
Writing a Resume: 
Summarizing Your Story
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Career Services Overview

What are employers looking for?

Resume Writing 101

Q&A / Conclusion

Agenda
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• 1 on 1 Career Advising 

Sessions

• Cover Letter / Resume Review

■ Online or in-person

• Internship Searching 

Strategies

• Job Searching Strategies

• Major / Career Exploration

• Networking Tips

• LinkedIn Review

• And More!

Career Services

https://umdearborn.edu/office-career-services


SKILLS TO CONSIDER WHEN WRITING A RESUME

NACE's Career Readiness Competencies
https://www.naceweb.org/career-readiness/competencies/career-readiness-defined/
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https://www.naceweb.org/career-readiness/competencies/career-readiness-defined/
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Resume Writing: Where do I begin?  
• Typically a 1-2 page document to summarize and 

present background, skills, and achievements to 

prospective employers & graduate schools. 

• Helpful to gather your education history, and 

experience (research, internships, etc.)

• Identify key words & skills from the job description 

(and the organization/mission statement).
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● CHRONOLOGICAL

○ Actually “Reverse chronological” meaning most recent first 

in all sections

● COMBINATION

○ Pulling out relevant content that may be harder to find

Most Common Formats



06

Resume Formatting

• 1-2 Full Pages (no half or quarter), 

Mirror Job Description Language

• Maintain Consistent Formatting (bold 

sections, italicized items) 

• 0.5" - 1" Margins, 10-12 Font Size

(name bigger), Left / Right  Aligned 

Format 

• Use fonts such as: Arial, Cambria, 

Helvetica, or Times New Roman

• Borders, Pictures, Column Blocking, 

Objects/Shapes, Hidden Words (ATS)

• Colored Text, Lines, etc. 

• Dense Walls of Text, Standard Pronoun 

Sentences (Do not use “I”, “Me”, “We”, 

They”, etc.)

• Grammatical Errors / Spelling Mistakes

Helpful Tips Things to Avoid
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Resume Headings
MUST INCLUDE

● NAME - most prominent

○ Indicate preferred name

● Phone number  (do not include +1)

● Email address CONSIDER INCLUDING

● City & State

● LinkedIn personalized address

○ Only if your profile is strong & up-to-

date

● Portfolio or Website Address
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Heading Examples 

Walter Wolverine  
Dearborn Heights, MI /313-555-5555/ WallyW@umich.edu  

LinkedInaddress/ Portfoliowebsite

Walter “Wally” Wolverine  
Dearborn Heights, MI /313-555-5555

WallyW@umich.edu

LinkedInaddress

Walter Wolverine  
Dearborn Heights, MI /313-555-5555/ WallyW@umich.edu / LinkedInaddress



1) Education

2) Experience (Research, Relevant, Work, etc.) 

3) Skills, Organizational Involvement, Awards, Volunteering, etc.07

Resume Sections… 

After the Heading
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Resume Example 
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Resume Example 2 
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Resume Example 3
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Additional Examples
1) Chronological
https://docs.google.com/document/d/1228Adb2ShDo-ptphwf9kvgocwDTfa7-

BDtdNTv2xsrA/edit?usp=sharing

2) Attended multiple schools
https://docs.google.com/document/d/1e_zISrwmNBH1uK0tRx83l2c0vz1u5gsN/edit?usp=sharing&ou

id=117634160452740204846&rtpof=true&sd=true

3) If needed, highlighting academic projects
https://docs.google.com/document/d/1_mHpzbLN6MZejgTo_d4hgPcipH7NfQN7/edit?usp=sharing&ou

id=117634160452740204846&rtpof=true&sd=true

https://docs.google.com/document/d/1228Adb2ShDo-ptphwf9kvgocwDTfa7-BDtdNTv2xsrA/edit?usp=sharing
https://docs.google.com/document/d/1e_zISrwmNBH1uK0tRx83l2c0vz1u5gsN/edit?usp=sharing&ouid=117634160452740204846&rtpof=true&sd=true
https://docs.google.com/document/d/1_mHpzbLN6MZejgTo_d4hgPcipH7NfQN7/edit?usp=sharing&ouid=117634160452740204846&rtpof=true&sd=true
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Bullet Point 

Writing: Power 

Verbs
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Bullet Point Writing: STAR 

Method
1) Situation: What was the situation / context?

2) Task: What task(s) were involved? (Quantify)

3) Action: What actions did you take to complete the task?

4) Result: What were the results / impact of your actions?
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Examples:
BEFORE:

Public Health Society, Events Coordinator

● Responsible for organizing events and panels

● Use social media to market materials and events

AFTER:

Public Health Society, Events Coordinator

● Plan and coordinate panels on public health for audiences of 25–50 undergraduates 

on a bi-monthly basis

● Identify and contact health professionals in the community to participate in panels

● Create marketing materials and publicize events through social media

https://docs.google.com/document/d/1FjPcZgiNXIs927C7kAE0lTQltlMR3MLPQyS_tR
4ah2A/edit?usp=sharing

https://docs.google.com/document/d/1FjPcZgiNXIs927C7kAE0lTQltlMR3MLPQyS_tR4ah2A/edit?usp=sharing
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Reminders & Best Practices

• Start early! Allow time for revisions and feedback.  

• Customize! Research employer / position 

requirements to better understand company 

values and specific language to use in your cover 

letter. 

• Talk it out! Utilize resources such as career 

coaches to practice the resume & bullet point 

writing process. 
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Questions?
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Reminder: Join the Talent Gateway!
-Practice, develop & understand your professional skills-

https://umdearborn.edu/office-career-services/talent-gateway

