
Creating an Effective Resume
The Why and How’s



Why Do I Need to Care About This?
A resume is one of the Most important tools for your job or college search 

❖ Your Resume is a one or two page Brag Sheet that gives you the opportunity to showcase 
your top skills and qualities to complete strangers

■ It’s your First Impression!
■ It’s your marketing tool for yourself - Your Insta

● How the employment world sees you

❖ Employers make hiring decisions based on your resume

❖ Colleges use your resume to make entrance decisions

❖ This is your KEY to opening the door to an interview

➢ Don’t lose before you even get started!



Where Do I Start?

To get started, review information on the different parts of a resume

➢ Resume Contact Section - Located at top of resume, includes your name, 
address, email address, and phone number.  Make sure your name stands out, 
bold and larger font

➢ Resume Objective - Section used to express your employment goals to the hiring 
manager or recruiter.  Customize it to match the job for which you are applying. 
 

➢ Resume Profile - A summary of your skills, experience, and goals written for a 
specific job posting. Should be listed directly above any employment history.



Where Do I Start? cont’d

➢ Resume Education - List your academic achievements, along with school and 
year graduated.  List any special awards or honors you earned.

➢ Resume Experience Section - Companies you’ve worked for, dates of 
employment, positions you held and a bulleted list of responsibilities.
○ This is the cliff notes section for the hiring manager. 
○ Internships, summer jobs and temporary jobs can be included, paid or not
○ Include volunteer and extracurricular experience, including sports, clubs, student council, etc
○ Highlight any leadership positions - Captain of sports team, officer of a school club

➢ Resume Skills Section - Lists the abilities you have that relate to the position 
being applied for, to include computer skills, software skills and language skills.



Student Resume with no work exp

Contacts Section

Profile Section - Motivated student 
who demonstrates strong work 
ethic. GPA or class standing

Education Section

Achievements Section

Skills

Awards, Honors



Where Do I Start? cont’d

➢ Resume Keywords - It’s important to include keywords in from the job posting or 
job description in the content of your resume.  Ex:  A customer service 
representative might include customer service, computer skills and order entry 

➢ Resume Format - Your resume should be properly formatted with a simple font 
and plenty of space so it’s visually appealing to the reader.
○ It’s important to customize your resume, so it reflects your knowledge/skills/abilities.

➢ Resume Samples/Templates - Good idea to review resume examples for a variety 
of employment opportunities.
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Download a Student Resume Sample 
at thebalancecareers.com
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Tips To Remember

★ Use action verbs to describe responsibilities
★ Beware embarrassing formatting mistakes 

that could cost you
★ The value is in the details - Don’t lie 
★ Spend adequate preparing.  Don’t fail by 

failing to prepare!
★ Double check your grammar and spelling - 

Proofread, Proofread, Proofread
○ Utilize your technology tools

■ Spell check
■ Formats

★ Would you send an embarrassing pic or 
poorly written message to someone you 
wanted to impress!

○ ABSOLUTELY NOT

○ Think of this as a professional competitive 
where you are showcasing the 

Best of YOU!



Questions ?



Congrats and 
Good Luck in your 
future endeavors 

Knights!

 Veronica Salazar, OLLU 1996, BBA
 25 years in Human Resources
Human Resources Manager
Pro-Vigil, Inc.



Final point
A one-line description of it


