SKILLED

TRADES

Resume Writing Tips

A great resume is more than just a list of jobs. It is a
balanced presentation of your skills, experience, and
qualifications.

The average time an employer spends on a resume
is approximately 10 seconds. To make sure that every

second counts, start with the following resume structure:

NAME AND CONTACT INFORMATION

e Phone number

e Email (make sure it is one that you check on a daily
basis)

* Town/city/region you live in

OBJECTIVE

e State the trade that you are pursuing and the skills
that you currently possess that will be of benefit to the
company.

* Example: Seeking to become a registered 433A
Industrial Mechanic Millwright and to further develop
my skills and knowledge. To contribute to the ongoing
success at 123 Millwright Company by utilizing my
strong communication skills, safe work habits and
welding experience.

SKILLS

Employers need both your technical expertise (Hard
Skills) and your personal attributes (Soft Skills). Hard
skills prove you can do the job, while soft skills show
that you will be a great fit for the team. It is crucial to
highlight a strong mix of both.

Where to start:

Create a resume that highlights your
strengths and relevant skills for the trade
that you are seeking employment in.

Get to know the trade you are interested
in pursuing by researching it and talking
to people who are already working in
that trade.

Soft Skills

- These are the personal attributes and
competencies that enable someone to interact
effectively with other people.

« There is a general consensus amongst employers
that they should not have to train new hires for
these important “employability soft skills”. They are
the primary qualities that get you hired and keep
you employed.

Examples: Adaptability, Problem Solving, Conflict
Resolution, Self-motivation, Communication Skills
(verbal, written, listening), Customer Service,
Telephone and Email Communication Skills, Time
Management and Organization Skills, Positive
Attitude, Strong Work Ethic, Continuous Learning,
Team Player, Initiative, Reliable



Resume Writing Tips

Hard Skills

SPECIALIST HIGH SKILLS MAJOR

SH

- These are the technical expertise acquired
through formal training to effectively work in the
trade for which you are seeking employment in.

M

Ontario.ca/SHSM

- Look through the Training Standard for your trade
to identify skills that you have.

SAMPLE RESUME:

+ Include your Driver’s License in this section along

with the skills you learned through your tech
courses, volunteer/work experiences, co-op/
OYAP placement, SHSM program.

SAFETY TRAINING

+ Include training you received through your tech
courses, volunteer/work experiences, Co-op/
OYAP placement, SHSM program.

Examples: First Aid, CPR, WHMIS, Working at
Heights, Food Handler

EXPERIENCE

to part-time jobs, each step builds your career
path. Present them clearly to show your growth
and dedication. Do not just list your duties;
show your impact. Using numbers makes your
achievements concrete and impressive.

Include Co-op/OQYAP placement, volunteer work,
part-time/summer jobs

EDUCATION

Highlight your most recent educational
experience as well as any industry related
educational training you may have.

Every experience counts. From school programs

Your Name

Phone Number | Email Address | LinkedIn Profile URL (Optional) | Portfolio/Website URL (Optional)

Objective

A highly motivated and adaptable individual seeking to leverage [mention 1-2 key skills or
experiences] to contribute effectively to [type of role/industry] at [Company Name]. Eager to
apply strong [mention a soft skill, e.g., problem-solving] and [mention a hard skill] to achieve
organizational goals and foster a positive work environment.

Soft Skills
Examples of Soft Skills:

- Communication: Excellent verbal and written - Adaptability & Flexibility: Quickly adjusts to new
communication skills, capable of conveying complex environments, technologies, and changing priorities.
information clearly and concisely to diverse

- Time Management & Organization: Efficiently
audiences.

prioritizes tasks, manages multiple projects
- Teamwork & Collaboration: Proven ability to work simultaneously, and meets deadlines consistently.
effectively in team settings, contributing to shared

: + Leadership: Ability to motivate and guide teams
goals and supporting colleagues.

towards successful project completion.
- Problem-Solving: Strong analytical and critical

thinking skills to identify issues, analyze root

causes, and implement effective solutions.

Hard Skills Experience

« Look through the Training Standard for your trade to - Include Co-op/OYAP placements, volunteer work,
identify skills that you have. parttime/summer jobs

« Include your Driver’s License in this section.

+ Include skills you learned through your tech Education
courses, volunteer/work experiences, Co-op/OYAP + List courses that you took in high school that
placement, SHSM program. connect to the trade you are pursuing.

Safety Training

+ Include training you received through your tech
courses, volunteer/work experiences, co-op/OYAP
placement, SHSM program.

- Examples: First Aid, CPR, WHMIS, Working at
Heights, Food Handler.

View Sample Resume



https://www.skilledtradesontario.ca/about-trades/trades-information/
https://octe.ca/application/files/2517/6962/1896/Sample_resume_FWV.pdf

