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• What is a Resume?
• What to Include
• Keywords
• Customize Your Resume 
• Action Verbs
• Accomplishments
• Resume Sections
• Do’s and Don’ts

Overview
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• A self-promotional document about YOU
• First impression 
• Promote relevant:
• Skills 
• Abilities
• Accomplishments
• Contributions
• Credentials

What is a Resume?



What to Include on a Resume?

CONTACT INFO OBJECTIVE EDUCATION WORK 
EXPERIENCE

EDUCATION ACADEMIC 
EXPERIENCE

SKILLS EXTRA-
CURRICULAR/   
VOLUNTEER 
EXPERIENCE

LEADERSHIP 
SKILLS

AWARDS PUBLICATIONS



Use Keywords

Scan resumes searching for specific keywords

Scan posting description or employer website for keywords

Keywords should include specific job requirements, skills, 
competencies, and relevant credentials



Customize Your Resume
• Tailor your resume to the position you are pursuing
• Do not send the same resume to multiple openings
• Consider organization core values and company culture



Selecting Action Verbs
• When starting bullet points, 

think about starting with 
different action verbs.
• You want to catch the hiring 

manager's eyes.
• How can you make your resume 

stand out with action verbs?

Instead of you "led" a project try:
• Chaired
• Controlled
• Coordinated
• Executed
• Headed
• Operated
• Orchestrated

Instead of ”Led" try:
• Chaired
• Coordinated
• Executed
• Headed
• Operated
• Orchestrated

Selecting Action Verbs



• Completed 25 lab experiments in a three-week period, 
keeping project on schedule & budget.

• Developed an App to identify and track packages, reducing 
the number of missing electronic parts to under 25 resulting 
in over $3M of cost savings.

• Managed a student organization budget of more than $150K.
• Presented at conference to an audience of 100+.

Quantify Accomplishments
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• Misrepresent your Education/Experience
• Rely on Spell Check Alone
• Use Small Fonts
• Mix Font Types
• Fancy or Color Paper
• Birthdate
• Social Security Number
• Parent’s Email Address or Phone 

• Spell Check
• Spell out Acronyms
• Clean, Concise, Consistent Format 
• Action Words
• Appropriate Tense
• Formal Name
• Phone Number
• Professional Email & Voicemail 

Message

DO’s DON’Ts 
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Summary

• Present yourself in the best light possible
• Do your research!
• Use relevant keywords
• Vary action verbs 
• Quantify accomplishments 
• Customize each resume

• Seek feedback 
• Check your spelling and grammar
• Keep it professional
• Living document
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Questions?


