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How	much	time	does	a	recruiter	spend	
reviewing	a	resume?	

5-7 seconds (on average)



q WELL- STRUCTURED	(clear,consistent)

q CORRECT	(follows	basic	resumerules)

q TARGETED	(emphasizes	relevant	skills,	experiences,		and		coursework)

q DETAILED	(gives examples)

q REVERSE	CHRONOLOGICAL	

What does a “stand-out” resume		look like?



Youwant the employer to think…

1) “This candidate is smart andsavvy
enough to create a good-lookingresume.”

2) “This candidate has the skills, knowledge,  
and experience for this position.”

3) “This candidate is impressive!”



Top	20	skills/qualities	employers	seek
(National	Assoc.	of	Colleges	&	Employers	Job	Outlook	2017)

§ Leadership
§ Problem	solving
§ Communication	
§ Ability	to	work	in	a	team
§ Analytical	skills
§ Strong	work	ethic
§ Initiative
§ Computer/technical
§ Detail-oriented

§ Flexibility/adaptability
§ Interpersonal
§ Organizational	ability
§ Friendly/outgoing
§ Strategic	planning
§ Creativity
§ Entrepreneurial	skills
§ Tactfulness



Formatting	Your	Resume
STEP	ONE	



Say	“no”	to templates



“Poor”	Examples	



Elements	of	polished	resume

q 1	page	(undergrad);	2	pages	(graduate	w/experience)
q Font:	10.5“	-12”
q Margins:	1”on	average	(no	smaller	than0.5”)
q Font:	consistent	font	type
q Blackink
q Align	tabs	and	bullets
q Minimal/consistent	us	of	formatting	
(bold,	italics,	underlines	all	caps,	etc.)

DID	YOUCHECK		FOR		TYPOS??



Structuring	Your	Content
STEP	TWO



Section	Headers

NON-NEGOTIABLE:

q ContactInformation
q Education
q Skills
q Experience

OPTIONAL:

q Objective
q RelatedCoursework
q Honors/Awards
q Projects
q Leadership	Experience
q Volunteer/Service
q CampusActivities
q Certifications
q Memberships
q Publications
q Presentations



Career	Guide	
See the Career Guide
Go to www.careers.umbc.edu
*Quick Links- Career Guide

http://www.careers.umbc.edu/


Skills:	Vary	by	major/industry	

Science	Example

Technical	Example	



Experience	sections

Include:
§ Name	of organization
• City	and	state	(orcountry)
• Position	title
• Duration	of	time	in	role	(include themonths)

Categorize/group	experience	type:
• Relevant	Experience(internships/research/projectsrelated to	yourmajor)
• Additional Experience (positionsunrelated to	your	major)



ALL	experience	adds	value!

q Part-time/seasonal	jobs
q Internships/Research
q Academic	Projects
q Volunteering(significant)
q School	activities	(especiallyleadership)
q Extracurricular/Athletic	
q Military	experience
q Teaching	experience
q Study	abroad/travel
q Others??



Writing	Powerful	Bullet Points
STEP	THREE



Writing	bullet points:	Ask yourself…

q WHAT	exactly	did	I	do	well?(details)
q WHAT	skills	did	Iuse?
q HOW	exactly	did	I	do	it?(techniques,	approach,	etc.)
q WHO	was	I	workingwith/for?
q WHY	was	I	doing	it?	(higherpurpose)
q WHAT		was				the			RESULTof	myactions?



Action	verbs

See the Career Guide
Go to www.careers.umbc.edu
*Quick Links- Career Guide

http://www.careers.umbc.edu/


Writing	great	bullet	points

BEFORE:
§ Responsible	for	writing	a	report.

AFTER:
§ Independently	researched	and	wrote	a	20-page	
report	on	embedded	systems	to	update	senior	
engineers	on	latest	developments	in	the	field.

§ Report	persuaded	management	to	begin	using	a	
new	technology	that	increased	efficiency	15%	
during	the	first	six	months	of	its	implementation.



Sample	Resume	-
Beginner



Sample	Resume	-
Advanced


