TO GET BETTER RESULTS BUILD A UNIQUE COVER LETTER and RESUME for each JOB APPLICATION!

Think about your target audience: The Employer

Market your abilities, but Be Honest and Do NOT Embellish

Use facts, not feelings

BEFORE YOU START WRITING PRIORITIZE YOUR QUALIFICATIONS!
First present your qualifications that relate directly to the position you are applying for.  List them first and in substantive detail. Try to prioritize your qualifications in the same order as the requirements listed in the job posting. 
Second cover Any Deficiencies! If you do NOT have some of the qualifications requested in the job posting, take the time to explain how you would overcome each of the deficiencies. Turn negatives into positives! 
Finally, if you include qualifications that are not relevant to the position you should segregate and summarize them in an additional paragraph. 

COVER LETTER

Use only ONE paragraph that specifically explains of how your career goals and background fulfills their hiring needs.

Highlight your industry sectors that relate to the job posting: Commercial, Institutional, Infrastructure, etc.

Highlight any subsectors that relate to the job posting: Hospitals, Libraries, Office Buildings, Highways, Bridges, etc.

Include the construction phases you participated in, your duties and responsibilities that relate to the job posting - Preconstruction, New Construction, Close Out, etc.

If you feel compelled to list information that does not directly relate to the posting, list it after the initial relative list or place them at the bottom of the page in a summary paragraph. Title the paragraph “Additional Information” and leave a note that says details will be provided upon request.
RESUME

Objective Statement: 

Use no more than 3 sentences that specifically explain of how your career goals and background fulfills their hiring needs. Summarize your cover letter.
Job Related Specific Skill Set: 

List and prioritize job relevant qualifications and synchronize as listed in the job posting. 

Experience/Work History: 

Should be a chronological list starting with the most recent and going back into the past.
Start Month and Year – End Month and Year
Employers Name

Your Title or Titles

Project  Names
Note: If you have been involved in contract work or projects it is okay to bundle the jobs in groups so you do not give the appearance of instability.

Education: Facts only

INCLUDE YOUR SALARY REQUIREMENTS!!!
PROJECTS LIST
Always Include: 

Sectors and Subsectors 

Value and Vertical Scope
Projects Phases  

Title:

Detailed List of Duties and Responsibilities

If you are applying for a position that is sector or subsector specific:

Start with projects that RELATE to the specific job by sector or subsector first. For instance bundle your Highway projects together and start with them if you are applying for a job building Highways.

Include the construction phase and duties you were personally responsible for. You should include project valuations, vertical ranges, start and end dates. You should also list the software you used to perform those duties.
Next do the same for all the projects in subsectors of the same sector. For instance, bundle all of your Bridge, Toll Booth, Overpass, or Tunnel projects, so on and so forth.

Next add any unrelated projects that match the listed jobs scope and size.

If you are applying for a general or non-sector specific position, create the project list by Construction Phase and duties as listed in the job posting

LAYOUT and FORMAT for e-DOCUMENTS

Note: Formal documents and spread sheet lists do not format in web text boxes correctly.  Resumes that are not formatted properly look horrible and they are hard to read. Poor formatting could keep you from getting considered.

If you want Employers to read your resume it has to be easy for them to read and understand.

Suggestions:

Use Arial font to build your documents because it is both easy to read and easy to scan.

Keep all text aligned to the left.

Introduce major sections in all uppercase letters.

Use the space key to indent.

Eliminate bold, italics, underlining and bullets.

Save then Verify as a text (.txt) document.

This tutorial was built almost entirely using these rules so you could see an example of how your documents should look.

YES… YOU CAN GET HIRED WITHOUT DOING ALL OF THIS!

However, if you take the time and put in the effort, the odds of you finding the best career match sooner are increased substantially… SUBSTANTIALLY! 

If you really want to get hired, it takes effort.

GOOD LUCK!

Hedged Staffing, Inc
