
Résumé Writing



Today’s Schedule
 25 minutes: PRESENTATION OF RÉSUMÉS

 35 minutes: WRITING RÉSUMÉS

 20 minutes: PAIR WORK

 10 minutes: WRAP-UP



Résumés
A résumé is a personal summary of your professional history and 
qualifications.  It typically includes:

 Career goals/objectives
 Professional experience
 Education
 Additional Skills
 Honors and Publications
 Activities/Interests

Purpose of a résumé is to help get you a job interview



Résumé Guidelines
Length of résumé may vary, depending on the standard practice in 
your country, industry, targeted company, etc.
 For most American and international companies, best to limit résumé to 

one typed page
o Compelling reasons to go on to 2nd page can include list of publications that 

you have written

Begin with your name, address, email, and phone number
 This makes it easy for potential employers to contact you

Layout of the resume should be clean and easy to read
 Ensure good amount of white space



Résumé – Typical Formats
Chronological

 Starts by listing work history, with most recent position listed first
o This is the most common résumé type

Functional
 Focuses on skills and experience, rather than chronological work history
o Most often used by people who are changing careers or who have gaps in 

employment history

Combination
 Mix between chronological and functional
 Allows you to highlight skills that are relevant to the job you are applying 

for, and to also provide your chronological work history



Résumés – One Size Does NOT Fit All
Best to tailor the résumé for the specific job opportunity
Helpful to address points raised in job advertisement:

oDesired qualifications and skills
oKey values and words

 Look at company website and articles written about the company for more 
information

Decide which résumé format is best for you for the particular job 
opportunity



Use Accomplishment Statements
In the Professional Work Experience section, best to use 
accomplishment statements which show the action you took and 
the benefit/result to the organization
Use action verbs
Quantify benefit/result

Examples:
 “Reduced overall purchasing costs by 25% in 2016 by implementing  XYZ 

program”
 “Recruited, screened, and hired 10 technical engineers for start-up company.  Successfully 

organized team in x months, exceeding expectations and allowing company to launch new 
product line y months earlier than expected.”



Use Action Verbs
If you led a project:
Chaired
Controlled
Coordinated
Headed
Organized
Oversaw
Planned
Produced
Programmed

If you developed or 
created a project/program:
Built
Created
Designed
Developed
Founded
Engineered
Established
Implemented
Initiated
Launched

If you saved the company 
time or money:
Consolidated
Decreased
Reduced
Diagnosed

If you changed/improved 
something:
Modified
Strengthened
Upgraded
Transformed

For more action verbs, visit: https://www.themuse.com/advice/185-powerful-verbs-that-will-make-your-resume-awesome

https://www.themuse.com/advice/185-powerful-verbs-that-will-make-your-resume-awesome


Résumé – Personal Information
In the United States, résumés do not include personal info, such as:
Photo
Marital status
Pregnancy plans or number of children
Nationality

Equal Employment Opportunity laws prohibit employment 
decisions on the basis of personal factors, such as race, color, 
religion, national origin, or sex.



SAMPLE  RÉSUMÉS 



SAMPLE RÉSUMÉS -- Chronological

Source: www.wikihow.com/Sample/Chronological-Resume

http://www.wikihow.com/Sample/Chronological-Resume


SAMPLE RÉSUMÉS -- Chronological

Source: https://resumegenius.com/wp-content/uploads/2015/09/sales-
associate-resume-sample.jpg

https://resumegenius.com/wp-content/uploads/2015/09/sales-associate-resume-sample.jpg


SAMPLE RÉSUMÉS -- Functional

Source: https://www.sampletemplates.com/resume-templates/functional-
resume.html

https://www.sampletemplates.com/resume-templates/functional-resume.html


SAMPLE RÉSUMÉS -- Functional

Source: https://resumegenius.com/wp-content/uploads/2015/08/customer-
service-call-center-fuctional-resume-sample.jpg

https://resumegenius.com/wp-content/uploads/2015/08/customer-service-call-center-fuctional-resume-sample.jpg


SAMPLE RÉSUMÉS -- Combination

Source: https://americanspaces.state.gov/home/programming/packaged-
programs-incl-smithsonian/ Click on Entrepreneur Incubator, page 15

https://americanspaces.state.gov/home/programming/packaged-programs-incl-smithsonian/


SAMPLE RÉSUMÉS -- Combination

Source: https://resumegenius.com/resume-samples/customer-service-resume-
example

https://resumegenius.com/resume-samples/customer-service-resume-example


WRITING  RÉSUMÉS – 35 mins



PAIR  WORK – 20 mins



WRAP  UP



THANK YOU FOR ATTENDING TODAY’S WORKSHOP!

GOOD LUCK!
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