
BLUEPRINT FOR SUCCESS
Polishing Your 

Resume
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Quick Quiz
Take your best guess

How many 
times will the 
average person 
change jobs in 
their lifetime?

How long do  
recruiters spend  
reviewing your
resume?

What percent of 
applicants can be 
screened out by an 
Applicant Tracking 
System (ATS)?

10–15 times
(average is 12)

6 seconds 
(average)

75%



Tell
Your
Story
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What do you think 
should be included 

on a resume?

 Name & Contact Information
Bold, easy to see/read first!
At minimum email & phone numberBasics

 Education
High school? Okay as freshman, but remove after first year 
in college
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 Experience
Relevant experience that relates to position applying 
for - which can include jobs, internships, projects, research

• Objective
• Related Courses
• Activities/Involvement/Leadership
• Awards
• Volunteering

 Skills
Relevant skills, such as languages, computer/technical, 
certifications/trainings

 Experience
Any other work experiences that may not be related, but 
demonstrate other abilities (leadership, commitment, etc.)



Quick
RESUME
TIPS

◇ Be brief, giving a concise snapshot of your 
accomplishments

◇ Be consistent with formatting
◇ Prioritize what is relevant to each job 
◇ Use bold and italic sparingly & intentionally 
◇ Don’t include references or objective statements
◇ Reverse chronological order in each category
◇ Past tense for past experience, present tense for current 
◇ Easy to read – white space, font size, organized
◇ Keep a master resume, too
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◇ Give important context to your experiences beyond 
title

◇ Quantify your bullets (#, %, $)
◇ Demonstrate your skills – show, don’t tell

◇ Starting each statement with a strong action verb will 
demonstrate your skills

◇ Focus on your impact or results – avoid saying “duties 
include…” 

Chal lenge |  Act ion  | Resu l t
W H AT   | H O W    | W H Y
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Quantify

How much, how many, how often?

• Increased production by 55% 
through…

• Raised over $4,000 for the 
American Cancer Society 
through...

MAKING IT tangible…
Results

Think about accomplishments

• Became the top seller of the 
division within the first year

• Developed partnership with 
Japanese study abroad 
program
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Don’t just tell…

Show!

• Modelled 60-story mixed-use project using Revit and AutoCAD to create 
construction documents and calculate accurate quantities of building materials to 
reduce wastage up to 15%
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OPINION

“I am a strong team leader”

“Great communicator”

“Hard worker”

FACT

“Led a team of 14 undergraduate students in…”

“Served as a conversation host for 
international students”

“Achieved a 45% increase in customer 
response through…”

Don’t include opinions...



Types of 

RESUMES



 Used in “non-design-based” fields and 
positions

 List experiences in reverse chronological 
order

 Tailored to position (relevant information)
 Simple = better

Traditional Resume
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 ONLY used for creative/design fields and 
positions!

 Same basic information (bio, skills, education, 
experiences, etc.) with usually less text

 Do not include your picture unless required for 
the job (example: model or actor)

 Must be created BY YOU (not an online 
resource or company)

 Can include a personal logo and limited use of 
color

 Match to formatting/design of portfolio

Design Resume

12



 Sometimes used for local, state, and regional 
government jobs (like Urban & Regional 
Planners)

 Demonstrate skills related to the position you 
are applying for

 Shows HOW you utilized your skills

 Can easily be confusing to the reader

*Be cautious: Many employers do not like skills-
based resumes

Skills-Based Resume
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 Used when applying for federal positions

 More than one page usually

 Includes ALL - everything you have done 
and repetition is okay

 Includes extra information, such as 
supervisor information, salary, and hours 
worked

 Try using the federal resume builder on 
USAJobs.gov

 CPD has advisors certified in federal 
resume writing

Federal Resume
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













 15

How would you tailor 
your resume to every 

job application?

Tailoring 
YOUR

RESUME



Use keywords from job 
description… 

 What skills (hard & soft) are 
they seeking?

 Required v. preferred 
qualifications

 Use a word cloud generator 
to visualize

 Apply within 2 weeks
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Navigating ATS
Ø Don’t imbed: images, icons, 

hyperlinks, etc.
Ø Don’t use tables 
Ø Don’t use templates
Ø Don’t use Times New Roman 

font
 Do use exact key words from job 

description 



“Visit” Career and Professional Development!
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For appointments: Handshake
Online resources:

Contact: gerberm@vt.edu

Physical location:

@vtcareerprofdev

@vtcpd

VTcareerprofdev
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