
R E S U M E  R E F R E S H

Quick Tips

Formatting

Content

Writing Bullet Points

HomeHome

End

Welcome to Resume Refresh. To learn more about how to take your resume from 
dull to stellar, use the menu options on the right. You can return to the main 
menu at any time by using the purple home button at the top of the screen.
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By the end of this training, you will be 
able to:
• Create the essential components 

of a resume
• Format your resume to meet ATS 

standards
• Write accomplishment statements 



Quick Tips

Avoid 
templates

Avoid using pre-made templates 
as these often contain tables 
Applicant Tracking Systems (ATS) 
cannot read.

The job 
description 

is the 
problem 

statement

Your resume is the answer 
to the employer’s hiring 

problem. Customize your 
resume for every job.  

Think 
towards 

the future

Write your resume for the 
job you want, not the job 
you already have.

Remove 
Objective and 

References 
Available Upon 

Request
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LET’S PLAY A GAME 

Y O U R  R E S U M E  I S  A  L I S T  O F  A L L  

Y O U R  D U T I E S

L I S T I N G  “ R E F E R E N C E S  A V A I L A B L E  

U P O N  R E Q U E S T ”  I S  S T I L L  

R E C O M M E N D E D

T E M P L A T E S  A R E  H E L P F U L  B U T  

C A N  B E  H A R D  F O R  A N  A T S  

T O  R E A D
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CORRECT !

Return to quiz

Home

End



SORRY, TRY AGAIN.

Return to quiz

Home

End



Formatting

Use bold, CAPS, italics and underlining strategically and sparingly

Be consistent with heading style and margins

Use one font style and size (except for your name and/or headings)

Font Size: no smaller than 11-point font 

Avoid paragraphs 

Use bullets, not dashes

Resumes should be one to two pages if possible

Additional pages are justified if they includes relevant, significant 
information

If you use more than one page, make sure you include “Name, Page #” & 
avoid stragglers on all subsequent pages
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Content

• Name and contact information
• Professional Summary
• Experience

• Including title, organization, and dates
• Education and Certifications
• Skills

Core 
Categories

• Community and Volunteer Leadership
• Memberships
• Trainings, Workshops, and Conference 

attendance
• Presentations and Publications
• Related Projects and Courses

Additional 
Options
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Which categories you will include in your resume?

❑Name and contact information

❑ Professional Summary

❑ Experience

❑ Education

❑Community and Volunteer Leadership

❑Memberships

❑ Skills

❑ Trainings and Workshops

Time to Reflect
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Writing Bullet Points

Add relevant 
experience and 
technical skills

Can include unpaid 
experience, 

internships or 
volunteer work

Avoid personal 
pronouns - no “I” 

Focus on skills and 
accomplishments, 

not long list of 
duties

Quantify and 
describe when 

possible

Use bullet points, 
not paragraphs
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Writing Bullet Points

Example 1
• Improved report management through implementation of project 

management principles resulting in 40%-time savings

Example 2
• Managed team of 15 engineers using Strengths-based approach, reaching 

92% engagement score

Example 3
• Created theory-based learning projects utilized in award winning development 

program

Content

Bullet Points

Home

End

Quick Tips

Formatting

Accomplishment statements are:
Action verb + Descriptor of accomplishment (quantify) + Impact

Create accomplishment statements for each bullet point listed under your experiences.



LET’S PLAY A GAME 
A C C O M P L I S H M E N T  S T A T E M E N T S  

I N C L U D E :  A N  A C T I O N  V E R B ,  

D E S C R I P T O R  O F  A C C O M P L I S H M E N T  

A N D  I M P A C T

U S I N G  N U M B E R S  ( Q U A N T I F Y I N G )  I S  

N O T  R E C O M M E N D E D

T O  S A V E  S P A C E  U S E  P A R A G R A P H S ,  

N O T  B U L L E T  P O I N T S
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Return to quiz

Home

End



SORRY, TRY AGAIN.

Return to quiz
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End



References

• What is a resume parsing and how an applicant 
tracking system reads your resume

• How far back should I go?

• Should I use a functional resume?

Resources for 
continuing your learning

• Chemistry Equations visual, from 
PowerPoint library (open use license) 

• Resume Example, created by Carrie 
Hawes Sept. 30, 2021 (open use license)

• Resume Formatting video, created by 
Carrie Hawes October 10, 2021 (open 
use license) 

• Resume Refresh video, created in Canva 
using “Purple and Yellow money Matters 
Remote Learning Education” on Oct. 4, 
2021 (open use license) 

Home

https://resources.workable.com/stories-and-insights/how-ATS-reads-resumes#:~:text=A%20'parse%20resume'%20definition%20we,have%20and%20your%20work%20experience
https://www.indeed.com/career-advice/resumes-cover-letters/how-far-back-to-go-on-resume
https://www.indeed.com/career-advice/resumes-cover-letters/resume-format-guide-with-examples

