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Returner Toolkit: Revamping Your Resume



Path Forward



Path Forward Return to Work Resources

• Weekly Newsletter:  Jobs, 

Advice, Curated News

• Career Advice (Have a 

question? Ask now!)

• Success Stories: Get inspired!

• Monthly Webinars

https://www.pathforward.org/participant/
https://www.pathforward.org/blog/
https://docs.google.com/forms/d/e/1FAIpQLSd5L_lcNwtw-gH__Hbis2lof-upIFxLlbCbhHIhK98UcXXdkQ/viewform
https://www.pathforward.org/path-forward-success-stories/
https://www.pathforward.org/events/


Upcoming Path Forward Events

Join us for any (or all!) of the following:

May 27: Returner Toolkit – Leveraging Your LinkedIn

June 3: Employer Spotlight on VMware (engineering focus)

June 10: Employer Roundtable with Campbell Soup and Trimble

(for returners in Marketing, HR, Project Management, Tech)

June 16: Returner Toolkit - Preparing for Technical Interviews

(registration opening soon) 

https://www.pathforward.org/webinar-returner-toolkit-leveraging-linkedin/
https://www.pathforward.org/webinar-employer-spotlight-vmware-career-restart/
https://www.pathforward.org/webinar-employer-roundtable-campbell-soup-company-and-trimble-career-restart/


Support Our Mission to Empower Caregivers

https://www.pathforward.org/donate-path-forward/?form=2020annualcampaign


Revamping Your Resume



Shannon Hilmar
Founder, Career Designer

AUDACITY Career Coaching 



Objective

•Learn how to create a 
resume that powerfully 
communicates your skills 
and experience to compel 
recruiters and hiring 
managers to learn more 
about your fit for the role.

Agenda
❖ Where to begin?

❖ Format and organization

❖ Compelling career story



7.4 seconds
Average length of time a recruiter scans your resume on the first pass

Ladders, Inc. 2018 Eye-Tracking Study

https://www.prnewswire.com/news-releases/ladders-updates-popular-recruiter-eye-tracking-study-with-new-key-insights-on-how-job-seekers-can-improve-their-resumes-300744217.html


Where to 
begin?



Resume Purpose

➔ Acts as primary professional marketing tool

➔ Communicates professional impact

➔ Connects reader to potential contributions in the target role 



Using a Job Description for Cover Letter



Using a Job Description for Resume Content



Using a Job Description for Resume Content



Resumes are NOT 
for…

❖ Documenting your complete 

work history 

❖ Listing every single job duty 

and responsibility for a 

particular role

❖ Sharing personal narratives 

of irrelevant life 

experiences  



Don’t Start 
from Scratch!

❖ Most recent resume

❖ Performance evaluations

❖ Collect peer feedback

❖ Target role job descriptions



Format and 
Organization



Minding the Gap

➔ Customize approach to target 
audience

➔ Identify transferable and 
marketable skills during break

➔ Chronological vs. Hybrid-
Functional



Before After

https://www.pathforward.org/wp-content/uploads/2021/05/Resume-Sample-Before-TPM.pdf
https://www.pathforward.org/wp-content/uploads/2021/05/Resume-After-Traditional.pdf


Non-Returnship Returnship

https://www.pathforward.org/wp-content/uploads/2021/05/Resume-After-Traditional.pdf
https://www.pathforward.org/wp-content/uploads/2021/05/Resume-After-Returnship.pdf


Common 
Formatting 
Mistakes

❖ Wasting “prime real estate”

❖ Using poor organization

❖ Not including enough white 

space

❖ Using distracting templates, 

fonts, and/or visuals

❖ Using pronouns, incorrect 

tense, and/or ineffective 

sentence structure



Resume 
Structure  
(Section Order)

❖ Contact Information

❖ Professional Summary

❖ Key Skills 

❖ Professional Experience

❖ Volunteer Experience

❖ Education

❖ Training/Certifications

❖ Professional Affiliations and/or 
Awards



Sentence 
Structure

Training was developed for 
instructor-led and web-paced 
programs to meet individual 

needs depending on the stages 
of the learning journey.

vs.

Developed instructor-led and 
self-paced training to meet needs 

at all stages of the learning 
journey.



Sentence 
Structure

I taught over 30 training classes 

for the technical sales team and 

the team saw a 10% increase in 

new client growth.

vs.

Delivered over 30 technical sales 
trainings resulting in the team 

growing new client base by 10%.



Compelling 
Career Story



Results-oriented Language

➔ Focuses on actions you took and 
results you achieved

➔ Increases your credibility

➔ Compels reader to envision you 
executing the actual work



Responsible for business 

management and human 

resources training using 

various delivery methods 

and media to include 

webcast, webinars, video, 

and classroom instruction.

Task Result
Drive business 

management and human 

resources training for 500 

employees using a variety 

of delivery methods to 

increase user access and 

ensure 100% participation. 



Task Result

Manage training team 

specialists responsible for 

creating training plans and 

objectives, delivering 

training, and achieving 

learning outcomes.

Lead team of 15 in the 

successful design, 

development, delivery, and 

measurement of training; 

achieving an 80% average 

score on learning outcome 

surveys.



Q & A



How to Engage Shannon

Site:

Audacity Career Coaching

LinkedIn:

https://www.linkedin.com/in/shannonhilmar/

https://www.audacitycareers.com/
https://www.linkedin.com/in/shannonhilmar/


Questions? 
hello@pathforward.org

Follow us on social media: 
LinkedIn: Path Forward.ORG
Facebook, Twitter, Instagram: @PathFWD

mailto:hello@pathforward.org
https://www.linkedin.com/company/pathfwd/
https://www.facebook.com/PathFWD/
https://twitter.com/PathFWD
https://www.instagram.com/pathfwd/?hl=en

