
21st Century 
Resumes

HOW TO WRITE RESUMES THAT RESULT IN INTERVIEWS!



20th vs 21st Century 
Resumes
► Up until the late 1990’s resumes were 

written and submitted on paper 
documents.

► 21st century resumes are submitted 
electronically and stored in data banks.

► 21st century resumes are filtered by 
Applicant Tracking Systems (ATS) which 
look for keywords in the resume

► Top 20% are actually looked at by people 
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Resume Elements

1. Contact information
2. Job title you are applying for
3. Competencies
4. Work experience
5. Education/training/certifications
6. Additional information ( professional 

association memberships, earlier 
relevant work experience, military, etc.
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Resume Formats

► Chronological (most common)
► Lists work history in time sequence 

► Functional
► Lists work functions and skills without 

dates and or employers name
► Hybrid

► Lists functions and skills followed by 
brief work chronology
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John Doe
813-265-8962 (OFFICE) 813-534-9743 (MOBILE)

WWW.LINKEDIN.COM/IN/JOHNDOE/  |  JOHNDOE@GMAIL.COM 
 
 

SENIOR ENTERPRISE IMPLEMENTATION PROJECT MANAGER

An accomplished professional with excellent collaborative and negotiation skills.  Adept at managing 
multiple concurrent project in a matrix environment.  Client engagement teams are comprised of 
customers, consultants, internal  (on-, near- and off-shore) resources. Builds constructive working 
relationships with customers, consultants and internal resource to uncover creative alternatives ensure 
project scope deliverables, timeline and budget  Takes a consultative approach to lead subject matter 
experts to resolve project challenges and removes obstacles and with keen eye on business process 
optimization while simultaneously managing customer expectations.

SKILLS
Immerse myself to acquire a keen perspective on business and operational needs. Use that 
broadening view to help resolve more complex and difficult issues, and to anticipate new business 
needs.
▪ Takes initiative to promote a collaborative work environment to ensure everyone has a voice. 

Synthesizes all business stakeholder’s input to present business leaders unified solutions that 
deliver measurable value.

▪ Amidst ambiguity, takes a proactive approach to achieve cohesive thought leadership by driving 
engagement from a diverse set of key influencers, resulting in clarified solutions/value driven 
business objectives. 

▪ Moves easily between big picture thinking and managing relevant detail.
▪ Proven use of critical thinking skills to solve complex problems by breaking down to manageable 

pieces.
▪ Solid experience in business analysis to perform business process mapping, manage resources, 

and prioritize responsibilities and ownership.
▪ Leads, manages and enables the process of change.
▪ A trusted advisor and a mentor who takes ownership and provides direction to project teams to 

ensure best practices are being developed and leveraged using proper tools, processes and 
targeted educating and training options. 

 
 
Central Cluster Advisory Knowledge Management (KM) Leader
Frankfurt, DE 
PricewaterhouseCoopers (PwC) (Contract) 2011 – 
2013
Senior Project Manager
 
▪ Navigated the complexities of global teams and engagements by flexing my style and earning 

trust through consistent honesty to influence others to be committed to furthering organizational 
objectives.

▪ Demonstrated assessment of change readiness, leadership alignment and organizational impact.
▪ Proven success in structuring and leading complex change management programs, including:  

Assessment of change readiness, leadership alignment and organizational impact to embed the 
adoption of knowledge sharing ‘best practices’ and solutions across the (25) Central Cluster 
territories.

▪ Process improvement, business transformation, effective use of innovative technology, analytics 
and leveraging alternative delivery solutions to drive additional value.

▪ Established a SDLC approach to manage knowledge artifacts for cross-territory pollination for 
improved (PwC Branded) client engagements and the ability to identify SME’s (Subject Matter 
Experts) for consultation.

 
Knowledge Services Organization (KSO)

Tampa, FL
PricewaterhouseCoopers (PwC) 2006 -2011
Business Product Owner/Release Manager 
 
▪ Owned the strategic vision and oversight of the Global Expertise Profile (People Search) 

application requirements and releases.
▪ Pipeline Manager to on-/off-shore technical and business teams.

▪ Risk mitigation to prevent impacts to scope, schedule and quality.

▪ Maintained budgetary responsibility for successful quarterly releases.

▪ Core member of Learning and Education ( L&E's) PwC Experience workshops to embed 
knowledge

    sharing activities into Line of Service (LoS) methodologies to standardize(PwC Branded) client 
engagements to improve cross-territory knowledge pollination. 
 
Corporate Travel and Credit Card Management Tampa, FL
PricewaterhouseCoopers (PwC) 2004 – 2006
Senior Project Manager
 
▪ Directly led and provided project management leadership on several travel (air, ground, hotel and 

corporate card) management initiatives in support of PwC’s US Travel’s strategic and operational 
objectives.

▪ Honed vendor management skills – from strategy, through contract negotiations and operational 
management KPI’s (Key Performance Indicators).

▪ Responsible for the turnaround of both individual and overall team morale through an 
organizational/process restructure designed and implemented by the team under my leadership.

▪ Resulted in expanded services, and a 15% cost savings via driving increased use of online 
bookings.

 
US Information Technology (IT) Tampa, FL
PricewaterhouseCoopers (PwC) 1999 –2004
Project Manager
 
▪ Partnered with LoS (Line of Service) and IT business stakeholders to create business case 

artifacts in support of new/revised products, features or business capabilities with an eye on 
technical viability.

▪ Partnered cross-functionally to design documented release requirements 
▪ Led release management to raise awareness on new features/functions. Created online 

help/guidance to increase adoption. 
▪ Continually achieved high quality and timely deliverables to promote US IT’s status in successful 

partnering  and delivering high quality business solutions.
 
TECHNICAL COMPETENCIES AND CERTIFICATIONS
▪ PMP Certification | PMI | 2001
▪ Lean Six Sigma Green Belt Certification | PwC | 2006   
▪ Agile Scrum Master Certification | EXIN |2016
▪ HP ALM/JIRA | SCRUM, Kanban, Agile Management, UAT Reporting/Tracking, Defect 

Management | Global Businesses Application |2015
▪ Team Kanban Practitioner | Lean Kanban University  | 2017
▪ Microsoft Suite - Word,  Excel, Project, PowerPoint,  Visio and various PMO tools for project 

status and quantitative metrics reporting 
 
EDUCATION

UNIVERSITY OF SOUTH FLORIDA | BS: BUSINESS ADMINISTRATION | 1990
MAJOR FIELD OF STUDY: MANAGEMENT INFORMATION SYSTEMS

Wrong way

Too m
uch info!

http://www.linkedin.com/in/Johndoe/
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Central Cluster Advisory Knowledge Management (KM) Leader
Frankfurt, DE 
PricewaterhouseCoopers (PwC) (Contract) 2011 – 
2013
Senior Project Manager
 
▪ Navigated the complexities of global teams and engagements by flexing my style and earning 

trust through consistent honesty to influence others to be committed to furthering organizational 
objectives.

▪ Demonstrated assessment of change readiness, leadership alignment and organizational impact.
▪ Proven success in structuring and leading complex change management programs, including:  

Assessment of change readiness, leadership alignment and organizational impact to embed the 
adoption of knowledge sharing ‘best practices’ and solutions across the (25) Central Cluster 
territories.

▪ Process improvement, business transformation, effective use of innovative technology, analytics 
and leveraging alternative delivery solutions to drive additional value.

▪ Established a SDLC approach to manage knowledge artifacts for cross-territory pollination for 
improved (PwC Branded) client engagements and the ability to identify SME’s (Subject Matter 
Experts) for consultation.

 
Knowledge Services Organization (KSO)

Tampa, FL
PricewaterhouseCoopers (PwC) 2006 -2011
Business Product Owner/Release Manager 
 
▪ Owned the strategic vision and oversight of the Global Expertise Profile (People Search) 

application requirements and releases.
▪ Pipeline Manager to on-/off-shore technical and business teams.
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PricewaterhouseCoopers (PwC) 1999 –2004
Project Manager
 
▪ Partnered with LoS (Line of Service) and IT business stakeholders to create business case 

artifacts in support of new/revised products, features or business capabilities with an eye on 
technical viability.

▪ Partnered cross-functionally to design documented release requirements 
▪ Led release management to raise awareness on new features/functions. Created online 

help/guidance to increase adoption. 
▪ Continually achieved high quality and timely deliverables to promote US IT’s status in 

successful partnering  and delivering high quality business solutions.
 
TECHNICAL COMPETENCIES AND CERTIFICATIONS
▪ PMP Certification | PMI | 2001
▪ Lean Six Sigma Green Belt Certification | PwC | 2006   
▪ Agile Scrum Master Certification | EXIN |2016
▪ HP ALM/JIRA | SCRUM, Kanban, Agile Management, UAT Reporting/Tracking, Defect 

Management | Global Businesses Application |2015
▪ Team Kanban Practitioner | Lean Kanban University  | 2017
▪ Microsoft Suite - Word,  Excel, Project, PowerPoint,  Visio and various PMO tools for project 

status and quantitative metrics reporting 
 
EDUCATION

UNIVERSITY OF SOUTH FLORIDA | BS: BUSINESS ADMINISTRATION | 1990
MAJOR FIELD OF STUDY: MANAGEMENT INFORMATION SYSTEMS



21st Century Chronological Resume
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Functional Resume
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Hybrid Resume
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Resumes should focus on 
the job description! 

► Choose the top things (repeated) in the 
job description. Make sure those things 
are included in the resume and 
HIGHLIGHTED! 
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How to Explain Gaps 
in Employment
► Explain the gap – don’t hope they will miss it 

during their resume review
► Use gaps to tell your story – sabbatical, etc.
► Tell how you intentionally developed skills 

during your gap (volunteer work, skills 
training, certifications)

► Contract, consulting, “gig” jobs – combine 
them

► Use a functional, or better, a hybrid resume 
to focus on skills/functions.

copyright Tra
nsition M

a
sters 



Resume Tips

► One or two pages in length
► Do two versions – one online version, one 

paper version
► Do a keyword match analysis for the online 

version (jobscan.co)
► Eliminate graphics, boxes and fancy 

formatting for online versions
► Be aware of file formats: text, .doc vs .docx
► Do Not use hidden keyword text
► Use common fonts, at 12 point size
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This Photo by 
Unknown 
Author is 
licensed under 
CC BY-NC

http://pngimg.com/download/67698
https://creativecommons.org/licenses/by-nc/3.0/


Cover Letters

1. Less than one page
2. Expresses interest in the position
3. Highlights the reasons they should hire 

you
4. Asks for an interview
5. States when you will be following up
6. Has your contact information
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Cover 
Letter
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Introduction Letters

► Similar to cover letter.
► Does not mention a specific advertised 

job.
► Lists skills, knowledge and abilities they 

may need and your matching 
qualifications.

► Requests a meeting date for 
informational purposes.

► Sets a follow up date for you to contact 
them. 
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21st Century Resumes

► Applicant tracking systems (ATS)

► Configured by human resources to select 
only the “best” candidates based on 
keyword matching and other selection 
criteria.

► Typically the top 20% is the cutoff 
threshold for resumes that have the 
highest keyword rankings.
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Resume Filtering Sites 

► Jobscan.co, SkillSyncer.com, 
Resumematch.com

► Matches key words in resumes to 
keywords in job listings.

► How well does your resume match the 
job description?

► What are the most important key words in 
the job description?

► Go to Jobscan.co/promo/CM or/TM
(for 10 free scans)
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Resume Review

► Type of resume? 
Chronological-Functional-Hybrid

► Keywords match ___%
► Elements present?

► Contact info
► Skills Match
► Competency list
► Work experience
► Educational/training/certifications
► Additional information
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Resume Review

► Additional checks
► Spelling?
► Grammar?
► Quantifiable achievements?
► Length of resume?
► General appearance of resume?

► Other suggestions?
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LinkedIn Jobscan Review
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Optimize your LinkedIn Profile
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Questions?


