This is the fourth in a series of six articles
Jocusing on hiring salespeople. The first
article established the importance of the
hiring process, the second defined the job
description, the third recommended several
sources of candidates. This article outlines
the basic principles of resume reading to
determine which applicants to interview.
o matter how mountainous the
pile of resumes is on your desk,
evaluating them is one job you
do not want to delegate.-With
resume writing services and “how-to” books
readily available to job-seekers, it is often
difficult to Getermine whether the resume
you receive is an accurate picture of the
candidate in question. There may be little co-
relation between the quality of the resume
and the likelihood of the applicant’s subse-
quent success on your sales team. As it is no
longer enough to merely read the resume,
this article will outline how to read between
the lines.

A word about covering letters; The re-
sumes you receive should be accompanied
by a cover letter, but skip to the meat of the
resume first. Once you have determined that
the resume reveals the skills-and experience
you are looking for, then you can assess the
cover letter as an indicator of communica-
tion skills possessed, and the sincerity of the
application. This streamlines the process
and focuses you on what you are really
looking for.

- Refer back-to-the job description you
prepared for the position you are looking to
fill. Use your hiring criteria as a guideline to
divide the stack of resumes into three groups,

Those you definitely want to see, those who
might work out but don’t really impress you
on paper, and those whoare clearly, unquali-
fied. You may want to interview one or two
of the “maybes” as well, since sometimes a
strong candidate may turn up whose resume
didn’t reveal their true strengths.




To fine tune your selection of
interviewees, be sensitive tothe hidden signs
that point to success or failure in a potential
employee.

What to Look For:

® TIMING: resumes sent long after your
advertisement has run implies a lack of the
sense of urgency required for the job.

® SPECIFICS IN JOB DESCRIP-
TIONS: the less specific candidates are in
describing what they did, the more likely
they are to inflate accomplishments.

® EVIDENCE OF ACHIEVEMENT/
ACCOMPLISHMENT: the best indicatorof
future performance is past performance. In
description of specific functions or responsi-
bilities, how often did the candidate contrib-
ute to earnings and improved efficiency.

©® STABILITY ANDCAREERDIREC-
TION: job changes that result from a high
level of competence, bettering with each
change.

® WILLINGNESS TOWORKHARD:
tasks and responsibilities that go beyond the
normal parameters of the job, leisure activi-
tiesthat show volunteer work, having worked
one’s way, at least partially, through school.

@ INITIATIVE: leadership in extracur-
ricular activities, school, team sports.

® VISUAL PRESENTATION: is it at-
tractive - the layout, quality of paper, type-
face, spelling etc. How a person represents
themselves on paper is a good indicator of
how they will represent your company. Like
a good newspaper story, the resume should
grab your attention by having the most im-
portant things first - key experience should
be on the first page to arouse the reader’s
interest.

Beware of:

® LACKOFEXACTEMPLOYMENT
DATES: suggests gaps in job history, job-
hopping, often hidden by preparing a resume

in functional form eliminating chronologi-
cal details.

® A NUMBER OF LATERAL
MOVES: those that show no increase in
responsibility or earnings.

® LENGTHY DESCRIPTIONS OF
EDUCATION: outside of degrees or certifi-
cates, as evidence of accomplishment rather
than proof of intelligence, little else should
occupy your attention. Those who lack the
required educational background usually
overembelish.

® PERSONAL TRIVIA: long lists of
interests and hobbies may tell you one of two
things - weakness inexperience and skills, or
such a busy personal life, there remains no
time for the job!
® OVERABUNDANCE OF QUALI-
FIERS: phrases such as “knowledge of”,
“assisted with”, “had exposure to”, usually
indicates lack of hands-on experience in the
areas you might be looking for.
® GIMMICKY RESUMES: use your
own judgment with respect to odd colour,
pretentious typeface, graphics, etc. but in
general, candidates with gimmicky resumes
are rarely as interesting as their resumes.
Once you have determined who you
wishto interview, use the resume as a source
of questions to ask. Make note of the ques-
tions as they occurto you, but remember, the
resume is a legal document - do not write on
it, use a separate piece of paper to make your
notes or record your questions for the inter-
view. Subsequent articles will focus on ef-
fective interviewing and making the
decision. R
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