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About Sandra J. Kischuk

• Since being downsized out of corporate America,  
Sandra has written more than 3,000  résumés

• Sandra integrates her success coaching to help 
people determine what they really want do 

• She teams with people to develop successful 
résumés that work

• Sandra has a Masters Certificate in Project 
Management, MS in Management Information 
Systems, BS in Business, and studies in Fine Arts

• "I change lives" 
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The purpose of your résumé

• Your résumé can be an effective tool to get the 
interview

• It can also be the “stopper” that guarantees you 
will not have the chance to talk about what you 
can do for the company
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The keys are…

• Hiring managers don’t care about everything you 
have done unless it is relevant to the job.

• They ALL listen to the same radio station – W-I-I 
– FM – “What’s In It For Me.”

• For every job they need to fill, they have to say 
“no” hundreds of times…and “yes” only once.
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So how do you make them say 
“yes” when they see your résumé?

• You have to “fit your résumé to the position” –
they are not going to spend their time guessing 
what you want to do.

• They are not going to wade through volumes of 
irrelevant information, no matter how interesting 
you think it is.
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Bragging rights…

• Your résumé is one of the few times in your life 
where it is appropriate to “brag.” You may think 
you’re being modest—your competition 
appreciates it.

• But NEVER LIE about what you have done or 
your capabilities…it will only get you in trouble.
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POSITIVE THINGS TO LOOK 
FOR

• Is your information organized?

• Do you use “white space” well?

• Is your header clear and complete?

• Have you included what the hiring manager 
needs to know and left off what he/she doesn’t 
need?
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Remember…

• Everything does not have to be there…just 
enough to get the hiring manager interested in 
talking with you and finding out more.

• Your goal is to make things EASY for the hiring 
manager by organizing your material and 
making it a “relevant read.”
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OVERALL APPEARANCE

• Your résumé is first and foremost a marketing 
piece.

• Even if you applying for a position online, print 
your résumé so you can proofread a hard copy 
and see what it looks like.
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OVERALL APPEARANCE 
(cont.)

• If the format causes the reader to skip over 
sections, it isn’t laid out effectively.

• Electronic scanners may have difficulty with 
underscores, underlined text, or boxed 
information. 
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Font

• Use an Arial or Times New Roman Font.

• Try to use font size 12, but no smaller than 11.5. 
Smaller is too hard to read and starts to look 
crowded on the page.

• Don’t use “Creative” fonts.

• Be consistent when you change font/bullet sizes 
or styles (bold /italic/plain).
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Layout

• Is your layout logical for the position you are 
applying for?

• Do too many bullets in a row cause the reader to 
skip over the information?
– Limit: 4 in a row, no more than 5.

• Don't tell the hiring manager, "References are 
Available." That is assumed.
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Layout (cont.)

• If your material is written from  margin to margin, 
there is no visual "resting place." The reader will 
see "blocks" of text and skip over the details.

• Your résumé should be no longer than 2 pages.
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Layout (cont.)

• You need to have some indication if you have a 
second page.

• NO STAPLES OR PAPERCLIPS…
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HEADER

• This is your first impression.

• The header needs to be eye-catching. Your 
résumé is a marketing piece. 
– Does it look professional?
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HEADER (cont.)

• Information to include:

Your First (Nickname) MI and Last Name, Cr
Your street address, City, ST  Zip

Home phone     Cell phone     email address     LinkedIn/URL

• The key to the layout of your header is how it looks on 
the page. 

• DO NOT ALIGN YOUR HEADER INFORMATION with 
the LEFT/RIGHT margins. This creates the feeling of 
“bouncing.”
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HEADER (cont.)

• Center your contact information and use a larger 
font for your name.

• If you have earned credentials such as CPIM, 
CIRM, or CSCP, include them after your name in 
a slightly smaller font.

• Your second page header needs contact 
information in case your pages get separated--
nothing fancy here--the hiring manager has 
already read this far.
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OBJECTIVE or SUMMARY?

• Select Objective or Summary based on which 
you feel will best convey your suitability for a 
particular job.

• The Summary highlights strengths and skills you 
have used in the past.
– Works well for LinkedIn profile

• The Objective focuses on what you “bring to the 
table.”
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OBJECTIVE/SUMMARY (cont.)

• Your objective is not to get “any old job,” it is to 
get the “right job.”

• Generic résumés don't work--you don't want a 
generic job where you don't know what you are 
supposed to do.

• If you tell me your objective is to obtain a 
position and I give you the job…you have 
obtained your objective. I need to know what you 
are going to do for me.
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OBJECTIVE/SUMMARY (cont.)

• The hiring manager needs to know what kind of 
job you are looking for. He/she is not going to 
take the time to figure it out.

• The hiring manager needs to know what you will 
do for the company--why it is better to hire you 
than anyone else.

• Your information needs to be organized in a way 
that best supports your objective.
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OBJECTIVE/SUMMARY (cont.)

• You need information here about your strengths 
to support your objective. This information is 
pulled from the body of your résumé.

• Use Monster.com to find out the key words a 
hiring manager will be looking for in your résumé 
to support your capabilities in the position you 
want.
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EXPERIENCE

• What you did is more important than who you 
did it for. List your title first.

• I don't need to know the details of your 
experience that aren't relevant to the job. 

• If you have been promoted, this is important to 
indicate. It means, you didn’t just do the job, you 
did it well.
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EXPERIENCE (cont.)

• Your experience needs to support your 
objective. Be sure your effectively communicate 
that.

• Don't go back more than 20 years. It makes you 
look old.



www.SandraKischuk.com www.APICS-FLWC.org

Advancing Productivity, Innovation, and Competitive Success

Action Verbs

• Every phrase describing your experience needs 
to start with an action verb.

• Talk about what YOU did, not what someone 
else did.

• Avoid excessive repeating of the same action 
verb within the same job. It weakens your 
résumé.
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Action Verbs (cont.)

• Never use "assisted with,“ assigned to,” selected 
for,” or "responsible for" in your résumé. These 
are either descriptions of what other people did, 
or what you were supposed to do.
– These are weak excuses
– You either did the job or you didn't.
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Bullets

• Too many bullets in a row cause the reader to 
feel like reading it all is too much hard work. 

• Break your bullets into categories of the 
strengths you need to support.

• Bullets need NUMBERS and numbers need 
bullets. Numbers are the strength in a résumé. 
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MILITARY EXPERIENCE

• If you have more than a few years of military 
experience, the details of what you did need to 
be listed. 
– Military personnel get a LOT more experience 

a LOT faster than civilians.
– Use civilian job descriptors unless you are 

applying for a job with the military.
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VOLUNTEER ACTIVITIES

• Do not overlook volunteer experience
– Volunteer work can provide leadership and 

teamwork opportunities, problem-solving 
experience, and business acumen you may not be 
able to get in your current position. Look for 
opportunities to volunteer, then use what you have 
done in your résumé.

– Working as a chapter officer, managing an 
independently incorporated, not-for-profit 
organization, may provide the experience you need 
to move your career forward.
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VOLUNTEER ACTIVITIES 
(cont.)

Volunteer experience….
• Citing volunteer experience, I turned a 

dogcatcher into a property manager.

• Experience gained on behalf of a church, 
synagogue, or other faith center can be 
used.

– CAVEAT: Be careful here. If you “push” your 
faith too strongly on someone else, they may 
see you as an evangelist for your religious 
affiliation, rather than as a potential employee.
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EDUCATION

• Education goes before experience only if it is the 
most recent relevant material you have. 
Otherwise, list experience first.

• List your degree first, the institution, city, state, 
and year: FORMAT: Bachelor of Science in 
Creative Gum Chewing, University of Whatnot, 
Wherever City, FL, 1999.

• DO NOT LIST HIGH SCHOOL GRADUATION. 
That is assumed.
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Unfinished degrees

• If you had relevant college studies, did not 
complete a degree and don't intend to, use 
FORMAT: 
Studies in Creative Gum Chewing, University 
of Whatnot, Wherever City, FL, 1999 to 2001.
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Degrees in process

• If you had relevant college studies, and intend to 
complete your degree, use FORMAT: 

Candidate, Creative Gum Chewing, University 
of Whatnot, Wherever City, FL, expected 2012. 
Then when you complete the degree you take 
off the "Candidate," remove the date italics, and 
put in the actual completion date.
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OTHER INFORMATION

• There may be other information to include in your 
résumé depending on your individual career 
direction and experience. This may include:

- Awards
- Affiliations
- Certifications 
- Community Service

- Licenses
- Presentations
- Security Clearance
- Training
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AN EXAMPLE HEADER AND 
SUMMARY:

James S. Moore, PMP, CSCP
813.920.6496  Tampa, FL

James@Moore.pro

PROFESSIONAL SUMMARY
Operations Management professional with 15 years of strong leadership, manufacturing, 
capital budget control, and cost-cutting expertise. Certified Project Management 
Professional (PMP) and Supply Chain Professional (CSCP) with experience running FDA 
registered cGMP and QSR compliant manufacturing facilities.  
– Developed & implemented lean manufacturing & supply chain management strategies 
– Ensured compliance with stringent regulatory standards and improved productivity 
– Implemented operational plans, optimized facility layout, and managed costs 
– Increased throughput, inventory turns, inspection yields, and on time delivery 
– Utilized AllOrders™, pcMRP™, PeopleSoft™, and Oracle™ systems
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AN EXAMPLE OF 
EXPERIENCE

RELEVANT EXPERIENCE
Manufacturing Manager, Cardio Command, Inc., Tampa, FL, 2005 to Present. Analyze, 
plan, and organize FDA registered, Quality System Regulation (QSR) compliant medical 
device manufacturing facility operations. Develop and implement strategic material, labor, 
and equipment plans. Plan and apply equipment, system, work and safety practice 
changes. Direct quality inspections and control production and inventory using 
AllOrders™ PIM system. 
- Created product layout work cells resulting in a 17% increase in throughput
- Reconfigured finished goods and raw materials layout increasing capacity 33%
- Managed production and inventory control system implementation project

Plant Manager, Haller Industries, Inc., Tampa, FL, 2005. Directed FDA registered, cGMP 
compliant manufacturing facility using pcMRP™ software. Performed operational 
planning, program management, and bid preparation. Coordinated proposal, project plan, 
specification, and financial contract preparations. Managed purchasing, negotiated 
contracts, and led new product introductions. 
- Increased on time delivery 29%, inventory turns 22%, and inspection yields 10% 
- Developed design transfer protocol for new product introductions (NPI)
- Generated operations strategy for company’s business plan
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MORE ON THE SAME PAGE

Program Manager , Raytheon Systems Company, Largo, Florida, 2001 to 2002. Led 
manufacturing operations, ensured customer satisfaction, and monitored quality, 
financials, and schedule constraints for a $48MM defense manufacturing program using 
Earned Value Management System (EVMS).  
- Increased productivity by 70% and reduced unit inspection defects by 44% 
- Improved assembly first pass yields by 38% and test first pass yields by 18%
- Controlled program costs within less than 1% of budget

Engineering Manager, Bausch & Lomb Pharmaceuticals, Inc., Tampa, FL, 2000 to 2001. 
Directed an FDA registered pharmaceutical manufacturer engineering staff. Increased 
quality, cost, schedule, and customer satisfaction requirement compliance.    
- Improved utilization of functional resources. 
- Managed 75+ projects to specify, fabricate, install, and startup capital equipment 
- Controlled $750M expense & $10MM capital budgets with PeopleSoft™ ERP system   
- Reengineered Capital Expenditure Request approval process to reduce cycle time 21%
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TOP OF SECOND PAGE

James S. Moore, PMP, CSCP, 16407 Ivy Lake Drive, Odessa, FL  33556
813.920.6496 Home       j.s.moore@earthlink.net       813.765.5718 Mobile

Operations Manager, Critikon Company, LLC, Tampa, FL, 1998 to 2000. Managed 
Manufacturing, Test Engineering, Product Repair, Services Marketing, Technical Training, 
Facilities, and Safety departments in FDA registered facility.  Led lean manufacturing 
projects to improve operations.

- Managed a $1.6MM expense budget with Oracle™ ERP system
- Developed a $1.5MM international supply chain infrastructure 
- Improved workflow 27%, reduced cycle time 40%, and increased profitability 24%

JOHNSON & JOHNSON MEDICAL, INC., Tampa, Florida, 1989 to 1998.  Provided 
Engineering Management (1996-1998), Project Management (1994-1996), Contract 
Administration (1991-1994), and Manufacturing Engineering (1989-1991) services to 
medical device manufacturer.

RELEVANT EXPERIENCE (continued)
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SECOND PAGE CONTINUED

OTHER EXPERIENCE
Consultant, The Entrepreneurs Source, Tampa, FL, 2002 to 2004. Assessed business 
ownership, expansion opportunities, and client self-employment strengths and 
weaknesses. 

- Conducted more than 1,000 business ownership coaching sessions 
- Developed and delivered more than 35 entrepreneurial workshops
- Started 30+ member network generating $493M in annual referral-based revenue

ACADEMIC AND PROFESSIONAL CREDENTIALS
Certified Supply Chain Professional (CSCP) 
APICS, The Association for Operations Management, 2007
Certified Project Management Professional (PMP)
PMI, The Project Management Institute, 2000
Master of Science in Management 
National-Louis University, Tampa, FL, 1999
Masters Certificate in Project Management
The George Washington University, Washington, D.C., 1999
Bachelor of Science in Engineering Technology
Tampa Technical Institute, Tampa, FL, 1989
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END OF SECOND PAGE

VOLUNTEERISM

Faith Outreach Center Church , Tampa, FL, 2001 to Present. Serve as one of 
seven Deacons. Care for the physical and material needs of the membership and 
church. Assist pastor and elders. Maintain order and discipline. As Sound Ministry 
leader, coordinate activity of 10 volunteers for three weekly services. Lead issue-
focused Restoring the Foundations Ministry, a Christ-centered prayer ministry.

APICS, Florida West Coast Chapter , 2005 to Present. Elected as Board of 
Directors Secretary for 250 member chapter. Maintain all documentation related to 
meeting minutes and task status in the Strategic Plan. Appointed as Career 
Services Director to direct chapter employment-related services connecting local 
employers and APICS members. Prior board service includes Director of Company 
Coordinators and Vice President of Education.
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The Power of Your Resume

• Questions?

• Contact Sandra for a free resume critique:
– www.SandraKischuk.com
– Office: 813.935.7760
– Sandra@LivingBeyondLimits.com

• APICS Florida West Coast Chapter
– www.APICS-FLWC.org
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Questions and Answers

Sandra Kischuk

Success Coach
Living Beyond Limits

813.935.7760            Sandra@LivingBeyondLimits.com

Insert 
Photo 
Here
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Be sure to visit the www.APICS-FLWC.org web site 
for more information about the APICS Florida West 
Coast Chapter.

This presentation is the property of APICS Florida 
West Coast Chapter and is protected by the United 
States and international copyright laws. All rights are 
reserved.

www.apics-flwc.org

Thank you for attending this
APICS seminar!


