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What is a resume?
A snapshot of your experience, skills, and qualifications. It is a professional introduction
meant to capture the interviewer's attention and convince them that you are an ideal
candidate to interview.

do
include current contact information:
phone number, email address, LinkedIn
url, personal website
limit the resume to one page if you're a
current student or recent graduate
use a consistent, easy to read font
use action words
list you references on a separate page

Demonstrate the skills employers
want in your resume!

strong work ethic
initiative
analytical/quantitative skills
flexibility/adaptability
technical knowledge related to the job
interpersonal skills

leadership
ability to work in a team structure
ability to communicate written and
verbally with people inside and outside
of an organization
problem solving skills

Remember that your involvement in groups and organizations, college jobs and even
projects in your coursework can count as experience if relevant to the job you are
seeking!

doN'T
include information on age, marital
status, gender, religion, race, political
affiliation, or national origin
use fancy or small fonts
include any images or clipart
include a photo of yourself
use creative borders 
include random, unrelated, or off-putting
hobbies/interests

Develop Good statements
Describing job duties and responsibilities in an effective manner can be a daunting task.
The process can be simplified by breaking tasks into three distinctive components:

Consider the following task: Answered phones.
Goal: To answer the phone and direct call to
appropriate staff
Effect: Answer the phone quickly and efficiently
Success: Minimized the amount of time a caller had
to wait on the phone
Revised Statement: Directed callers to appropriate
staff quickly and efficiently, minimizing caller wait
time.

Example
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applicant tracking systems
Applicant tracking systems (ATS) are a
type of software that act as a human
resources database for organizing
applicants. 
ATS are used by all sizes of companies to
sift through large groups of job applicants,
and to organize those applicants.

Get past resume robots
Keywords, such as skills, location, and work experience, are easily the most
important part of getting through ATS. 

Generic resumes are not likely to make it through the system successfully.
Creating a "Skills" section on your resume is a great way to include relevant
keywords in a natural way. 

When including skills, think hard skills vs. soft skills. Hard skills are concrete, such
as "Spanish fluency", "financial analysis", and "Python". Avoid using soft skills such
as "hard working", "team player", and "positive attitude". These are better proved
in person!

Customizing the keywords in your resume based on the job posting is very
important. 

Keywords are often repeated. Be sure to read the job posting carefully.
Use a tool such as Jobscan to check your resume's likelihood to be accepted by
ATS. 

Resumes that have lower than 80% compatibility are likely to be rejected, and no
employer will ever see it.

Applicant Tracking Systems are constantly evolving.
Keep up with the changes by using: JobScan

utilize O*NET online for relevant
key terms

Search the position title you are applying for in the search bar on O*NET Online's
home page.

1.

Find the position most closely related to one for which you are applying2.
Read the tasks, skills, and abilities sections.3.
Follow the same three steps for the position you are listing in the experience section
of your resume.

4.

Use similarities between the two positions to create bullet-point statements in your
experience section by utilizing the above guidelines!

5.

https://www.onetonline.org/

https://www.jobscan.co/applicant-tracking-systems


sample resume template


