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AGENDA

Unders tand  the  im portance  of a  
well-cra fted  resum e

 Learn  how to  s tructure  and  
form at your resum e effective ly
Identify how to  h igh ligh t your 

skills , experience , and  
accom plishm ents

Tips  for ta ilo ring  your resum e 
for specific jobs



WHAT IS  A RESUME?
•A resum e is  a  m arke t ing  too l 
tha t  show cases  your skills , 
experience , and  qua lifica t ions .

•The goa l is  to  g rab  the  
a t ten t ion  of recru ite rs  and  
h iring  m anagers .

•Resum es  need  to  be  clear, 
concise , and  ta ilo red  to  each  
job .



WHY IS A GOOD RESUME 
IMPORTANT
•A resume is often the first impression you make 
on a potential employer.

•Helps you stand out from other candidates.

•Essential for securing interviews and progressing 
in your job search. 



TWO DIFFERENT TYPES 
OF RESUMES

Functiona l Resum e Chronologica l Resum e 



EXAMPLE OF A 
FUNCTIONAL 
RESUME



PURPOSE OF FUNCTIONAL RESUME

Funct ional Resum es  are  w hat  m os t  ind ividuals  a re  advised  to  use  w hen:

• there  is  a  gap  in  em ploym ent, 

• a  lack of work h is to ry, 

• or an  ind ividual is  th inking  of a  career change . 

Funct iona l resum es  e lim ina te  unnecessary in form at ion .

• Focus  on  your m os t im portan t work h is to ry.

• Highligh ts  your acquired  skills  and  work experience .

• Education / Certifica tes / Tra in ing   should  be  re levan t to  the  pos ition .



EXAMPLE OF A 
CHRONOLOGICAL 
RESUME



PURPOSE OF CHRONOLOGICAL 
RESUME

• Chronologica l resum e a re  m os t com m only used  to  h igh ligh t 

work experience , skills , and  educa tion  in  a  chronologica l o rder.

• Chronologica l resum es  a re  easy to  fo llow, d isp lay progress ion  

in  work h is tory, and  each  section  is  applicab le  to  the  pos ition  

be ing  applied  for.

• It se lls  upward  m obility to  em ployers

• Chronologica l resum es  a re  often  used  as  easy conversa tion  

too ls for h iring  m anagers .



FUNCTIONAL RESUME 
VS

CHRONOLOGICAL RESUME



RESUME STRUCTURE
• Contact  Inform at ion

• Nam e, phone  num ber, em ail, LinkedIn  profile  
(op tiona l).

• Sum m ary/ Object ive  (op t iona l)
• Short s ta tem ent sum m arizing  your experience  or 

ca reer goa ls .
• Skills

• Lis t o f re levant skills  (hard  and  soft skills ).
• Profess iona l Experience

• Lis t o f jobs , respons ib ilities , and  ach ievem ents .
• Educa t ion

• Schools  a ttended , degrees  ea rned , ce rtifica tions .
• Addit iona l Sect ions  (op tiona l)

• Volunteer work, languages , ce rtifica tions , p ro jects .



CONTACT INFORMATION

•Always include your full name, phone 
number, email address, and LinkedIn URL (if 
available).

•Make sure your email address is 
professional (avoid nicknames or 
unprofessional addresses). 



HARD SKILLS VS SOFT SKILLS



HARD SKILLS
Defin ition :  Specific Technica l knowledge  or tra in ing  tha t you  have  
ga ined  through any life  experience , including  in  your career or 
educa tion . 

• Fore ign  Language
• Typing  Certifica te
• A specific  Degree / Certifica tion  
• Coding 
• Bookkeeping/ Adm inis tra tive  

Experience



SOFT SKILLS
Defin ition : Personal Habits  and  tra its  tha t 
shape  how you  work, on   your own and  
with  o thers .

• Em pathy 

• Dependability

• Effective  com m unica tion  

• Open m indedness  

• Team work  

• Written  Com m unica tion

• Cus tom er Service  



TRANSFERABLE 
SKILLS

Defin it ion : Qua lit ie s  tha t  ca rry 
over from  one  ro le  to  ano ther 
because  they a re  use fu l to  
em ployers  across  various  jobs  
and  indus t ries . 

• Decis ion  Making  
• Crea t ive  Prob lem  Solving  
• Writ ten  Com m unica t ion  
• People  Managem ent  
• Custom er Service  
• In te rpersona l Skills  



PROFESSIONAL EXPERIENCE 
– SHOW, DON'T TELL

•Use  act ion  verbs  to  s ta rt each  bu lle t po in t (e .g ., 
"Led ," "Deve loped," "Managed").
•Focus  on  ach ievem ents  and  resu lt s  ra ther than  
job  du ties .
•Quantify your success  where  poss ib le  (e .g ., 
"Increased  sa les  by 20%," "Managed a  team  of 
10").
•Before : "Respons ib le  fo r cus tom er se rvice ."
•Afte r: "Provided  excep tiona l cus tom er se rvice , 
reso lving  95% of inqu iries  with in  24 hours ."



EDUCATION & CERTIFICATIONS

List degrees , ce rtifica tions , and  any re levant 
coursework.

Include  any additiona l p rofess iona l 
deve lopm ent (e .g ., on line  courses , 

workshops , tra in ing).

Tip : If you  have  little  work experience , 
h igh ligh t academ ic ach ievem ents  o r p ro jects . 



COVER
LETTER• Cover le tte r a re  used  to  e labora te  on  

skills , accom plishm ents , and  the  Why 
---reason  for applying  for the  pos ition . 

• Cover le tte rs  a re  used  to  in troduce  
yourse lf to  em ployers  while  
h igh ligh ting  why you’re  un ique  and  
bes t fit fo r the  pos ition . 

• It should  be  short and  no  m ore  than  
3 paragraphs .



HOW TO WRITE A COVER LETTER



WRITING A STRONG SUMMARY/ OBJ ECTIVE 

STATEMENT

•A Sum m ary is  a  b rie f overview of your profess iona l 
background, key skills , and  what you  bring  to  the  ro le .
•An Object ive  Sta tem ent  focuses  on  your ca reer goa ls  
and  what type  of ro le  you  a re  seeking .
•Tailor th is  section  to  m atch  the  job  you’re  applying  
for.
•Sum m ary Exam ple : "Results -driven  m arke ting  
profess iona l with  5+ years  of experience  in  d ig ita l 
m arke ting , b rand  m anagem ent, and  da ta  ana lys is . 
Pass iona te  about de livering  s tra teg ic so lu tions  to  grow 
cus tom er engagem ent."
•Object ive  Exam ple : "Seeking  a  m arke ting  coord ina tor 
pos ition  where  I can  leverage  m y crea tive  and  
ana lytica l skills  to  drive  brand  awareness  and  sa les  
growth ."



THINGS TO REMEMBER

Spotlight key skills  tha t m atch  what is needed in  the  job  descrip tion .

Cut out was te  so your resum e is  easy to  read!

Lis t out your respons ib ilities  and use  "s t rong action" ve rbs  ex: organized , produced, 
de livered , lifted

Avoid typos and  gram m atica l e rrors .

Lis t accom plishm ents  tha t a lign  with  pos ition  by us ing  “num bers”  th is  g ives  the  
em ployer a  clear idea  of your perform ance  and your experience .

Avoid  lis ting  jobs  tha t a re  not a ligned with  the  pos ition .



FORMATTING TIPS
•Keep the design simple and professional (no 
excessive colors or fonts).

•Use bullet points for easy readability.

•Keep the resume to one page (two pages max if 
you have extensive experience).

•Use standard fonts like Arial, Calibri, or Times 
New Roman. 



COMMON RESUME MISTAKES TO 
AVOID

Spelling  & Gram m ar e rrors .

Overuse  of buzzwords  (e .g ., “ team  player,,”  “hardworking”)

Lis ting  too  m any irre levant skills  or experience .

.
Us ing  an  unprofess iona l em ail address  or not including  contact de ta ils .

Overuse  of buzzwords  (e .g ., “ team  player,,”  “hardworking”)



QUESTIONS????
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