
 SEQ CHAPTER \h \r 1
HOW TO WRITE A PROFESSIONAL RESUME

The purpose of a resume is to demonstrate that you have skills and experience to handle the job for which you are being considered.  It should list abilities and experiences from secular and church-related work that demonstrates that you are a suitable candidate.

RESUME WRITING GUIDELINES

1.
Study the format carefully.

2.
Write the basic resume in the first person.

3.
Think carefully about the audience for which you are writing.  They will likely want to interview you on the basis of your written impression.  How they will perceive you is an important question.

4.
Think carefully about the position(s) for which you want to be considered.  What abilities and skills do you need to emphasize?  In this regard, the ministry objective you write should be very clear.

5.
Professional resumes most often are covered by a good letter that "sells" you in a positive way.  It may also include, after the resume, one good reference on some official letterhead.  Much more is overkill.  On the other hand, you must remember that you are often selling yourself to people who have never met you.

6.
Excessive detail is not necessary.  A good resume is concise and well organized, yet presents a full picture.  Grammar and spelling must be correct!

7.
Remember!  A resume is often the first impression you give. 

RESUME OUTLINE
1.
Personal
Name, address, postal code, phone number, social insurance number, age, marital status, family number.  (This information goes on the left side, and an up-to-date photo, including spouse/family goes on the right.)

2.
Ministry Objective
One good sentence stating as clearly as possible what you would like to do, where, and ministry position (e.g. Senior Pastor, Associate Pastor of Youth, etc.).


(...MORE...)

3.
Educational Experience
From most recent to least recent; name and location of the institution; degree/diploma/certificate earned; graduation date; any honours achieved.

4.
Ministerial Experience
Institution and location; position held; responsibilities carried out; professions first, lay positions second; again, most recent to least recent.  Not more than four lines of description of each item.

5.
Related Work Experience
Use same format as in 4.  Prospective employers most often consider secular work experience as positive.

6.
Honours Earned
This area should not be pretentious, but if you have some notable achievements, mention them, i.e. academic honours, citizenship awards, proficiency awards, etc.  Keep this section brief but significant.

7.
Personal Interests
List some of your personal diversions and interests, i.e. hobbies, sports, organizations belonged to, interest in the outdoors, etc.

8.
Spouse Education, Experience, and Interests
Perhaps 8-10 lines at the most.

9.
References
Two or three work related references; 1-2 character references; stipulate which is which.  Do not overload this area, but rather use the best references you have.  An enclosed reference on official letterhead can be helpful.

Conference Minister - BC Conference of MB Churches

101-32310 South Fraser Way

Abbotsford BC  V2T 1X1

Since most of our correspondence with our churches is by email, we prefer to receive your resumes by email. Please send to our Conference Minister Steve Berg whose email address is:  steve@bcmb.org

PH:  
(604) 853-6959

or 1-888-653-9933

FAX:
(604) 853-6990


