Resume Essentials
Tell your story and be noticed!
Resumes are viewed by employers for under a minute. That means that your content must be compelling, concise and relevant to
each employer’s needs and the job for which you are applying. Competencies and skills must be clearly defined in your descriptions
and should match the job description as closely as possible. Communicating your work ethic in your resume is also a must.

The Professional Resume

The Targeted Resume

Create Your Master Resume First
 Use the Resume Worksheet to write down ALL of
your experiences including jobs, education, volunteer
work, leadership activities, honors/awards, etc…

Over the course of your education at Chatham, you will
engage in experiences that will enable you to reach towards
your evolving career goals.

 Your resume is a living document that should be
revisited and updated as you gain new experiences.

Stage 1 – Your master resume will be your first. You’ll list
your experiences in chronological order and learn to write
skill and accomplishment based descriptions.

Demonstrate Skills and Competencies
 Your resume is a list of the competencies and
accomplishments in the context of your job duties!
 Review the Chatham Professional Competencies and
incorporate them into your descriptions.

Stage 2 – Your next resume(s) will include your evolving
experiences that will be relevant to the next experiential
learning or job opportunity you seek.

 Research additional field specific competencies you
have and add those to experience descriptions.

Stage 3 - As you gain experience in your major and develop
professional competencies, you’ll create resumes that list a
summary of your qualifications and relevant experiences for
job/internship applications.

 Use action verbs to highlight your accomplishments
and work ethic.

Targeted Content

Quantify and Qualify Your Achievements
 Utilize quantities and specific outcomes to describe
your responsibilities, skill set and accomplishments.
Customize Your Resume for Each Job
 Tailor the order and content of your experiences by
using key words from the job description/field of
interest to describe your experiences.
 Review other similar job descriptions to better
understand the jobs/internships you are interested in.
 Research each company and understand what they
do, how they do it and what the company culture is like.
 Use the Professional Job Description Worksheet to
carefully analyze job requriements and match to yours.
It Must Be Perfect
 Employers are likely to pass over a resume with minor
grammatical or typing errors.
 Try to have at least 3 people review it before you
send it. Resources include the Career Development
Office, PACE Center, a mentor, friends or family.

•

•

Once you know how to write a resume in Stage 1, your
next resumes should target your experiences to the
particular experiential learning or job you are seeking.

Utilize headings such as Qualifications, Relevant
Experience, Additional Experience, Leadership Experience,
Awards/Honors, etc…

Format

•

Do not use a template for a resume!!!
Format your resume in Word so you can make small
format and design changes.

 Follow format suggestions on back for details about
layout. Make it simple, clean, and well organized.
Writing Tips

•
•
•
•

Write in third person. Don’t use I, me, or my.
Write out all numerals up to & including number nine.
Create your descriptions in a bullet format.
Use action verbs to convey your professional skills,
competencies and values such as your work ethic,
effectiveness, enthusiasm and confidence.

Resume Sample

