,
Molding/Casting, Sheet Metal Fabrication, Thermal
Forming; Programming with MasterCam and
SurfCam; Modeling with ProEngineer and Solid
Works

One of the top 5 finalists in the 2002 RLM Awards International Design Competition (for computer

| & DOCUMENT |

" FORMAT HEADER
*% SPELLCHECK

& SECTIONS |

» PROFILE i)
=» PROFESSIONALEXP.. @
+ Add/Delete EmployeriJob

= EDUCATION (4]

= Add Section Jjj Reord
X TOOLS
RESUME TIPS

RESUME SAMPLES

B RESUME VIDEO TUTORIALS W

8

INSTRUCTIONS
SECTION EXAMPLES
ACTION VERBS

EXPLORE CAREERS "™




Add, format and save content

* Add content in the text box and use the tools
on the top right and in the tools section of the
right toolbar for content assistance
* Format content
— using tools like bold
ErRSTEIE R | g i

Management Experience: Strategic Planning, Budgeting, Finance, Capital
Equipment Acquisition, Outsourcing, Supplier

lm Sourcing & Negotiations, Contracts, Materials
Management, Inventory Control, Quality, Staffing, " " "
Training, Equipment Maintenance, Technology,
- srue nesune ez 1o \When finished, click
- SLA (including composites), SLS ’

FORMAT HEADER ing Experience:
i (polymers/metals), FOM, MJM, 30P

PPROFILE

B Examples ®® Action Verbs &' Infobytes

[T e Tatad |
SENIOR MODEL MAKER & MODEL SHOP MANAGER

"'; SPELLCHECK Ixperience: RP, CNC Programming & Machining,
Molding/Casting, Sheet Metal Fabrication, Thermal
Forming; Programming with MasterCam and e a Ve u o n
Im SurfCam; Modeling with ProEngineer and Solid

Works
= EDUCATION °

&)

i finalists in the 2002 RLM Awards International Design Competition (for
& ACD Seclion i Reorder e design).

or Cancel

RESUME TIPS

RESUME SAMPLES
SECTION EXAMPLES

ACTION VERBS
EXPLORE CAREERS “™'




Style your resume

LSS ¢ Clicking Style Resume will bring

~ STYLE RESUME

TR up the styling palette, where you
v SpEeEe can choose from pre-styles or
customize almost every aspect of

s EDUCATION i
STYLING PAl X

szl e YOUr FeSUMeE
K TOOLS | © Click on a style name below to preview how it will
affect your resume. If you choose to use a pre-style, |

RESUME TIPS all of your custom settings will be overwritten.

RESUME SAMPLES E' Custom # Carver
A = E
SECTION EXAMPLES = —¥D:::Z’r‘tes s E:—:"Iass
ACTION VERBS (] Earhart (] Edison
EXPLORE CAREERS “™ - (] Emerson (] Franklin
1 Jackson ] Newton (
("] Whitman ‘
t

S




Now you need a letter

* If you can build an Optimal Resume, you can
build an Optimal Letter

e Select “Create New
Letter” in the
Document Center

nnnnnnnnnnnnnnn

ddgal

MyWetsite




Choose a letter type

* Once you name your letter, you can browse
samples based on letter type (you also have
the option to start from scratch)

Select the type of

Broadcast (1) letter you want to

Company Cold Call (3)

Follow-Up (1) write and view
Job Fair (1)
Job Posting (6) samples

Networking (3)
Recrulter Cold Call (3)

Reference (1
Referral (1
Thank-You (3)




Begin editing your letter

* Editing a letter is very similar to editing a
resume. Follow the 3 same steps.

1. Click on any section
2. Add, format and save content

3. Use the tools for styling and content
assistance




Fill in the recipient information

Kelly Giles . .
s il  Click in the area

- highlighted in
E:'lllt;e%im;st Name] [Last Name] O ra n ge to e d It
o the recipient

[Address Line 2]
{City][State] [Postal Code]

o) information

[Greeting]

August 11, 2009

Twenty years ago, technology innovations virtually sold themselves, With a bit of advertising

company was set to launch a new product. Today, however, things have changed dramatically
vecome one of the most vital components to any technology venture. With both global comp:
aroduct roll-outs at an all-time hiah. it is no lonaer enouah iust ta develon a nroduct. What is




Edit your letter

i{Greeting]

B Examples ® Adtion Verbs & frfua\;tef.-é

LB U i Ui el 100

Twenty years ago, technology innovations virtually sold themselves, With a bit of advertising here and there, 2
company was set to launch a new product. Today, however, things have changed dramatically, and marketing
has become one of the most vital components to any technology venture, With both global competition and
new product roll-outs at an all-time high, it is no longer enough just to develop a product. What is required is
an astute marketer with technological expertise, And that is precisely who T am,

Working with some of the world’s leading technology companies (Schlumberger, Emerson, AMERCOM), I have
led innovative technology R&D programs with complete responsibility for product marketing, commercialization,
joint ventures, partnerships, licensing and related business development functions. Most significant have been
my financial results:

® For Emerson, [ drove the development of 12 new products that generated total revenues in excess of
$200M annually,

® For ATIAS, a Dutch-based company, I increased European market sales from $2M to $15M.

® For AMERCOM, I developed and commercialized 20 new products and achieved a 70% win rate on
competitive contracts,

® For Schiumberger, I reengineered existing product technology and saved more than $1.5M in

e Click in the
body of the
letter to edit

* The text editor
tools are just
like the ones
you used for
Resume Builder



Go the extra mile

* Create a portfolio

* A gallery of your
work ——— e

"

<2 Show All (62) O s Anren

.
.l1- Create New Assessment ‘ i Create New Interview q Create New Website
Manage Your Assessments Manage Your Interviews Manage Your Websites

b

&b Show All (8)




Portfolio Overview

 Portfolios contain projects, which contain files
and/or links to websites

* You can use multiple file types in each project,
including sound, video, photos and text files

Portfolio 1
Portfolio
Project
Project 1

Files/Links Word Website
Video
Document Link

|




* Create a website

Pull it all together

nclude your:

— Resume

— Letter

— Portfolio

— Anything else

you create!

no Personal Website - James Smith
D- @ @. @ L htp/fchis confdestiaresume.com/Jamessmth/

A Visited = Cetting Started _Latest Headlines & Welcome to GoCoursel ~ SquirrelMail 14,13

resume  letter  skills

b Microsoft(R) Word Compatible O sHARE o
w!.' aFrend B M

Virw my
90 profile on

Virwmy
HIGHLIGHTS OF QUALIFICATIONS profil on @I“ 8]

facebook

il Linked 3

« Highly focu

flickr
EDUCATION

University of Idaho

Bachelor of Science In Health Sclenee/Environmental Health & Safety
with Concentration In Environmental Toxicology

University of Alsbama School of Dentistry Birmingham,

Dental Hyglene Certificate Program

RELEVANT EXPERIENCE
Unlversity of Idaho
Assistant - E




