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Sign in sheet

Look out for the 
password later in 
the presentation! → 



The Basics
01



Objectives of a Resume

Well formatted, 
convincing 

argument of your 
best 

accomplishments

Attention-grabbing 
& easy-to-find 
qualifications

Convince the 
recruiter you’re the 
best candidate for 

the job

State your career 
goals & skills

“This is why 
I’m 

QUALIFIED for 
THIS job”

“How can I 
benefit you?”



Resume Breakdown (HEELS)

HEADER

Name must stand out

Include LinkedIn, 
professional email, 

phone number

Do NOT include full 
address 

01 02 03 04
EDUCATION

Most recent degree

When relevant, include 
GPA and related 

coursework

High school entries 
produce diminishing 

returns over time; less 
relevant

EXPERIENCE

Include employer, 
title, dates, location

Focus on 
accomplishments, 

not duties

Quantify your role

LEADERSHIP

Includes 
extracurriculars, 

especially for 
younger hires

Emphasize skills 
gained and highlight 

any leadership

Helpful for limited 
work experience

SKILLS

Specified, proficiency 
level skills 

Include license & 
certifications if 

relevant + expiration 
date

Best to showcase 
technical skills and 

language 

05

Add a 
publications 
section for 

research-based 
roles!



Leveraging 
Your Resume
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 Leveraging 
Work 

Experience

WORK EXPERIENCE
Bruin Finance Society           Los Angeles, CA
Intern     September 2025 - Present

● Created….
● Pitched….

Quantify the results of your responsibilities 

Start bullets with strong action verbs

Use specific keywords tied to your previous role 
and the role you are applying for

Highlight transferable skills

Few, strong 
bullet points 

> 
Many, generic 

statements

The job position does NOT have to be directly 
related to have transferable skills

Examples of transferable 
skills include:

● Communication
● Client Interaction
● Organization
● Analytical skills
● Teamwork-based 

projects

STAR METHOD

Situation, Task, Action, Result



Resume power verbs

arranged
collected
coordinated
dispensed
established
executed
implemented
installed
outlined
performed

prepared
processed
provided
purchased
recorded
rendered
served
serviced
sourced
supported

allocated
analyzed
appraised
audited
balanced
budgeted
calculated
compiled
computed
controlled

disbursed
distributed
estimated
figured
financed
forecasted
journalized
projected
reconciled
tabulated

acquired
anticipated
catalogued
categorized
classified
consolidated
delegated
directed
edited
eliminated

employed
grouped
initiated
managed
monitored
planned
recruited
regulated
scheduled
structured

Administrative Financial Organizational



Quantifying Your Results

● Using numbers, percentages, and 
rankings make accomplishments 
specific  and credible

● Metrics help recruiters 
understand the scale  and 
impact  of your work

WHAT
● Revenue generated, people 

served, etc.

● Use exact numbers or ranges 
if possible.

HOW

● Numbers stand out 
in a sea of words

● Recruiters want 
evidence of YOUR 
impact

WHY?

Results 
> 

Responsibilities



The Recruiter 
Perspective
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How a Recruiter Scans Your Resume

A Recruiter… What YOU Should Do 

Quickly reads (7-second scan, F-pattern 
reading) 

● Concise resume,
●  Clear fonts
● Key info in obvious spaces

Searches for relevant experience, skills, 
and accomplishments 

Put your strongest and most relevant 
experiences near the top of the 
resume. *ADD KEYWORDS

Wants an easy-to-read resume ● Simple single-column layout 
● Clear headings and bullet points. 



● Past tense for ALL experiences
● Fill all white space!
● Experiences listed in reverse 

chronological order

Extra tips

Consistency is key

● One page
● Capitalization
● Standardized bold & italics
● Standardized font size/style 

(10-12pt font, 0.5-1 inch 
margins)

● No headshots, no color

Formatting



Common Mistakes

Do NOT use the same 
resume for each 
application

Make sure there NO 
formatting or grammar 
errors on your resume

Keep your resume to 1 
page  

Do NOT have large 
spaces of white blocks 
but also do NOT be 
dense with your bullet 
points

Not Tailoring Inconsistency “Weird Stuff”
Do NOT include 
headshots, color, or 
pictures on your resume

Avoid the generic fluff 
and keep the bullet 
points concise with 
specific, detailed results

Too Long or Short White Space Buzzwords



ATS Myths
MYTH REALITY

ATS automatically rejects resumes 
without human involvement

● Recruiters can still see all 
applicants

● Automatic rejections come from 
lack of degree requirements, 
certifications, etc.

ATS reads resumes like a human. ● Uses parsing to extract data
● Complex resume layouts 

confuse the system

ATS ranks candidates and chooses who 
gets hired.

● Simply organizes applicants
● Hiring managers still review 

applications



Workshop & 
Exercises
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What Needs 
Refining?

“Assisted customers with questions and concerns”

“Responsible for managing social media accounts”

“Worked with team members to complete assigned tasks”

“Helped improve efficiency and workflow processes”



What Needs 
Refining?

“Assisted customers with questions and concerns”

“Responsible for managing social media accounts”

“Worked with team members to complete assigned tasks”

“Helped improve efficiency and workflow processes”

“Assisted 50+ customers daily and resolved service issues at checkout.”

“Created and scheduled 20+ social media posts per month across 
Instagram and TikTok.”

“Collaborated with a 6-person team to restock inventory and prepare 
store for daily operations.”

“Reorganized supply storage system, reducing time spent locating 
materials during shifts by 25%”





A Better
Resume Sample…  

but not perfect.



Formatting

Presentation is 
just as 
important as 
content, 
reflecting the 
care and effort 
you invested in 
your work!


