
1. Create a resume that speaks to employer needs 

  Write a resume purpose. 

  This should answer the employer's questions of "What can you do for me?' 

 To answer this question, research your target job—what types of skills and 

experiences are the employers seeking? What aspects of your background are 

most relevant or closely match? 

   Eliminate or de-emphasize any information that does not relate to your goal 

 This includes any military awards, trainings, or distinctions—there will be a 

different section for this. 

2. Assume the hiring manager does not know anything about military life 

Demilitarize your job titles, duties, accomplishments, training, and awards to appeal to the 

civilian hiring manager 

 Employers that do not have any exposure to the military do not understand 

military terminology and acronyms so translate these to ‘civilianese’ 

 Show your resume to several non-military contacts and ask them to point our terms 

the do not understand 

Use the job posting as a tool to substitute civilian keywords for military terms 

3. Define civilian job objective 

Understand that you cannot effectively market yourself or your military  background if you 

have not clearly defined your goals. 

 Many service people have diverse backgrounds; the first mistake is making your 

resume too general
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4. Showcase your track record of accomplishments 

-Your military career has offered you excellent opportunities for trainings, practical        
experience, and achievement—here is your time to boast about yourself. 
-Communicate your accomplishments so the average civilian understands the 
importance of your achievements and the measureable outcomes. 

 Example of a demilitarized statements: 

o 'Increased employee retention rate by 16% by focusing on training, 
team building, and recognition programs.' Earned reputation as one of 
the most progressive and innovative IT organizers in the US Army 
communications and IT community.' 

 Example of incorporating a military award translated into civilianese:  

o 'Received Army Achievement Medal for completing 400+ medical 
evaluations and developing patient database using MS Access—this 
database improved reporting functions and tracked patient demographics, 
records, medication, appointments, and status.' 

 

5.  Show off your military background 

Your military experience is an asset and should be marketed in this way 

 

 The past suggests that you need to develop a functional resume format to 

mask or downplay your military experience—but the opposite is true 

 Many employers realize the value of bringing veterans on board—attributes 

honed in the military include dedication, leadership, teamwork, positive work 

ethic, cross- functional skills, and ability to work with many different kinds of 

people 

 In order to make sure your potential employer understands the significance of 

your military experience in a positive manner—make sure you clearly 

communicate your values that you bring to the table. 

 

6. Did you experience active combat? 

 Defending our country and its interests is very admirable, but the sad truth is the 
actual references to the horrors of combat can easily leave many civilian 
employers uneasy. 

 This is a delicate topic and this experience may not relate to your future goal. 

 While you might have worked in an engagement zone, it is recommended that 
toning down or removing combat references will benefit your chances of 
receiving an offer. 

 On a resume or in an interview do not discuss topics where there may be difference of 
opinion.



7. The "Never Ending Draft" 

 Developing a resume that works in the civilian world is an ongoing process 

 After you have polished your resume, start distribution, and keep track of your 
resume's response rate       

 Ask for feedback and listen vigilantly to suggestions for improving your resume 

 

8. How has your persistence paid off in your military career? 

    Give examples of when you: 

 Participate fully in life--take part in organizations, families, and communities 

 Were energetic-- the willingness to jump in and take on new tasks — and have the mental 
energy necessary to get the job done 

 Were humble--not afraid to admit you do not know everything, seek assistance and feedback, eager to 
keep growing 

 Were committed to life-long learning-- you know your job but are always in the process of learning 
more 

 Possessed an attitude of success--act as if it were impossible for you to fail, as if your success is a 
done deal 

 Were relentless, with options-- never give up until you succeed, but you are willing to try a variety of 
options obtain your goal 

 Strive for health in all aspects of your life--work hard to take care of yourself physically, emotionally, 
spiritually, intellectually and socially 

 Rise above adversity-rise above the small stuff to achieve greatness in your life 

 Have had extraordinary purpose-set high goals and always reached for the top 

 Are willing to take risks-have confidence to step out of your comfort zone to try new ideas or strategies 
 
Additional resource:  
Expert Resumes for Military-To-Civilian Transitions by Wendy S. Enelow & Louise M. Kursmark (2010)  



Words Every Resume Should Include 

Every word on your resume counts in today's competitive job market. But some words count more 
than others — especially those that refer to soft skills 

Soft skills are increasingly important in the workplace. In fact, most employers considered soft skills to 
be among their most important hiring criteria. 

Teamwork 

Teamwork is more important than ever in the workplace. The ability to work well with others 
to accomplish a common goal is vital for a harmonious workplace. Employees are often 
organized into teams to manage projects. In addition, many employers believe collaboration 
increases the quality of work and improves productivity. A team player is an attentive listener, 
a cooperative colleague and is willing to help others. 

How does your military experience show one of your strengths to be teamwork? 

Flexibility 

Employers value workers who are flexible and able to juggle multiple tasks simultaneously. In 
other words, it is sometimes just as important to be a jack-of-all-trades as a master of one. 
You can show that you are flexible by demonstrating a willingness to take on new and varied 
projects and an ability to handle changing priorities and deadlines. Ultimately, being flexible 
does not only increase the odds that you will receive a job offer it also improves your chances of 
keeping a job should layoffs occur. 

How does your military career show you have the ability to be flexible? 

Detail-Oriented 

Employers want to know that they can trust workers to handle a project down to the last detail. 
Being detail-oriented means being organized and meticulous about your work. It also implies 
that you can work without constant supervision and act independently. 

Give examples of when you had to be detail-oriented in the military and explain in measurable 
outcomes why it was significant to the mission or task. 

Persistence 

Employers value employees who are persistent when achieving goals—AKA self-starters. These 
workers can generate their own ideas and follow them through to fruition. A self-motivated 
worker goes the extra mile by regularly taking on tasks that may not be part of the job 
description; and is inspired to work hard not just to reap rewards but also for personal 
satisfaction.

 



Resume Do's and Don'ts 

DO: 

 Tailor the resume to your background, career interests, and specific jobs to which 
you apply 

 Make your name large, so it stands it out 

 Use a clear, easy to read font such as: Anal, Times New Roman, Helvetica, and 
Verdana 

 Use a font size that is readable, typically 10-12 pt. 

 Follow the guideline "Who is my audience?" 

 Follow the "most important to least important" rule 

 Proofread 

 Keep to one page (unless strong exception to the rule, i.e. above an entry-level 
position) 

 Use action verbs 

 Use correct tense for current and past experiences 

 Be clear and concise 

 Be aware of "scannable formatted" resumes 

 Know it is a living document and needs to be updated regularly 

 Have several people review it: Career Services, friends, professor, etc. 

DON'T: 

 Use a template, including those from Microsoft Word 

 Use graphics 

 Include an "unprofessional" email address 

 Include high school under "Education" unless you are a first-year student 

 Include reference contact information 

 Use abbreviations whenever possible 

 Use first person pronouns. (le. I, me, my) 

 Use narrative descriptions 

 Use hard to read font 

 Write "Resume" across the top 

 

 


