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BUILD THE BEST RESUME 
A STEP-BY-STEP PROGRAM TO DEVELOP A RESUME THAT WILL LOCK IN YOUR INTERVIEW.

Copyright © 2019, Rich Gee Group. All  Rights Reserved.



Everyone is an expert and critic when it comes to resumes. 

Every person you meet, interview, or network with are always 
commenting on what you did wrong and how their way is the right 
way. It’s frustrating. 

It’s really an agenda — they want you to feel lost and also want the 
upper hand to take advantage of the situation. And to manipulate 
you in many different ways. 

I try not to get on the resume bandwagon too much when I coach. 
This program is short, simple and to the point when it comes to 
making powerful resumes. 

Resumes are your business card — interviews are the main 
attraction. They get them interested and in the door, but there are SO 
many other ways to get in front of key decision makers. 

I hope you find my suggestions just that — suggestions.  
Many of my clients have found that leveraging my templates have 
dramatically increased their success with their job search. 

Good luck! - Rich  
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RESUMES.
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RULES
I have 3 basic rules:

1. Make it easily readable.

2. Quality over quantity.

3. Ten-second WOW.

That’s it.
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1. MAKE IT EASILY READABLE.

Don’t be fancy. Unless you’re looking for a design position, 
DON’T deviate from the normal resume structure. 

Resumes are THE most boring document you will ever 
read. Why? It’s someone else you’ve never met bragging 
about their own accomplishments. 

When you make it 5-page miasma of braggadocio, you 
lose people on page one. 

Your resume is life’s business card. You have to make it 
easily consumable for ANY reader. 

There are three people who will read your resume — the HR 
person, the recruiter, and hiring manager. The first two are 
gatekeepers - the hiring manager is the prize. 

Give them EXACTLY what they are looking for, in the order 
that they want to receive it. Any deviation from the norm will 
only hinder your chances.
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1. MAKE IT EASILY READABLE.
YOUR INFO  
Name, Phone, Email, Address, LinkedIn Profile URL 

YOUR HEADLINE  
One, 5-7 word headline that clearly captures the reader’s 
interest. WOW them. Be bold. 

YOUR C-A-Rs 
You’ll learn this in Part Two. Be patient. 

YOUR POSITIONS  
Company, Location, Title, & Very Brief summary of what the 
company is. Then 3-4 strong bulleted areas of 
accomplishments/activities/responsibilities. Only 3-4. 

YOUR EDUCATION/SKILLS  
Show them everything. Not only your schooling, but 
seminars, classes, online training you’ve received. 

YOUR INTERESTS 
This shows them that you have a life after work and are an 
all-around interesting person and not a hermit.



EXAMPLE
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SPACING  
Set your line spacing to 1.2 
for each line. You need air 
so it’s easier to read. 

FONT 
Use Helvetica. It’s simple, 
clean, and doesn’t look old 
like Times New Roman. 

HEADLINES  
Make sure you have a clear 
hierarchy so the reader 
understands the structure 
instantly. 

BE FRUGAL 
With your boldface, italics, 
capitalization. Make sure 
the reader can easily 
understand it.



EXAMPLE
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FONT SIZING  
Keep your body font at 
10-11pt.  No more than 12pt 
or less than 10pt. 

YEARS  
I suggest just giving years 
unless there are no gaps 
between companies. 

ACTION VERBS 
Try to start each bulleted 
item with a strong, targeted 
action verb. 

SHORT & SWEET  
Keep each bulleted item at 
two lines only. If you go to 
3-4, no one is going to read 
them. Trust me.
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2. QUALITY OVER QUANTITY.

Everyone tries to fit EVERYTHING into their resume. They 
try to cover every aspect of their experience, afraid if they 
leave anything out, the reader will move on. 

Stop doing that. You need to give them a peek into what you 
can really do for them, not only what you’ve done. 

Focus in on capturing their attention, pushing your 
performance, and aligning your abilities. 

Unless you’re a C-Level executive, your resume should 
only run 2-3 pages tops. And that’s if you give it a lot of 
space and air so the reader doesn’t feel like they’re reading 
from an auto repair manual. 

Finally — They’re not going to read it. Now that we 
consume almost everything via screen, we no longer read - 
we scan. Since we scan, we hop from key item to key item on 
your resume - so you need to keep it brief and powerful. 
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2. QUALITY OVER QUANTITY.
What is a CAR? It’s an acronym that represents Challenge/
Action/Result. I teach these to clients so they develop 
‘stories’ that highlight major things they’ve done on the job. 

1. Challenge.  
Name a challenge or problem that you ran into, found, or 
were handed on the job. Make it a major situation, not a 
regular task or activity. 

2. Action. 
Describe the action you took to assess and solve the 
challenge. How did you take charge? Who did you use? 
What out-of-the-box thinking did you employ? 

3. Result. 
What was the direct result of your actions? Who benefited? 
How much money, time, resources, etc. did you save. Metrics 
always make the result better sounding. 

Now you have to condense them into a 2-3 sentence 
paragraph for the CAR area of your resume. 



C-A-R 
EXAMPLES
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STRONG HEADLINE  
3-5 words that captures 
the attention and 
imagination of the reader. 

STATE THE PROBLEM  
Action verbs with short to-
the-point sentences.  

USE METRICS 
Numbers, percentages, 
dollars all add to the power 
of CARs. 

3-4 LINES  
Get in and get out. Don’t be 
overly formal with sentence 
structure. Bold phrasing - 
more like headlines than 
sentences.

Drives Difficult Change In Organizations 
Designed and led the implementation of COMPANY’s AR 
System leveraging calculated algorithms which reduced 
store labor by thousands of hours resulting in over $32M in 
annual savings.  

Uncovers Business Opportunities 
Optimized COMPANY distribution operation to effectively 
target resources to impact replenishment cycle by 30% 
while increasing in-stock percentages by double digits in 
key categories. Freight spend reduced by over $750K.  

Makes Critical Things Happen 
Relaunched COMPANY website in 90 days, halting 10 
years of negative comps and generated a 50% positive 
comp in first 6 months of operation. 
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3. TEN-SECOND WOW. 

Your resume is a foundational template that is modified for 
every application or target. Every single one - don’t be lazy. 

That’s where most people make the mistake. They try to 
make their resume everything to everyone. Wrong. 

Modify your foundational resume: 

Add keywords that are familiar to the company/industry. 

Move items around as needed where they might be 
more attractive to the reader. 

Add/Subtract whole elements that might bore or even 
worse, hurt you. 

Anticipate what they are really looking for - go where 
the tennis ball is going to be hit - not where it was. 

To WOW them, you have to speak their language. 
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CONCLUSION
Everyone is a resume expert. Once your start looking for a 
job, every friend, colleague, family member, and recruiter will 
say, “This is all wrong.” 

Don’t listen to them. As long as you keep to these three 
simple rules, focus on quality, and customize for each 
opportunity. 

Too many people get hung up on their resume — it’s just 
one part of the entire job search process. Until you hit 
massive roadblocks during your search, stick with these 
three rules.

AND IF YOU WANT TO  
ACCELERATE YOUR SEARCH . . .



Copyright © 2019, Rich Gee Group. All  Rights Reserved.

MEET RICH.
Rich has been helping people with their job search for  
15+ years, so he employs realistic and proven approaches  
to help people find the right position quickly. 

The best approach is to provide a blended model of a 
face-to-face meeting with phone instruction and 
accountability. Many of the areas we will cover: 

1. Your SWOT Analysis -  Strengths, Weaknesses, etc. 
2. Get That Job! Foundation - The Four Steps 
3. Who Do You Love? - What Companies Do You Love? 
4. Reaching Decision Makers - Targeting The Best 
5. Keeping It Simple - Résumés That Shine 
6. Target Letters - Get Your Message Across 
7. Promote Yourself - Marketing Page Basics 
8. The Most Important Page - LinkedIn Page Basics 
9. Grow Your Fans - Educate Your Advocates 
10. Getting Out There - Connecting & Networking 
11. Keeping It All Organized - Tracking Leads 
12. Work With HR & Recruiters - I know, it stinks 
13. Projecting Your Personality - Phone Interviews 
14. The Main Event - In-Person Interviews 
15. Cross The Finish Line - Nail The Offer 
16. It’s The Money - Salary Negotiation Strategies 
17. On-Boarding - Your First Days/Weeks On The Job 
18. And so much more . . .
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TAKE THE NEXT STEP:
Visit www.richgee.com.  
 
It’s chock-full of great info, powerful tools,  
podcasts and 700+ articles by Rich. 

Reach out for a free coaching session.  
 
Yes, it’s free and it’s a real coaching session.  
It’s the only way you’ll experience coaching  
from a certified, experienced coach. Rich  
allocates only two sessions per week,  
so reach out today.

GOOD LUCK 
ON YOUR SEARCH!

http://www.richgee.com
https://www.richgee.com/free-session
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The information in this guide is for educational and 
informational purposes only. It is being provided to 
you as a self-help tool for your own use. 

It is not legal, medical, financial, or mental health care 
advice. This information is to be used at your own risk 
based on your own judgement. 

This guide cannot be reproduced without permission: 
https://www.richgee.com/permissions-policy 

For my full disclaimer, please visit: 
https://www.richgee.com/privacy-policy-1 

If you have any questions, reach out to our staff at: 
hello@richgee.com 

Thanks!

RICHGEE
H I G H - P E R F O R M A N C E  C O A C H I N G

https://www.richgee.com/permissions-policy
https://www.richgee.com/privacy-policy-1
mailto:hello@richgee.com

