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WELCOMEWELCOME

THANK YOU FOR JOINING US!

“I always wanted to be someone, but I should have been more specific.”
–Lily Tomlin & Jane Wagner
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ABOUT MARSHALL BROWNABOUT MARSHALL BROWN
Marshall Brown, President of Marshall Brown & Associates, is a  certified 
executive and  career coach and personal brand strategist.  Marshall has always 
had a passion for  helping professionals find  ways to succeed in the workplace 
while living happy and  fulfilling lives. Unleashing & Channeling Your Power to 
Succeed—reflects his  commitment to supporting and encouraging his clients to 
find their  passions and unique  talents, while seeking additional possibilities to 
move from mediocre to exceptional. He sets the bar high for himself and others, 
and is the catalyst for new and breakthrough  thinking.

Marshall brings a significant amount of knowledge and experience in coaching, 
branding, business, marketing and leadership to his work with individual and 
organizational clients. He serves as a coach to already successful high 
achievers who enjoy challenging themselves. His clients include association 
executives, lawyers, health care professionals, CEOs and business 
entrepreneurs.

Marshall publishes his own monthly e-newsletter called “It’s All About You!”
He also writes a monthly career column for Association Trends called "Ask the 
Coach," and has published articles in leading association management 
magazines and newsletters. Marshall’s first book, High Level Resumes, 
released in January 2005, reflects his successful work in leading hundreds of 
job candidates in creating compelling professional resumes. 

As an industry expert, his speaking engagements have attracted hundreds of 
association and business professionals from across the country. 
Marshall has a Bachelors Degree in Psychology from the University of 
Pittsburgh and is certified by the International Coach Federation, Coaches 
Training Institute and Career Coaches Institute. He grew up in Pittsburgh and 
now resides in Washington, DC. 
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WHAT MAKES A POWERFUL WHAT MAKES A POWERFUL 
RESUME?RESUME?

A decent resume…
is a well written document that clearly outlines your 

skills, qualifications, and experience.

A POWERFUL resume…
is a focused and aggressive MARKETING tool that

SELLS YOUR VALUE to a company.
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WHAT YOU OFFER VS. WHAT WHAT YOU OFFER VS. WHAT 
THE EMPLOYER WANTSTHE EMPLOYER WANTS

The Problem: People have a tendency to write 
resumes strictly from the “What I offer”
perspective.  As a result, the wrong information, 
incomplete information, or irrelevant information is 
communicated. If your resume doesn’t clearly 
communicate what employers are looking for, 
your resume is passed over.
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WHAT YOU OFFER VS. WHAT THE WHAT YOU OFFER VS. WHAT THE 
EMPLOYER WANTSEMPLOYER WANTS

The Solution: Prepare your resume with the 
company’s requirements in mind – sell what 
they’re buying! Take a complete inventory of your 
skills, experience, attributes, and education and 
compare it to what the company is looking for.
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WHAT YOU HAVE TO OFFER WHAT YOU HAVE TO OFFER 
ANDAND

WHAT EMPLOYER WANTS TO WHAT EMPLOYER WANTS TO 
SEESEE

The
Perfect
Resume

SKILLS SKILLS

ATTRIBUTES ATTRIBUTES

EXPERIENCE EXPERIENCE

EDUCATION EDUCATION
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SECTIONS OF A RESUMESECTIONS OF A RESUME

Contact Information
Profile/Summary of Qualifications
Professional Experience
Education
Affiliations
Other

“If you don’t know where you are going, any road will take you there.” —
Lewis Carroll in Alice’s Adventure in Wonderland
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TYPES OF RESUMESTYPES OF RESUMES

Chronological
Functional
Targeted/Hybrid

“I always wanted to be somebody, but I should have been more specific.”

—Lily Tomlin with Jane Wagner
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IMPORTANCE OF KEY WORDSIMPORTANCE OF KEY WORDS

What is a keyword?
Why is it important?
How do I know what keywords to use?
Where do keywords go?

“You are the storyteller of your own life, and you can create your own legend or 
not.”
– Isabel Allende
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USE LANGUAGE THAT SELLSUSE LANGUAGE THAT SELLS

Aggressive & confident
Action-oriented  / benefit-oriented 
Be specific! 
Sell the “context”
Highlight Accomplishments
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USE LANGUAGE THAT SELLSUSE LANGUAGE THAT SELLS

Don’t just say this… “Increased sales of corporate security 
services”

Say this…“Increased corporate security sales by 43% and 
secured 12 new enterprise accounts, generating over $6 
million in new revenue”

Don’t just say this…“Conducted vendor negotiations, which 
reduced expenses”

Say this…“Slashed expenses by 23% within 6 months by 
renegotiating key vendor contracts”

Don’t just say this…“Sold services to companies across the 
East Coast”

Say this…“Recruited to revitalize stagnant sales and reverse 
declining profit performance in East coast markets”
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FORMATTING, LAYOUT & VISUAL FORMATTING, LAYOUT & VISUAL 
APPEALAPPEAL

Consistency
White Space
Fonts, Bolding, Italics, Etc.
Unique and Noteworthy
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IMPORTANT COMPUTER FORMATSIMPORTANT COMPUTER FORMATS

Microsoft Word
Plain text (“ascii”)
PDF

Marshall Brown & Associates 14www.mbrownassociates.com



FINAL THOUGHTSFINAL THOUGHTS

Sell what the company wants, not what you want 
Page 1 is CRITICAL
Use the language of your target audience
A 2-page resume is a good guideline, but not a rule
Make certain your name is on every page
Avoid using “I” and “me”
Organize content to work for you
Tell them what they need to know – show them how you 
can make their company/department better by showing 
them how you’ve done it before
Proofread, proofread, PROOFREAD…and then have 
someone else proofread
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RESUMESRESUMES
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RESUMES ContinuedRESUMES Continued
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RESUMES ContinuedRESUMES Continued
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RESUMES ContinuedRESUMES Continued

Continued on next slide…
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RESUMES ContinuedRESUMES Continued
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RESUMES ContinuedRESUMES Continued
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Now What?...Your Action PlanNow What?...Your Action Plan

Based on what I learned today…

I will start…
I will stop…

I will continue…
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RESOURCESRESOURCES
Best Cover Letters for $100,000+ Jobs, Enelow, Wendy, Impact Publications, 
2001
Best Resumes for $100,000+ Jobs, Enelow, Wendy, Impact Publications, 
2001
Executive Job-Changing Workbook, Lucht, John, Viceroy Press, 2001
Expert Resumes for Managers and Executives, Enelow, Wendy, and 
Kursmark, Louise, Jist Publishing, 2003 
Gallery of Best Resumes (3rd Ed.), Noble, David, Jist Publishing, 2004
High Level Resumes, Brown, Marshall and Reitman, Annabelle, 
CareerPress, 2005
How to Prepare Your Curriculum Vitae, Jackson, Acy and Geckeis, C., 
Kathleen, The McGraw Hill Companies, 2003  
How to Say It In Your Job Search, Kaplan, Robbie, Miller, Prentice Hall 
Press, 2002
Resume Magic: Trade Secrets of a Professional Resume Writer (3rd Ed.), 
Whitcomb, Susan, Britton, Jist Publishing, 2006
(The) Resume Makeover, Marcus, John, J., McGraw Hill, 2003
Resumes that Knock 'em Dead, Yate, Martin, Adams Media, 2004
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UPCOMING CAREER DEVELOPMENT PROGRAMS

INTERVIEWING IN A TOUGH ECONOMY
Thursday, June 4, 2009 3:00 EST

DEVELOPING A SUCCESSFUL NETWORK
Thursday, June 11, 2009 3:00 EST

FOR ADDITIONAL INFORMATION, CONTACT

Paula Pagano

Program Manager, Global Education

National Business Travel Association

ppagano@nbta.org



THANK YOU!THANK YOU!

“Don’t believe everything you think.”
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