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Resume Tips
Breaking down how to best tell your story on your resume.
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Resume Tips

01 Keep it to One Page
Recruiters don’t want to be 
looking at more than that, 
utilize the space you have!

02 Clear, Concise, Consistent
Keep it easy to read and make 
sure your formatting is 
consistent throughout.

03 Relevancy
Include items most relevant 
to the position you are 
applying for. 

04 Results-Oriented
Use action words and include 
quantifying numbers in your 
results.



Parts of a Resume
Usually they follow the same type of structure so 
recruiters will be looking at a few key places to 
find your information quickly. 



Contact Information

● Include all contact information, including name, phone 
number, email address, LinkedIn profile URL

● Personal webpages and/or online portfolios
● Make your name stand out



Education

● Name and location of university
● List degree(s), major(s), minor(s)
● Expected graduation date

● Relevant coursework
● GPA (optional)
● Most recent -> least recent



Relevant Experience

● Any relevant work, 
volunteer, or leadership 
experience

● Usually least recent stuff 
towards the button

● Can have specific section 
titles
○ “Technical Experience”
○ “Leadership 

Experience”
○ “Work Experience”



Relevant Experience

● Job title
● Name of company
● Location
● Dates employed 
● Major 

accomplishments



Bullet Points

Accomplished [x] as measured by [y] by doing [x]

Situation
What was the 

situation, problem, 
or conflict you were 

facing?

Task
What were you 

tasked with? 
Responsibilities or 

goals?

Action
What action did you 
take? What did you 

do to solve this 
problem?

Result
What was the result 
or outcome of your 
action? How did it 

benefit _? Can it be 
quantified?



Bullet Points

Generic
Responsible for 

organizing events

Strong
Plan and coordinate networking events 

and panels for 100+ attendees on a 
monthly basis

Built a web application Collaborated with a team of peers to design and 
build a web application using HTML/CSS, Java 

servlets, AppEngine, and the Google Cloud Platform 
and APIs



Project/Research

● Name of project/lab
● Semester in which it 

was done
● List description of 

projects
○ Purpose
○ Result
○ Teamwork skills



Activities/Societies

● List any clubs or 
organizations you are an 
active member of

● List leadership positions 
you hold

● Change to show 
passions and interests



Honors/Achievements

● Show your strong academic abilities
● Include date received
● Examples: Dean’s List, scholarships, competition awards, 

sports awards, grants, publications



Skills Section

● List specific and distinct skills
● For CS majors specifically, 

commonly list languages you 
know or other technologies 
(softwares, IDEs, hardware)

● Can organize into categories
○ Language
○ Technical
○ Machines

● Can organize into proficiency 
categories



Review Time
Partner up and give each other feedback!
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Resume Q&A
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