
Effective Resume Building for 
Limited Work History 



Learning Objectives
• Understand how to structure a resume for an individual with a disability 

and/or other challenges.

• Design a resume to best meet the type of employment being sought after.

• Understand how to address gaps in employment.



WHAT IS A RESUME?

It is the first impression

A resume is a marketing tool used to peak the interest of 
employers enough to get called in for an interview.  
Resumes are also used to obtain a placement on Boards, 
and/or Committees.  



WHY ARE RESUMES NEEDED?

It tells a story  

A resume is needed to give prospective employers, and 
organizations a brief but detailed description of work 
experience, education, skills, and duties that the applicant 
has performed.  It also gives employers a chance to see 
how long the applicant spends on a job, and where the 
previous jobs were located, which can sometimes give 
insight on how long a person may stay if hired, as well as an 
applicant’s commitment to commute.



TYPES OF RESUMES
CHRONOLOGICAL
Chronological resume is organized by job titles with the most recent positions listed first.  

• Employers like to see this style of resume, because it is easy to follow and fact based.  It gives more of an accurate job history. 

FUNCTIONAL
Functional resumes rearrange employment history into sections that highlight areas of skills and accomplishments.

• Even though employers may have to work a little harder to match up skills with job titles and level of responsibilities, as well as 
dates, if done well the Functional resume may work best for some applicants. 

• When making a career change this style helps to line up accomplishments with skills.  Can be combined with chronological.

ELECTRONIC RESUMES
Electronic resumes are formatted to read when scanned.

• Companies that recruit on a larger scale use this style to more rapidly find the more qualified candidate.  
• Very small companies with no Human Resource department tend to use electronic resumes also.  

CURRICULUM VITAE also know as CV
Curriculum Vitae is detailed, lengthy and structural listings of education, publication, projects, awards, and work history.  It is a very 
long resume.  

• Some employers require this style of resume for certain positions such as, educators, scientist, doctors, and lawyers. 



WHICH RESUME IS THE BEST?
• The best type of resume is the one that works for the applicant and that person’s back ground

• Consider whether or not there is a change in industry 

• Look at the work history, by writing down all the jobs that the applicant has had in the past six years.  Write 
down dates and locations, and as much other information that can be recalled.  Good or bad.  

• Determine if the information written is relevant to the position the applicant is going to apply for  

• It is okay to have different types of jobs it will just help determine if a chronological is needed, or a 
functional. 

• Also determine what skills will increase the applicant’s chances of getting called for an interview.  Write all 
skills down on a piece of paper.    

• .  



EDUCATION
It is very important that any and all education is added to the resume.  

There are situations when candidates become intimidated by minimal 
education.  

If high school was completed, put in on the resume.  Any type of trade 
school, certification program, and of course degrees all counts as 
education.  

Even if the education is not relevant to the position being sought, it 
should still be on the resume



RESUME OUTLINE



STRUCTURE OF RESUME
• Name

 Applicant’s name should be written at the top of the resume.  
 Center (page left or page right is also fine)
 If applicant’s name is not gender specific be sure to include prefix

~ Mr. Mrs. Miss. Ms.
Applicants that are transgender with name change.  Use name on SS Card, add other name on 
application.  If legally changed, use new name.

• Address

Address should also be at the top of the resume.  
It should be the complete current mailing address. (Some companies may want to send a written 
correspondence.)

• Phone Number and E-mail

Use a phone number that the applicant can be easily reached.  (Might be Employment Spec. #)
Make sure it is a number that a message can be left with either a person or voice-mail.
 TIP…  Repeat the number in the out going message.



STRUCTURE OF RESUME cont.
• Objective

Underneath the name and address is where the objective is 
placed. No more than two to three sentences.  Not a paragraph.  The 
purpose is to describe what type of position is being sought, a bit 
about skills and…why.   

• Education/Certifications
Any and all education should be included.  One does not have 

to have a degree for every position.  Include the name of the school, 
the location, subject of interest, and dates of attendance.  If a degree 
was achieved, include the date it was received.  
It can be at the top or bottom of resume. 



STRUCTURE OF RESUME cont.

• Experience 
Add experience relevant to which style of resume being used 

For example if using Chronological style, then include experience in order of 
most recent jobs first. 

 Determine if bullet format or paragraph format will be used.
 Include title, name of company, and location.  Be consistent.
 Include the dates of employment.
 Include multiple positions if applicant had more than one position in the 

company.  

Write in past and present tense.



STRUCTURE OF RESUME cont.

• Skills
Any knowledge of computer skills should be included.  (i.e., 

Lotus 1-2-3, MS Word, Windows 95/98/00…).  Also include any 
knowledge of equipment use. (i.e., industrial sized dishwasher, 
mixer, slicer, or forklift, include fax and copier).   This can be 
placed at the bottom of resume.  

• Training
Any training can be included.  Highlight training relevant to 

position being sought.   
(CPR, First Aid, Computer)



LISTING SKILLS

When listing computer software applicant should only list programs 
that they are familiar with.  If knowledge of software is not really 
known by applicant, it might jam applicant in a very peculiar situation.  
Here are some examples of computer software and/or browsers
• MS Word, MS Office, Excel, PowerPoint, Windows 95, Windows 98, 

Windows 00, Windows XP, Corel WordPerfect, WordPerfect, Lotus 1-
2-3, MAC, IBM, DOS, AS/400, Internet Tools, and FoxPro.

These are just a few examples of computer software programs, there are plenty programs that 
company’s use, but again when listing computer software skills, list only programs that are know, 
and that applicant has actually used and understand.

Be specific and only list skills known.



HOW TO HANDLE GAPS IN EMPLOYMENT

Periods of no work
If there are extreme gaps of no employment don’t be intimidated.  Look at 
the gaps as times that the applicant was involved in other activities more so 
than not working.  Try to word it in such a way that it describes the activity.  
• For example: 

• If there is a period of hospitalization, you could write. . .
• Health Management   June 1998 - February 2000

Family Management   May 1999 - August 2001
School or Education    October 2002 - April 2003

• It should fit the chronological order between jobs.  



HOW TO HANDLE GAPS IN EMPLOYMENT
Fragmented work history/Temp jobs/Self-employed
If the work history is fragmented, and/or there are multiple jobs in a short 
amount of time, group the jobs together.   
• For example: If there are three jobs in three months but they were all fast 

food, one could write. . .
• Fast Food Industry     November 2000 - February 2001

Retail                         March 2003 - October 2003
Administrative Asst.   August 2002 - September 2003 

• Structuring the resume in this format will allow the employer to see skills, 
and not the frequencies in change.  Of course accomplishments could be 
included under each heading.  

• Have an official title for self-employed positions 



WHAT IS A COVER LETTER?
• A cover letter also acts as a first impression-marketing tool.  
• It is an expected addition to the resume, which precludes the resume.  It puts emphasis on what 

it is a candidate can contribute to the organization that they are interested in.         

• Name
As it is on the resume i.e. your name, address, and phone number should be at the top of 
the cover letter, ideally in the same format as on the resume.

• Body of Cover Letter
The cover letter should be written in memo form, and formal.  
Specifically address the memo to the person who is doing the hiring or placement. 
Mr., Mrs., Dr., Professor Appleton

If the hiring entity’s name is unknown, address the letter to: 
Director of Human Resources, or Personnel. 



COVER LETTER cont.

• Content of letter
Begin the letter with an interesting line to peak the resume screener’s interest.  

Specifically mention characters that were disclosed in the job announcement.  

Describe attributes about applicant that will cause the reader to want to call.

Be natural don’t sound like it’s copying something out of a “ How to Write Cover 
Letters” book.    

Express that the applicant has some knowledge about the industry or 
organization that is being pursed.  



COVER LETTER cont.

One cover letter does not fit all

Be sure to personally customize each cover letter for each employer

Be specific to show genuine interest the company



William Abraham 
1234 Job Hunt Rd. Apt. 789  

Happy Town, MD 20000 
(C) (301) 555-5555  

October 22, 2017 
 
Mr. Richard Appleton 
Company of Interest, Inc.  
222 Left Turn Lane  
Happy Town, MD 20000 
 
Re: Food Service Position 
 
Dear Mr. Appleton: 
I was intrigued by the job advertisement that I saw in this week’s Washington Post.  I am just 
the person that your organization needs for the posted Food Service Technician II position. 
 
In the interest of exploring employment opportunities within your organization, I am 
forwarding you a copy of my resume for your review and consideration.  I successfully 
completed the requirements to obtain a Food Service Certification, which I received from the 
Work Force Technology Center on May 14, 2015, and I also received a Nutrition Certification on 
November 8, 2016, from the International Nutritional School.  I was delighted to be able to use 
that certification to teach a class on nutrition to a group of youth a few months ago. 
 
I have proven to work effectively as well as professionally, and have demonstrated the ability to 
keep up with a fast paced kitchen, which is a qualification your ad mentioned.  I feel that I 
would be a great asset to your organization and the goals that you strive to meet.   
 
If you feel that I am an appropriate candidate for your organization, please contact me at the 
above address or phone number.  
 
Thank you for your time, and I look forward to hearing from you in the near future.  
 
Sincerely,  
 

William Abraham 
William Abraham 



William Abraham 
1234 Job Hunt Rd. Apt 789 

Happy Town, MD 20000 
(301) 555-5555 

 
OBJECTIVE: To obtain a position in an area of food services that will allow me to utilize my 

education, training and experience. 
 
EXPERIENCE:  
 Denny’s Restaurant, Assistant Cook 
 Clean and safely slice vegetables to prepare them for cooking 
 Maintain regulated food temperatures  
 Prepare breakfast meals 
 Organize buffet and replenish as needed 
 (March 2014 – Present) 
  
 County Corrections, Food Lineman  
 Assisted with preparing food for cafeteria style dining 
 Operated industrial tools such as chopper and mixer 
 Set up as well as broke down cafeteria line after dining times 
 Assisted with washing dishes using industrial dish washer 
 (March 2006 – December 2013) 
  
 Health Management  
 (September 2003 – February 2006) 

 
Sports Restaurant, Dishwasher 

 Swept and mopped floors before restaurant opened 
 Cleaned all bathrooms before restaurant opened 
 Vacuumed all carpeted areas 
 Washed all dishes and pots by hand 
 (April 2002 – August 2003) 
 
 Health Management  
 (November 1998 – April 2002) 
 
 Construction, Laborer 
 Sanitized floors by sweeping and mopping  
 Maintained boiler room by drilling soot out of boiler 
 Monitored temperature of boiler room 
 (April 1997 – October 1998) 
 
SKILLS:  
 Operate industrial dishwasher, toaster, slicer, mixer and food chopper. Knowledge of 

setting up cafeteria lines.  Operational, regulatory and nutritional knowledge of food 
safety. 

 
EDUCATION: 
 Work Force Technology Center   Food Service Certificate, May 2015 

 International Nutritional School   Nutrition Certification, November 2016 

No email 



Mr. Traci L. McIntosh 
1234 Job Hunt Rd., Apt 789, Happy Town, MD 20000, (301) 555-5555, emailaddress@here.edu  

  
 
Education  University of America  
   Majoring in Nursing    August 2015 – May 2019 
 
 
   Maryland High School 
   Magnet Diploma in Science   June 2015 
   GPA 4.45 
 
Professional  
experience 
   Food Service Assistant 
   December 2016 – Present   We Care Assisted Living  
   Happy Town, MD 

• Responsibilities include assist cook with meal preparation 
• Prepare dining room for meals  
• Ensure appropriate meal get to the correct resident  

 

 
Administrative Assistant/Volunteer 
May 2016 – December 2016  Housing for Seniors Program 
Washington, D.C. 

• Responsibilities included typing, filing, answering multi-line phone system, copying, 
faxing and running errands 

• Assisted in major functions and projects as needed 
• Attended necessary seminar and meetings related to the Senior Community 

 
 

Administrative Assistant/Work Study 
August 2015 – May 2016  University of America 
Washington, D.C  

• Responsibilities included answering phone, copying, data entry, typing, filing and other 
duties as assigned 

• Assisted and attended functions as related to the university 
• Demonstrated responsibility by taking leadership role in difficult situations  

 
Community  
activities  

President of the International Club, Treasure of the Class of 2015, Member of Honor Roll 
 

Skills   Type 55WPM, Microsoft Office Suite, Adobe  

Unisex 
Name

Highlight 
Education

Few skills



DISCLOSURE BEFORE OFFER

It is important to know whether or not the applicant is going to disclose 
before preparing the resume.  

Sometimes there are places where people live(ed), or received 
education from, that will essentially disclose that the applicant is living 
with a disability.

If applicant if fine with that then…no worries.
If applicant is not fine with that then…do not include on resume



Identifiable 
school

Identifiable 

Miss. Zeak Ola Roberts 
1234 Job Hunt Rd. Apt 789 

Happy Town, MD 20000 
(H) (301) 555-5555 

emailaddress@here.com 
 

OBJECTIVE: To obtain a position where my experience and training as a custodian can be 
utilized effectively. 

 
EXPERIENCE: 
 Community Center, Happy Town, MD Volunteer 
 Assist Facility Aide with setting up gymnasium with gymnastic equipment  
 Remove folding chairs and tables, and place them in appropriate area 
 Assist with cleaning gym as needed 
 (December 2012 – Present) 
 
 Nursery & Plan World, Happy Town, MD Laborer 
 Assisted customers with carrying plants to vehicles  
 Unloaded the delivery truck and carried items to proper locations 
 Maintained plants by watering and moving them to other locations 
 (April 2012 – November 2012) 
 
 Maryland High School, Happy Town, MD Library Assistant/Work Study 
 Checked books into the computer system 
  Assisted students with locating books 
  Organized periodicals by month for storage purposes 
  (August 2011 – December 2011) 
 
EDUCATION: 
  Melwood – WIA Custodial Training Program, Happy Town, Maryland 
  Certificate, January 2013 
 
  RICA – Southern Maryland, Maryland 
  Diploma, June 2012 ~ Honor Roll ~ Outstanding Worker Award 
 
  Maryland High School, Happy Town, Maryland  
  One Semester of Horticulture I, Fall Semester 2011 



POWER WORDS
• Achieved

• Advised 

• Analyzed

• Applied

• Assembled 

• Built

• Carried out

• Chose

• Coached

• Communicated

• Compared

• Compiled

• Conceptualized

• Contacted 

• Controlled

• Created

• Defined 

• Delegated

• Designed 

• Edited

• Eliminated

• Estimated

• Expedited

• Guided

• Improved

• Increased

• Influenced

• Instructed

• Interpreted 

• Kept

• Launched
• Maintained 
• Managed
• Marketed
• Mastered
• Modeled
• Motivated 
• Participated
• Performed 
• Planned
• Produced 
• Projected
• Provided 
• Purchased
• Put together
• Received
• Recommended

• Reduced
• Reinforced
• Researched
• Reviewed
• Selected
• Set up
• Shipped
• Sold 
• Solved 
• Strategize
• Structured
• Summarized
• Supervised
• Supported
• Updated
• Wrote 



POWER PHRASES

With expertise in the following ________. 

With ________ years of experience.

Demonstrated ability to ____________.

Excellent communication skills and the ability to work well with 
associate of all levels.

Excellent communication and problems solving skills.

Strong quantitative and analytical skills.

Broad background in_____________.

Expertise in ________________.

Good Knowledge of ___________________.

Strong ___________ skills.

Excellent work history and proven record of integrity and 
dependability.

Works well independently or as part of a team.

Thrives in busy environment: skilled in handling multiple tasks and 
deadlines.

Adept at resolving conflict and handling competing priorities.

Detail oriented and organized.

Excellent ____skills include ______. 



Christopher M. Parker 
 1234 Job Hunt Rd., Apartment 789, Happy Town, MD 20000 (301) 555-5555 emailaddress@here.com 
 
OBJECTIVE  Obtain a position in the area of retail and merchandising. 
 
SUMMARY OF QUALIFICATIONS 

• Five years’ experience of effectively operating cash register with accuracy 
• Understanding of safely transporting merchandise to assigned locations in warehouses 
• Understanding of safety precautions and guidelines 
• Exceptional customer service skills, with a reputation of being helpful and 

knowledgeable of the customer’s needs. 
• Dependable, reliable, divers and professional 

RELEVANT SKILLS AND EXPERIENCE 

 DISTRIBUTION AND ORGANIZATIONAL DEVELOPMENT 

• Increased sales portfolio by delivering merchandise on time to identified retail stores 
• Provided safety awareness training to new hires. Organized training manuals, and 

successfully maintained flow-up training records 

CUSTOMER RELATIONS  

• Successfully supervised small cahier line at grocery store.  Also trained and oriented 
new employees to their customer friendly work environment 

• Operated cash register and provided professional customer service assistance when 
needed 

EMPLOYMENT HISTORY 
  Driver, Get There Quick Deliver 
  Happy Town, MD   2016 – Present 
   
  Education, CDL School  
  Out of Town, VA  2014 – 2016  
 
  Health Management 
      2013 – 2014  
   

Utility Clerk, Giant Grocery Store 
  Happy Town, MD   2013 – 2013 
 

Warehouse Operator, National Imports, Inc.  
Happy Town, MD   2012 – 2013 



DOS AND DON’TS ON A RESUME

There are a few qualities in resumes that employers do not want to see, 
and some that they look for.  If the wrong things are on the resume it 
will not be taken seriously, and in some cases it will go right into the 
trash. 



DOS DON’TS
Include volunteer positions on resume Do not include hobbies on resume

Try to get all information on one page Do not send more than a one page resume

Keep resume clean and simple Don’t put resume on fancy paper

Keep resume wrinkle and roll free Never roll, ball or corner fold resume

Type or computer generate name resume Never hand write on resume

Always proof read resume Never hand write on whiteout on your resume

Keep resume free of stains & marks Don’t send a resume with food stains

Keep resume in a safe place Don’t give a resume that is wet with…rain

Have a separate reference page available, 
with at least three references 

Do not include statement  “references available 
upon request”

Remember our consumers are in competition with other 
candidates, and if their resumes are not impressionable they may 
not get the interview.   



REFERENCE PAGE 
It’s always a good idea to have a reference page available and ready to hand over to an interviewer.  In 
most situations the interviewer will ask for the references if they want them.  There should be at least 
three business references on the page.  It’s also a good idea to have the applicant call his/her references 
in advance to notify them that they may receive a reference request.  

Example: 

References 

 

Mr. Brian Smith 
789 Wishful Street 
Happy Town, MD 20000 
(301) 555-5555 
emailaddress@here.com 
 
Community Center, Supervisor 
 
 
Mr. Dell Fila 
567 Hope Rd. 
Happy Town, MD 20000 
(301) 555-5555 
emailaddress@here.com 
 
Nursery & Plan World, Owner 
 
 
Ms. Shawn Staple 
Happy Town, MD 20000 
234 Daisy Lane 
(301) 555-5555 
emailaddress@here.com  
 
Hilton Hotel, Housekeeping Supervisor 



A FEW TIPS
• Have a reference page available and ready to be handed over when asked.  

Consider a reference page for both professional and personal references. 

• If applicant is comfortable with disclosing before offer, use phrases such as 
“illness and recovery.”  This could show that a person is doing well now.

• Become familiar with the Job Accommodations Network (JAN), which can 
offer resources, check lists and other tools. https://askjan.org/

• Be careful to prevent applicant from discriminating against self.

• Trendy!  Resumes instead of applications. 

https://askjan.org/


Thank you!

Meka McNeal
mmcneal@som.umaryland.edu
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