



[bookmark: _GoBack]To produce the best “fitting” résumé, you need to know about yourself and you need to know about the job you are applying for. Before you do anything else, ask yourself why you are preparing a résumé. The answer to this question is going to vary from one person to the next, and here are our top ten reasons for writing a résumé:
1. You have seen a job that appeals to you advertised in the paper.
2. You want to market yourself to win a contract or a proposal, or be elected to a committee or organization.
3. You have seen a job that appeals to you on an Internet job site.
4. Your friends or family told you of a job opening at a local company.
5. You want to work for the local company and thought that sending a résumé to them might get their attention.
6. You have seen a job advertised internally at work.
7. You are going for a promotion.
8. You are feeling fed up, and writing down all your achievements will cheer you up and might motivate you to look for a better job.
9. You are thinking “Oh, so that’s a résumé! I suppose I ought to try to remember what I’ve been doing with my life.” 
10. You are about to be downsized and want to update your résumé to be ready for any good opportunities.
All of these certainly are good reasons to write a résumé, but the résumé serves many different purposes. One way of seeing the different purposes is to ask yourself who is going to read the résumé in each case.
Résumés 1 through 5 will be read by potential employers who probably do not know you. Résumés 6 and 7 are likely to be read by your boss or other people who know you. Résumés 8 through 10 are really for your own benefit and should not be considered as suitable for sending out to employers.
The Right Mix
Think about the list of reasons again. How else can you divide up these reasons? An important difference is that, in some cases, you will have a good idea of what the employer is looking for because you have a job advertisement in front of you and can tailor your résumé accordingly. For others, you have no idea what the reader might want to see. Updating your résumé from time to time is a good idea so you do not forget important details, but remember that the result of such a process will not be a winning résumé. It will be a useful list of tasks and achievements.
Writing a résumé is like baking a cake. You need all the right ingredients: flour, butter, eggs, and so on. It is what you do with the ingredients that makes the difference between a great résumé (or cake) and failure. Keeping your résumé up-to-date is like keeping a stock of ingredients in the pantry—it’s potentially very useful, but do not imagine that is the end of it!
Information About the Job
You should tailor the information in your résumé to the main points in the job advertisement. Get as much information about the job and the company as you can. The main sources of information about a job are normally the following:
· A job advertisement
· A job description
· A friend in the company
· Someone already doing the job or something similar
· The media
· Gossip and rumor
There is no substitute for experience. Talking to someone who does a job similar to the one you wish to apply for in the same company may well provide you with a good picture of what the job is really like. Bear in mind, of course, that this source of information is not always reliable. You may react differently than that person does, and therefore their experience with a company may be very different from yours. However, someone with reliable information can provide a golden opportunity. Make sure you do not waste the chance to get some information.

