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What is a Resume?!

•  A concise document typically not longer than one page.

•  The goal is to make yourself standout.

•  The intended reader will not dwell on your document very 
long.

•  It should be adapted to every position you apply for.

•  Doesn’t have to cover your whole career.

•  Highly customizable.





What is a Curriculum Vitae?

•  Means “course of life” in Latin.

•  An in-depth document that is two or more pages.

•  High level about your achievements.

•  A Summary of your educational and academic backgrounds 
as well as teaching and research experience, publications, 
awards, honors, affiliations and other details

•  Organized chronically.  It provides an overview of your full 
working career.



So What’s the Difference?!

•  Length, purpose and layout.

•  The CV is intended to be a full record of your career history.

•  The resume is a brief, targeted list of skills and achievements.

•  CV – Long, covers entire career, static.

•  Resume – Short, no particular format rule, highly 
customizable.

!



Creating a Great Resume

•  A fantastic resume should be a marketing document that 
entices the reader to want to meet the candidate.

•  It should tell a compelling story that invites others to further 
inquiry.

•  The resume must be concise; capture attention on the first 
page, the critical factor is to ensure the readers interest is 
piqued within the first 1/2 of the page.



Resume

•  The purpose of a resume is to catch someone’s eye.

•  Relevant and compelling get you in the door.

•  Resumes are not read – They are scanned, scored and sorted.



4 Tricks to Get Noticed

•  State the problems you have solved.

•  Explain who you have helped.

•  Say what difference you made.

•  Show how your experience prepared you.



Before Writing Your Resume

•  Make a list of 10-15 (or more) mutual good-fit employers to 
target.

•  Do research.  What makes you uniquely qualified to help 
them meet current challenges.

•  Find relevant key words and phrases.

•  Use this information to create content for personal brand 
messaging.

•  This will resonate with employers.



Creating a Great Resume

•  The resume is to help you get an interview.  Consider it the 
40,000 foot view of what you can do.

•  Treat every word on your resume like expensive New York 
city real estate.  Square footage is at a premium; so make 
every word count.





Getting Started

•  Tailor your resume to the specific position you are applying 
for.

•  Study the company’s website.  

•  Find repeated words, phrases, taglines and hints about their 
philosophical approaches.  

•  Mirror the language!

•  Review sample resumes to get ideas for wording, layout and 
current trends.



A Good Resume is About Your Future, Not 
Your Past.

•  Before you even start writing your resume, you need to plan 
what kind of work you want to do next – that’s your future.

•  On your resume, only include items that support your profile.

•  The result is a resume that works like a marketing piece for 
your future.



A Good Resume is About Your Future, Not 
Your Past

•  Your top profile section is about where you want to go.

•  Your Professional Experience section is about where you 
have been.  It is granular proof of what you can do based on 
your past success.

•  Since your resume talks about your work history, you might 
assume its about your past.

•  The secret to getting a new and exciting job is to write your 
resume as a marketing piece about your future – not a dry 
bio about your past.



Resume Length

•  If you have limited job experience, your resume should only 
be one page.  

•  With some new graduates there may be a lot of relevant 
internship, summer-job, extracurricular involvement and 
leadership.

•  A resume should not exceed two pages.  Yet, text should fill 
at least a third to a half of the following page.





Using Key Words

•  Companies use databases that can search 1,000’s of resumes 
in seconds.

•  List core competencies, keywords or buzzwords for your job 
function/industry on the resume to please recruiters and 
assist resume-parsing software.

•  The strongest words on your resume are almost always 
nouns, not verbs.  They are looking for skills, certifications, 
degrees, job titles, names of products, services, processes etc.



Using Key Words Cont.

•  More than 90% of resumes are searched for job-specific key 
words.

•  Use this link for hundreds of key words: 
www.resume-help.org/resume_action_words.htm

•  Ensure your resume is formatted properly for the Applicant 
Tracking Systems (ATS) that employers utilize.  Use a 
program such as preptel (www.preptel.com).



Create a Profile

•  Get rid of objectives and summaries.  

•  Replace fluffy statements with a profile, which should be like 
a 30-second “elevator pitch”.

•  This is where you explain who you are and what you are 
looking for.

•  In 3-5 sentences, explain what you’re great at, most 
interested in and how you can provide value to a prospective 
employer.



Create a Profile Cont.

•  Break up text with bullet points.  Use odd numbers.  No 
more than seven bullet points.  White space draws the 
reader’s eyes to important points.

•  Include a profile statement.  This is a great way to show a 
hiring manager, at a glance, why you are qualified for the 
job.

•  Always tailor your profile to fit the specific job opening for 
which you are applying.



Key Points

•  Include your name, email, phone, and linkedin.

•  Education should be listed at the top for recent graduates.

•  List information in order of importance.

•  Keep your resume in a format with industry norms.

•  Utilize accomplishments that best describe the skills you are 
selling to the employer.



Key Points Cont.

•  Include months and years on your resume for any positions 
you were at for less than two years.  More than two years in a 
position only the years are needed.

•  Include all awards and accolades. Use action verbs 
consistently.  See appendix.

•  Add a summary of skills



Social Media

•  Some candidates send LinkedIn profiles in lieu of resumes.  
To many, they are better than resumes because they give 
extra pieces of information.

•  This information often gives the Hiring Manager insight into 
the candidates personality.

•  Twitter can be an excellent resource for your job search, 
introducing you to new people, organizations, ideas and of 
course, jobs.



Social Media Cont.

•  Unvarnished takes LinkedIn recommendations to another 
level by making the reviewer anonymous and therefore more 
candid.

•  Sites like oDesk and eLance are the future of resumes and 
how companies hire.  When you hire someone on those sites, 
you don’t see things like what University they attended, you 
see past jobs and employer ratings.

•  This simple reputation score is much more reliable, fair and it 
is harder to fudge than any resume.



Online Reputation

•  When searching for a job it is critical to be aware of your 
digital footprint – the information connected with your name 
online.

•  Companies and recruiters routinely check search engine 
results to learn more about potential employees.

•  90% of recruiters say they conduct online research of 
potential candidates. (Execunet).



Online Reputation Cont.

•  Up to 70% of employers who have used LinkedIn say they 
have chosen not to hire a person based on what they have 
found out about them online.

•  Job seekers should be thinking as much about their online 
persona as their interview attire.

•  Tips – Check your online identity, Limit negative content, 
and leave no room for confusion.





Resume Facts

•  It takes recruiters an average of six seconds before making the 
initial ‘fit or no fit decision’

•  Be concise, structured and specific

•  Be sure that the resume is on a level that any High School 
Senior could understand.

•  80% of your resume is about your performance and 20% is 
about your personality.

•  The baseline is that you have earned your degree, created 
value and some sort of leadership beyond self.



What Should Never Be Included on Your 
Resume

•  Don’t exaggerate or use “fluff”. Never pad your resume.  
Avoid fuzzy words and phrases.

•  Typos or misspellings.  Don’t trust spell check.  Have a friend 
review or college review it.

•  Don’t include negative information.

•  Your picture or other images.










What Should Never Be Included on Your 
Resume

•  Crazy fonts and colors.

•  Don’t share personal information the employer 
wouldn’t be interested in.

•  Don’t include job specifics that won’t relate to the 
position you are applying for.

•  Don’t use resume formats that are not in synch with 
the position or industry you are applying for.



What Should Never Be Included on Your 
Resume Cont.

•  Don’t include personal pronouns in a resume (I, My, Me).

•  Don’t make your resume difficult to scan or read quickly.  
Leave enough space for indentations and white space 
between bullets sections, jobs etc.

•  Don’t use buzz words that will be difficult for the reader to 
understand.  Industry specific jargons are ok.

•  Don’t include dense blocks of text.





What Should Never Be Included on a Resume 
Cont.

•  Don’t include personal information (age, marital 
status, gender, religion etc).

•  Don’t include references or state “References available 
upon request”.  It is clear that you will provide 
references as needed.

•  Don’t  enclose your resume in a report cover or bulky 
package.  

•  Don’t include school transcripts or letters of 
recommendation unless they are asked for.



How To Prepare

•  Leverage your most recent experience as much as possible to 
sell your qualifications.

•  Prepare it in a simple word format that can be easily viewed 
on most computers.  Yet, make it unique rather than using 
templates.

•  Avoid the fancy layout, font and other special effects.  Pick a 
font of at least 10 point, in black and on plain white paper.  

•  Use a reverse chronological order.  List your present or most 
recent job and then work backwards.



How To Prepare Cont.

•  State the name of the company you work for or have worked 
for, what they do, how long you were there-month and year.  
Then list the position you held and your accomplishments.  
Full sentences are not necessary.  Ex. Managed company 
purchasing etc.

•  Emphasize your transferrable skills.  This is important if you 
don’t have much experience or seek to change careers.



Accomplishments VS Duties

•  Duties state what you did while accomplishments state how 
well you did.  Duties certainly let a hiring manager know the 
scope of your role.  Yet, accomplishments go a step further.  
They illustrate you ability to complete potential work.

•  Accomplishments should be formatted a result-and-then-
cause.

•  Minimize descriptions of job duties and maximize 
descriptions of accomplishments.  Sell it, don’t tell it.

•  Keep track of your accomplishments on a regular basis.  
They paint a vivid picture of your impact at each job you 
have held.



Accomplishments VS Duties Cont.

•  How you phrase your accomplishments and which ones you 
emphasize will depend on the job for which you are applying.

•  Quantify your accomplishments. Numbers tell.  Be 
quantitative.  Use numbers, statistics, percentages.  They gain 
attention, especially when in bold.  Ex. Increased profit 
by 28%.  Came under budget by 30%

•  Stories sell your accomplishments, consider brief statements 
that could prompt questions in the interview that would 
enable you to tell success stories.

•  Stories are particularly effective when they distract from or 
counter any biases the hiring manager could have towards 
certain applicants.



Recent Graduates

•  Post your Education at the top of your resume.

•  List a high GPA (3.5+) and relevant course work, school 
projects and internships.  Unpaid experience still counts.

•  List internships, volunteer experience, summer jobs, part-
time jobs, campus jobs, temporary work etc. when relevant to 
your job target.

•  Show some personality.  Resumes don’t have to be dull.  “No 
project is too big or too complex”.



Use Testimonials

•  It is becoming more common for resumes to include a 
testimonial.  Create a profile at the top of your resume to 
prove your value proposition to the hiring authority.

•   Here’s a quote from a professor that appeared on a resume.  
“Karen exhibits extraordinary organizational and leadership 
skills.  She is a driven, creative young woman with desire and 
discipline who differentiates herself from other students”.



Use Testimonials Cont.

•  Another new graduate resume contained this 
recommendation “Aaron is simply one of the best research 
assistants I have ever had.  He was bright, innovative, 
completely dependable and always professional.  I would 
recommend him for any position requiring these qualities”.

•  These quotes say more than the students ever could have 
explained themselves.  There is no bragging on the students’ 
part since their recommenders are doing it for them.





Format Wisely

•  Browse resume samples

•  Look at good resume templates

•  Read good formatting tips

•  Use logical formatting and wide margins.

•  Clean type and clear headings.

•  Selectively apply bold and italic typeface.

•  Use bullets to call attention to important points.



Format Wisely Cont.

•  White space is important.

•  Don’t leave empty fields.

•  Use spell check.  Have a human edit your resume.

•  Be consistent with your style.



Appendix



Examples







Skills



Skills



Skills



Nouns: Person, Place, or Thing



Adjectives: Tell Us More About The Noun!



Verbs: The Action Words!



Verbs: The Action Words Cont.!



Adverbs: The Verb Described!


