
Resume Workshop



Employers spend 
15-30 seconds reviewing 

your resume

Must be easy to read and 
organized

Resumes are your 
marketing tool!



Where to begin?

DON’T have a “one 
size fits all” resume.

DON’T use a template 
in Word or Publisher.

Each job is different so 
each resume you 

submit should be too.

Tailor your resume to 
each position.

Match your 
skills/experience to 

their job requirements 
and qualifications.



Formatting Basics



Formatting
Basics

R Start with your most recent position

R Use ACTION VERBS in describing experience

R No first person pronouns (I, we, you, etc.)

R Use bold or italics to make information stand out 

and distinguish between sections

R No paragraphs; use bullets

R No colored fonts or photos



Formatting 
Basics

� Avoid templates in Word or Publisher that limit formatting.

� 10 or 12 point font (Times New Roman, Ariel, Calibri, Corbel)

� Margins NO LESS than ½ inch 

� Spelling and grammar matter

� Look at bullets/indents – do they line up?



Format Check

FONT MARGINS OVERALL 
APPEARANCE

SPELLING & GRAMMAR 
ISSUES? 

ORGANIZED & EASY TO 
READ?



Experience



Experience

� More than just jobs! 
� Clinical experience
� Volunteering
� Coursework
� Projects

� Relevant Experience vs. Experience

� Relevant Experience on top!  (Even if it’s not your most 
recent job)

� Action verbs! (Handout)



Experiences 
Activity

� Brainstorm all of your previous experiences. 
� Work experience
� Volunteer Experience
� Class Projects
� Service Learning
� Volunteering
� Clinical Experience
� Study Abroad
� Others?

� Think outside the box!



Tips for Describing Experiences

Use keywords and phrases from the job descriptionKeywords

Present tense for current jobs and past tense for past jobsAction Verbs

Highlight accomplishments and not just job dutiesGood job!

Include numbers, results and accomplishments when appropriateQuantify

Employers may not know your technical experience or type of technologyDon’t assume



Describe your Experiences

Step 1: What?

Jot down your tasks and 
projects for each 

experience. 

Step 2: Why? 

Identify the goal or 
purpose of each item.  

What relevant skills did 
you develop?

Step 3: How?

Add more detail to your 
description by providing 
specifics about the task.

Step 4: Action Verb

Select an action verb that 
helps demonstrate what 

you did.

Step 5: Create!

In 140 characters or less, 
create a detailed 

description for each 
responsibility.  



Describe your Experiences

Example:  Server at Olive Garden

• Waited tables, worked with kitchen staff, served customersStep 1: What?

• Customer service, multitasking, communication skillsStep 2: Why?

• Being friendly and efficient, worked in a fast-paced environmentStep 3: How?

• CommunicatedStep 4: Action Verb 
• Communicated with restaurant staff to provide friendly and efficient 

service in a fast-paced environment. Step 5: Create! 



Experience 
Example

Company and 
position stand out.  

Formatted the 
same with each 

position.

List month and
year for each 

position.  
NOT: 2015-Present

Action verbs!



Experiences 
Activity

� Go through Step 1-5 for one job/position.

� What are you missing?

� Make sure you use action verbs!



Describe your Experiences

Step 1: What?

Jot down your tasks and 
projects for each 

experience. 

Step 2: Why? 

Identify the goal or 
purpose of each item.  

What relevant skills did 
you develop?

Step 3: How?

Add more detail to your 
description by providing 
specifics about the task.

Step 4: Action Verb

Select an action verb that 
helps demonstrate what 

you did.

Step 5: Create!

In 140 characters or less, 
create a detailed 

description for each 
responsibility.  



Headings



Determine which 
section headings to 

include on your 
resume based on your 

unique set of 
experiences and skills. 

1
Adjust them to best 
highlight what you 

have to offer for each 
employer and 

position. 

2
Order them from 

most to least 
relevant to your 
career objective.

3



Education 
Example

List your GPA if 
above 3.0

List location and full name of 
each college attended.  

No “UNO” or “MCC”
(There is a Clarkson University on the 

East Coast!)

List all colleges attended.  
Current institution listed first.
No need to list High School.

List expected graduation so 
employers can plan for the 

hiring process.



Common 
Headings

� Summary of 
Qualifications

� Education

� Relevant Coursework

� Experience 

� Related Experience

� Clinical Experience

� Healthcare Experience

� Volunteer Experience

� Involvement, Activities 
& Leadership

� Honors & Awards

� Certifications & 
Licensure 

� Technical Skills



Other 
Headings

� Language Skills

� Military Experience

� Publications & Presentations

� Research

� Conferences & Workshops



Headings 
Check

Are headings organized with most relevant at the top?

Are relevant experiences standing out?

Grammar or spelling issues?

Notice any formatting errors?

Do you have any missing headings?



Summary of Qualifications



Summary of 
Qualifications

� Used to describe your experience and skills tailored to the 
job you are applying for.

� HINT:  Relate these back to the job qualifications and how you 
personally meet those qualifications. 

� 3-5 bullet points should be clear, concise and listed at the 
top of the resume.

� Include specific keywords from the job description

� Showcase your achievements, experiences and skills that 
qualify you for the job.



Summary of 
Qualifications
Examples

� Two years of patient care and medication aide experience in 
long-term care facilities.

� Skilled at interacting with patients who are of diverse 
cultural and socioeconomic backgrounds.

� Proven ability to manage multiple patients while 
maintaining high quality care.



Summary of 
Qualifications 
Activity

� Write 1-2 bullet points of your summary of qualifications.  

� You want them want to learn more and keep reading your 
resume!

� Market yourself and make your skills stand out.



Summary

DON’T use a 
Word template!

Each resume is 
tailored to the 

job you are 
applying for.

Have a summary of 
qualifications 

specific to each job.

Give yourself credit! Think outside 
the box 

regarding 
“experience.”


