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HOW TO WRITE A RESUME

Why write a resume?

The main purpose of a resume is to help you get an interview. A well-written resume demonstrates how
closely your skills and experience match the needs and expectations of the position. Because of this, you
must tailor each resume and cover letter you send out. A resume is a marketing tool that highlights your
most relevant skills, qualifications, experience, accomplishments and knowledge to prospective
employers.

General resume information
There are three resume styles used for most job applications:

e Chronological - this is more accurately called “reverse chronological” because it lists your
experience and education in reverse order, starting with most recent. It is useful if you want to
show upward growth in a particular field or career. It works well if you've followed a fairly
traditional career path.
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e Functional - often called a skills-based resume, this format uses skill categories under which you
list experiences as they relate to each category. The skills categories are then followed by your
work history, which lists only the employers and dates.

e Hybrid or Combination - this format allows you to use the best features of the chronological and
functional formats to highlight your top qualifications for the position. There are several ways to
format a hybrid resume. One way is to evaluate your most relevant paid and unpaid experiences
as they relate to the job description then list these skills in bullet points under a header such as
“Relevant Skills”. This is followed by a work history section listing your work experience in
reverse chronological order with bullets emphasizing your accomplishments. Another option is
to list your work history in reverse chronological order and then list your skill categories under
each job with bullets describing how you used that skill. Hybrid resumes can be tricky to write
but often are a great way to show you have the skills employers seek, especially if you have
followed a nontraditional career path.

Other “Rules”
There are few hard and fast rules in writing resumes. In general:
e Avoid making any grammar or spelling mistakes. Mistakes are often interpreted as lack of
attention to detail.
e Arrange content starting with what is most relevant and your strongest skill or experience.



e Education can be listed at the beginning or after experience, depending on how long ago you
obtained your education and how relevant it is to the job.

e You can go over one page—in general one page is the rule but if you have extensive experience
or education, going to two pages is acceptable.

e How far back? We often get this question. In general, employers want to see about 7-10 years
back but you could use older experience if it is relevant to the job.

e Make sure your resume is easy to read by using a font style such as Times New Roman, Calibri
or Arial and a font size that is easy on the eyes. In most cases, 10 — 12 point fonts are best
(except for headers which can be 14-16 point). Also, make sure there is some white space on
the page throughout the resume.

e  When submitting your resume and cover letter online, send it as a PDF.

e PROOFREAD! Get a few other people to read your entire resume looking for spelling, grammar,
spacing or other mistakes. This is key!

Sections of a resume
Contact information — includes your name (often in a larger, bold font), address, cell phone number,
and email address. It may also link to your LinkedIn page, blog, and/or online portfolio.

Objective — this section is optional. You will be submitting a cover letter with your resume so often
an objective is not necessary. If you do include an objective, make sure it is concise, tailored to the
position, and informative.

Summary — many people now include a brief professional summary instead of an objective. This can
allow you to highlight specific skills or knowledge that the employer is seeking. Since this is often the
first content, it serves to introduce you and encourage the reader to keep reading. You can tailor
what you title this section to your needs. “Professional Summary”, “Highlights of
Qualifications”...what works for you?

Experience - again, this heading can be tailored to your situation. If you say “Work Experience”, it
implies paid work but if you say “Experience”, you can list unpaid experience as well. Each entry
should include: 1. The organization name (or your title-depending on what you want to emphasize),
2. Your title (or the organizations name), 3. Location (City, State), and 4. Dates of employment
(month and year started and ended. It is also acceptable to list only the years). If you are still working
at the business, state end date as “Present”

Example:

University of Wisconsin — Madison, Academic Advisor, Madison, WI August 2010-Present
OR

Academic Advisor, University of Wisconsin-Madison, Madison, WI August 2010-Present

Use bold or italics to emphasize either the employer or the title. Whatever you choose should be
consistent throughout the resume.



Under each experience, list 3-7 bullet points that describe your accomplishments or skills. Start each
bullet statement using an action verb. See the handouts “Your Resume Transformation: From Good
to Great” and “Power Verbs” included in this packet for help writing bullet statements.

You may want to consider grouping similar experiences under a targeted skill section heading. For
example “Cross-Cultural Experience” or “Customer Service”. This uses the hybrid or combination
format. Remember you can list volunteer experience or unpaid experience (internships, placements)
in addition to paid work.

Education — list the name of your college(s) or university, your degree and major or your program
and graduation date.

Examples:

University of Wisconsin-Madison, Master of Science, Agricultural and Applied Economics, May 2015
University of Wisconsin-Madison, Capstone Certificate in Computer Science, anticipated 5/2019
Master’s in Business Administration, University of Wisconsin-Madison 12/2018

If you attended more than one post-high school institution, list the one from which you graduated.
If you did not earn a credential, indicate the number of credits you earned or semesters you
attended.

If you completed or have credits toward a master’s or other post-undergrad program, list this before
your undergraduate program information—stick to reverse chronological order.

Other possible sections — This will vary from person to person and from job to job. You could have a
“Special Skills” section that includes any languages you speak (other than English), or a section for
“Technical Skills”, “Community Involvement” or “Professional Memberships”. Consider what makes the
most sense for you and what is most relevant to the job.

What not to include- Personal information such as height, weight, age, date of birth, gender, race,
photos, social security number, salary information, religious affiliation.

Resume writing resources

UW-Madison Writing Center (will work via phone, email, skype and face to face)
https://writing.wisc.edu/

Madison Public Library Writing Assistance-free
https://www.madisonpubliclibrary.org/engagement/writing/madison-writing-assistance
South Central Wisconsin Job Center

https://www.scwijobs.com/ workshops and resume reviews.

Online resume websites

http://blueskyresumes.com/ Free information and samples. You can also pay a resume writer but this
tends to be very expensive. Use this site to learn how to do it yourself.
https://acsss.wisc.edu/career-and-educational-planning/resources/ Adult Career and Special Student
Services resources page. Includes job search and career planning resources.



https://writing.wisc.edu/
https://www.madisonpubliclibrary.org/engagement/writing/madison-writing-assistance
https://www.scwijobs.com/
http://blueskyresumes.com/
https://acsss.wisc.edu/career-and-educational-planning/resources/

Your Resume Transformation: From Good to Great

Results-Oriented Bullets

In your resume, you probably highlighted skills that you developed through jobs, student organizations,
and other experiences. While that makes sense for some bullet points, we need to dig deeper to
showcase the results, purpose and impact of your actions. The structure for your bullets should follow

this formula:

Action Verb + What You Did + How You Did It + Results/Purpose/Impact

(Pro-tip: the order of these elements may vary depending on your sentence structure)

¢ Ask yourself, “So what...why did this matter...what did my action(s) contribute towards?”
Incorporating the answers into your bullet points makes your resume stronger and more attractive to

recruiters and employers.

¢ Make sure to quantify wherever you can—numbers help give a more detailed description of the

scope of your work/experience.

Action Verb

Communicates:
Skill, knowledge, or
accomplishment.

What you did, how you did
it, and the result or purpose!

Context, detail and quantifiable
information make stronger bullet points.

Examples Good Resume

GREAT Resume

Expanded Spanish communication skills through
collaboration with Spanish-speaking employees

Collaborated with 7 Spanish-speaking colleagues to increase
store efficiency and decrease merchandise order errors by
10%

Developed organizational and leadership abilities by
leading committee meetings

Led bi-weekly committee meetings of 8 members by
facilitating discussions and monitoring goal progression;
planned fundraiser resulting in $2,000 raised for Special
Olympics

Attended bi-weekly sessions to become a Leadership
Ambassador

Participated in bi-weekly professional development sessions
on leadership, teamwork, and goal-setting that led to
certification as a Leadership Ambassador

Used with permission from SuccessWorks at the College of Letters & Science | University of Wisconsin-Madison |




Power Verbs

Working with People

(or “Power”) verb. Remember to use past tens
experience. For current activities, you can also

beginning - to give you ideas of where to start.

The following lists are divided into categories to help you find some
great, active verbs to help the descriptive lines on your resume
stand out. Try to begin each of your descriptive lines with an active

e verbs for previous
use the present tense

(i.e. Supervise, not Supervising) if you prefer. This list is just a
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General (Miscellaneous)
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Power Verbs

Working with Data and Things
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Letters & Science Career Services ® University of Wisconsin-Madison
1305 Linden Drive, Suite 205 » Madison, WI 53706 » Phone 608-262-3921 » www.careers.|s.wisc.edu



Chronological

SALES ASSOCIATE SAMPLE RESUME

234 East Spasdway Bivd . Tocson, AZ B3719
({4800 432-5337

Einds brownEgmail com

Sales Aszociate with J years of experience in retail emvironments. Recognized for ability to conmnmicate with
customears, providing exceptional service that ensure client retention and positive_ feedback. Proven ability to
increase sales through upselling techniques as well as implementing processes that drive profitabilify.

PROFESSIONAL EXPERIENCE

H&M Tucson, AX
Sales Aszociate Jeume 2013 — Prasent

= Assisted an average of 40 customers per day m finding or selecting items, and provided
recommendations that penerated $8K in additional revenue

= Stocked, replemshed, and orgamized mventory with accuracy and efficiency, completing function
10% faster than average associate

= Achieved an average of 140% of sales goals for three consecutive months

= Managed proper and atiractive merchandise display, ensuning strategic placement of products that
maximized purchases

= Provided cutstanding customer service, receiving 96% in customer service feedback surveys

TARGET Phoenix, AL
Sales Azzociate Crer 2000 — May 2013

* Helpad an average of 50 customers per day by respending to inguimies and finding products

* Pecommended better merchandize display to management, which was implemented and resulted in
35% improved sales

*  Assisted team members when necessary in handling cash registers, organizing inventory room,
labeling products, unloading merchandise, and cleaning up

* Aided Spanish-speakimg customers, mcreasing repeat and loyal costomers by 30%

EDUCATION

GATEWAY COMMUNITY COLLEGE Phoenix, AZ
Azzoriate of Arts in Humeanities, June 2008

*  Member of Student Activities Management (SAM)
*  Wice-President of Women's Forum

ADDITIONAL SKILLS

+  MS Office

+ Bilingual in English and Spanish
+  Retail Software

»  Social Media



CUSTOMER SERVICE (FUNCTIONAL)

534 Raimway Aveous, Los A=galar, CA 24542 o (£33) 813-6234 + seefjobnsongigemnil cons

QUALIFICATIONS SUMMARY

= Experienced: Customer service professional with 4+ vears in call centers and hospitality services

= Efficient: Adept at handling vanous calls on a daily bazis, while consistently resolving client issuesina
short time span

= Skilled: Possess exceptional eustomer service skills, with customers repularly commendmg on received
support

= Bilingmal: English — Mative ; Spanish — Conversational ; Able to provide clear customer service m both
languages

RELEVANT SKILLS

Customer Service
= Handle 50+ customer interactions per day, giving detailed. personalized, friendly, and polite service to
ENSUTE Customer retention

=  Memonzed all company products and services to be able to answer all customer questions quickly and
efficiently, and make relevant upsells.

= Tramed 3 new employees in customer service script recitation, conflict resolution, and data entry
practices

Techmical

= Receive source data such as customer names, addresses, phone numbers. credit card mformation, and
enter data mto vanous customer service software

= Perform data entry and retrieval with software such as Micresoft Office (Word, Excel) and Zendesk

= Able to set up laptop, headphones, microphomes, Skype, or any other chat client service to converse with
customers and forward calls to supervisors

Communication

= Converzational in Spanish (able to meet all customer service requirements with Spanish speakers)
= Eemam cool durmg heated exchanges with rate customers and reach a peaceful resolution

= Persuade customers to listen to sales pitches and consider making “upsell’ purchases

WORK HISTORY

U-HAUL, Los Angeles, CA — Call Center Representative
ANDOLINT'S PIZ7A Columbia, SC - Waiter
CHICE-FIT-A Columbia, SC — Cashier

EDUCATION

University of South Carolina, Cohumbia, SC
Bachelor of Arts in English, May 2005




HIFT MANAGER RESUME (COMBINATION)

141 Landover Avenue, Los Angeles. CA 42143 | (212) 235-1414 | james bromcodgmail com

PROFESSIONAL PROFILE

+  Shift Manager: 5+ yvears of experience in fast food and customer service

+ Management: Manage a team of 16 crew members to serve customers efficiently and mamtam hygiemic
standards

+  Results-oriented: Exceeded annual sales forecast by $150,000 in third year as store manager

+ Achievement: Awarded “Manager of the Month” by franchizor as a reward for strong sales and
efficient management

SKILLS

+  Trained in managing finance and expenses

+ Hiring/ Training /Manapement

+ Expert at managing in-store logistics and inventory control, and food preparation
+ Fluent in English | Business level Spanish

RELEVANT WORK EXPERIENCE

Jack 1N THE Box

SHIFT MANAGER | HOUSTON, TX | Jan 2012 — PRESENT

+ Exceeded shift sales forecast by 520,000 in first year as shift manager

+  Minimized condiment usage and waste by $1.000 per month by retraining store associates

+ Trained two night shift managers in motivating and mentoring staff, writing reports, giving
directions, and providing leadership

+ Schedule employee shifts, delegate workload, audit accounting and finance

+ Ensure quality control, maintain overall restaurant hygiene, and communicate with customers
about how to improve the customer experience

HARDEE'S

STORE ASSOCIATE | FARMINGTON HOUSTON, TX | AU 2009 - OcT 2012

+ Received orders, swiped credit cards, accepted cash and served 1004 customers per day via the
drive-though

+ Trained a night shift drive-throuph worker in order process, including using POS Terminal, and
troubleshooting commeon headphone /microphone and computer problems

+ Bussed, mopped. swept, and polished tables at the end of every shift, and followed proper
equipment cleaning procedures to meet Department of Health A-rating standards

+  Volunteered frequently to substitute shifts for employees needing to take a day off or go on
vacation

EDUCATION

JounsoN CoMMUNITY COLLEGE, HOUSTON, TX
ASSOCIATE DEGREE IN BUSINESS ADMINISTRATION, MAY 2013
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Cover Letter Format Guide

Resume Header
Today’s Date

(Ms. or Mr.) Name of Recruiter
Title of Recruiter

Company Name

Company Address

City, State Zip

Dear (Ms. or Mr.) Name of Recruiter or Dear Hiring Manager,

Your opening sentence should create interest on the part of the reader—write something about yourself that
stands out. Next, tell the employer why you are writing the letter, the exact title of the position you are applying
for, as well as your background information (major, year, university). Give information to show your specific
interest in the company. Do you have similar values? What appeals to you about their mission statement? If you
have any personal connections, this is the place to include any company contacts you communicated with. In
your last sentence, be sure to road map the rest of your letter and mention that what specific skills you will
discuss.

Your middle paragraph(s) should expand on the specific skills mentioned above to strengthen employer interest.
Use one or two meaningful stories from your academic background, work experience, or involvement in
activities that will show the reader why you should be considered as a candidate. Be as specific as you can about
the skills you have that match the position but remember to show them, not tell them. Expand on what you
have mentioned in your resume. If the employer is looking for a candidate with leadership skills, prove to them
that you are a leader with active language and details. You may show your leadership experience by, for
example, discussing how you coordinated an event for 200 pre-business students with a committee of 12, etc.
Don't list all of your accomplishments, duplicate your resume, or make the reader try to guess what you would
be interested in or how you are uniquely qualified. Tell the employer what you can do for the organization and
why this particular organization interests you. It is very important to offer value to the employer, so that it what
you should end with!

(The body of the cover letter may be anywhere from one to two paragraphs depending on the relevant content
you would like to include.)

In your closing paragraph refer to your enclosed resume and ask for action. Express your unique interest and
reinforce how your qualifications match the position. Be flexible to their schedule and encourage them to
contact you at (phone number) or (email), but do not mention interviews—they will reach out to you if you are a
qualified candidate. Lastly, be sure to express your gratitude and appreciation for considering you.

Sincerely,
[Your signature — if you are printing]

Type your name here

SUCCESSWORKS

COLLEGE OF LETTERS & SCICNCE

*
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