
 
 



 So far you know the 3 different resume 
formats: chronological, functional, cross 
functional 
 

 You know that all resumes are made up of 
standard sections 
 

 You have selected the resume format that 
works best for you 
 

 You completed the Resume Planning Sheet and 
Power Verbs checklist 
 



 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
         (Did last time)    (Will do today!) 
     
  

1 2 3 

Choose your 
chronological, 
functional or 

cross 
functional 

format 

Use O*NET and 
relevant job 

descriptions to find 
the skill/experience 

statements that work 
best for you 

Plug in the best 
skills/experience 

statements into your 
resume format and 

wordsmith  



 Job posting sections 
 

 Identify and categorize skill statements 
 

 Identify key words  
 
 
 
 



 Transferrable skills are skills you have picked 
up throughout your life 

 
1. Balancing a checkbook 

 Attention to detail 
2. Writing, editing a paper  

 Written communication  

3. Convincing your kid broccoli is good for her 
 Influencing others  

 
 
 

 



 Transferrable skills are skills you can apply 
across many different jobs and academic 
disciplines 
 

 Transferrable skills are closely related to soft 
skills  
 

 What are your transferrable skills? 
 
 
 

 



 Keywords/statements are words or statements 
found in job postings that are directly related 
to the open position 
 

 Identifying keywords in job postings is 
important because you want to use the key 
words and keyword statements in your resume 
only if they are applicable to you  
 

 DO NOT copy and paste directly from the job 
description 



 O*NET is an online database containing 
hundreds of job descriptions, keywords, and 
skills statements that will help you as you write 
your resume 
 

 O*NET is FREE 
 

 www.onetcodeconnector.org 
 
 Write keywords/statements on a blank sheet of 

paper or use the copy and paste method below 
 to transfer to a blank Word document;  
  remember to save often 
 
 
 
 

http://www.onetcodeconnector.org/


www.onetcodeconnector.org  
 

Open this page in your 
web browser, and save 
it as a favorite! 
 

http://www.onetcodeconnector.org/


Do a keyword 
search by typing 
the name of the 
occupation you are 
looking for. If you 
are gathering skills 
from past jobs, just 
type that 
occupation in the 
search box.  
 
 



 
Click the search box, 
or hit “enter” to begin.  
 



You will see 
several search 
results that will 
relate to the 
occupation you 
are looking for; 
it’s a good idea 
to look at more 
than one 
occupation so 
you can build the 
best list of skills 
possible 

 
 



Since similar 
jobs may be 
listed under 
different 
names, check 
here to see  
if your  
desired  
job lists other 
titles 

For military experience, compare job 
titles here to find the best match 



Select the 
tasks detailed 
work activities 
that are most 
relevant to 
you; use the 
copy and paste 
method to  
fill your 
resume with 
skills the 
employer will 
find appealing 

Toggle between the (+) 
and (-) symbols to access 
additional information 



 See transferrable skills related directly to your 
branch and rank. 
 

 Use the resume builder tool to allow your 
resume to be viewed by employers. 
 

 https://www.ebenefits.va.gov/ebenefits/jobs 



 
 Questions? 

 
 Workshops in this series:  
◦ Resume’s 
◦ Resume Lab 
◦ Career Fair Prep 
◦ R.E.A.L. Resume Prep 
◦ R.E.A.L. Resume Practice 

 
 Special Events 
◦ Career and Internship Fair 
◦ R.E.A.L. Resume Presentations 
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