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Introduction Activity 

● What are some positive qualities that you can 
bring to a job and/or academic environment?



WHAT IS A RESUME?
A resume is a written summary of your 

education, experiences, qualifications, 
skills and sometimes even personal 

interests. You send resumes to a hiring 
manager or admissions officer to 

demonstrate why you are a good fit 
for their opportunity.  



Structure 
A resume has several key sections

● Contact information 
● Professional summary (*optional)
● Education
● Experience 
● Skills, awards, hobbies, etc. 



Academic vs Job resumes
Academic

● Focus on your skills and 
relevant experience 

● Not as much focus on your 
personal interests 

● Do not need to include 
everything you have done 

● ONLY one page
● Resume personalized to each 

job opportunity

● Focus on your academic 
achievements

● Emphasis on extracurriculars 
(well rounded) 

● Important to include 
publications, creations, 
research, conferences, etc. 

● Can *sometimes* be more 
than one page

● Specific instructions

Job



Contact Information

● First & last name
*Bold & Big Font
Email address

● Location - City, State, 
Country

● Phone number
● Links to relevant social 

media such as Linkedin 



Professional Summary 
● *Optional section of the 

resume 
● A professional summary is a 

statement at the top of a 
resume. It describes the 
candidate's relevant 
experience, skills, and 
achievements. The purpose is 
to explain your qualifications 
for the opportunity in 3-5 
sentences.



Education
● Name of your school
●  Location
● What you are studying
● Graduation date

● Grades
● Relevant coursework
● Educational 

awards/honors
● Links to thesis, 

publications, etc. 



Experience

● Include: 
Position
Company
Location
Dates (chronological order)

● 2-3 points describing your 
experience



EXPERIENCE EXAMPLE
COMPANY NAME HERE
Job / position title

● List your responsibilities
● Adapt this to your needs
● Try to keep it short

START-END DATE

● Get straight to the point
● Don't omit very 

important information

Coral Springs Elementary School July 2015-Present
Lead Fifth Grade Teacher

● Coordinate individualized educational experiences for up to 30 students and 
facilitate small group experiences to deliver appropriate content for students' 
educational levels

● Incorporate both reading and writing lessons to strengthen student skills.
● Direct a team of fifth-grade teachers to ensure consistent curriculum and foster 

an atmosphere of teamwork that draws on teachers' strengths



Skills, Awards, Honors & Extracurriculars
● Technical skills, 

certifications, 
scholarships, awards, 
computer skills, 
languages, publications, 
sports, hobbies, clubs, 
volunteering, etc.



CULTURE
How does culture impact resume expectations?



● Individualistic societies place a greater 
emphasis on the individual and close 
family.

● Collectivistic societies stress the 
importance of the group & social 
cooperation

● The USA is considered one of the most 
individualistic countries in the world.INDIVIDUALISM

91

UNITED STATES CULTURE

Geert Hofstede Cultural dimensions
Score out of 120



How culture affects the resume
● In the United States there is the concept of selling 

yourself 
Showing the value that you as an individual will 
bring to the environment, team, university, etc.

● Expected to confidently talk about your 
accomplishments and contributions 

● The use of the Active voice & strong verbs



Active Voice VS Passive Voice
● The subject does the action
● Structure: Subject + Present 

Simple Verb + Object 

● Examples:
Sandra  bakes a cake
Hector pets the cat 
Lila paints the canvas 

● The subject does the action
● Object + To Be (present 

simple) + past participle + 
subject 

● Examples:
The cake is baked by Sandra
The cat is petted by Hector
The canvas is painted by Lila 



  

SHOW & TELL

● Implemented, operated, created, 
researched, devised, initiated, 
presented, utilized, maintained, 
demonstrated, planned, guided, 
examined, proposed, managed, 
communicated, prepared, supported, 
applied, oversaw, provided, recruited, 
collaborated, performed, executed,  
synthesized, gathered, designed, 
achieved, converted,  etc.  

● Work
● Responsible for 
● Study
● Make
● Take
● Show 
● Do
● Explain
● Watch
● Think

WEAK VERBS STRONG VERBS



Weak vs Strong Wording
● “A promotion to team leader 

was awarded to me after only 
six months of service,” 

● “Wrote the content for the 
organisation’s sales strategy.” 

● "I was tasked with mentoring 
new hires." 

● "The department budget was 
increased because I helped my 
team meet sales goals for the 
quarter." 

● “I was promoted to team leader 
after only six months.

● "Helped increase the department 
budget because my team met 
sales goals for the quarter."

● "I mentored new hires so they were 
better prepared for their role and 
understood expectations."

● Increased revenue by 20% by 
delivering the organisation’s 
sales strategy.”



Rewrite
● The instagram 

account was run 
by me 

● The students 
were taught by 
me 

I managed the company’s social 
media accounts, increasing followers 
and interactions by 60% 

I coordinated individualized 
educational experiences for up to 
30 students and facilitated small 
group experiences to deliver 
appropriate content for students' 
educational levels



RESUME TIPS
● Easy to read and uniform format 
● No pictures
● Use numbers & statistics
● Be specific & demonstrate how you have made an impact 
● Less is more 
● If you tell, you must show
● *One page only! 

TIP: Make the font size & spacing small between each line if 
you run out of space  

● Past tense for past experiences & present tense for ongoing 
experiences





Activity: Analyze the resumes

Format 
❏ Is it one page?
❏ Is it easy to read?
❏ Is the font, font size, spacing, 

etc. the same?
❏ Does it have all the necessary 

sections? (contact information, 
education, experience, 
skills/awards/honors/etc.)

 

Guiding Questions:

Language
❏ Are the sentences too short? 

Too long?
❏ Do they show & tell?
❏ Are they specific or vague?
❏ Do they write in the active 

voice or the passive voice?
❏ Do they use strong verbs?
❏ Do they sound confident?



A Bad Resume Example



A Bad Resume Example



An Excellent Resume



An Excellent Resume



How to approach writing a resume
● Customize the resume to the opportunity
● Read the job description carefully
● Do your research! 
● Apply even if you don’t have related experience or  meet 

all of the qualifications 
● Demonstrate how you were able to develop or use skills 

that are relevant to the job in other experiences. 
● Have a Master Resume that you regularly update 



Master Resume Activity
● Think about your experiences & what you could put 

on your resume 
● Fill in the resume template with your ideas 





Resources
● Grammarly:

Website & browser extension 
that helps with writing 

● Indeed:
Resume templates
Sample resumes 
Sample cover letters 
Sample interview questions & 
answers 
Helpful articles


