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Module 3 Deep Dive Guide: 

Resume & References  
 

Learn exactly how to set up your resume – Step by step 

GENERAL RESUME GUIDELINES  
The formatting guidance that follows will ensure that your resume created in Word will be 
readable on online applications tracking systems (ATS) AND look attractive in printed format. 
ATS systems are used by 94% of employers to screen applicants so it is essential to have a 
resume formatted for online systems. The benefit of this type of resume (and why I recommend 
it) is that you don’t have to maintain multiple resumes for online and offline purposes.  
 
To create a plain text resume that will go through ATS systems flawlessly, scroll to the Creating a 
Plain Text Resume section of this guide. Plain text resumes are not typically attractive enough to 
use as a printed resume. 
 
You may also want to opt for a highly formatted resume with lines, boxes, columns, special 
bullets, etc. to present at interviews or when you apply offline, but these types of resumes 
should not be used when applying online.  
 
If you opt to have more than one type of resume, remember to change all versions when you 
make updates and to only use your properly formatted resume when applying for jobs online.  
 
Overall Resume Formatting 
1. Create your resume in Word as a simple black and white document. Save as a Word 

1997-2003 document (.doc) to ensure it can be read by older versions of Word. Don’t 
use pdf or newer versions of Word when applying online – they can be unreadable.  

2. Set a 1” border on all sides. Some systems cut off text beyond the 1” margin. 
3. Keep resume to 1 to 2 pages. Two page resumes are standard. Longer is acceptable for 

executives/highly experienced people. Academics and those in science/medical fields 
may use a longer Curriculum Vitae (CV)-style resume. 

4. Use 1 font (or at most, 2). Use standard fonts such as Arial, Times New Roman or Calibri 
to ensure type will be readable on Mac, PC or Applicant Tracking Systems (ATS). 

5. Use at least 11 pt. size for body copy. Double space between sections. 
6. Avoid excessive use of italics and underline because both can be hard to read. 
7. Don’t use lines, boxes, shading, graphics, or columns when applying online because 

their use could make parts of your resume text go blank or black. 
8. Make your links live so that they can be clicked when viewed on computer. 
9. Type your “First Name Last Name, page #” at the top of all pages beyond page 1. 
10. Don’t add a header or footer section to your resume. Such sections can affect ATS 

systems. 
11. Avoid excessive indents. Consider having no indents to give you more space per line. 
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12. Use the following bold, capitalized section headers:  
       CAREER HIGHLIGHTS 
       SKILLS SUMMARY PROFICIENCIES (Or if warranted, use: PROFICIENCIES/CERTIFICATIONS/LICENSES) 
       EXPERIENCE 
       EDUCATION/TRAINING 
       AWARDS/ACTIVITIES (Optional) 
 
There is no need for SUMMARY section header at the top of your resume. Use a bold headline instead 
that matches the job title/requirements as closely as possible.  
 
Additional Resume Guidance 

 Submit a chronological resume, which lists duties under each job entry, and not a functional 
(capabilities) resume, which lists duties under topical categories like “Sales”. Why? Because 86% 
percent of recruiters say that they prefer chronological resumes and because functional resumes do not 
work well with ATS systems, which typically require a chronological work history. 

 Do not mention marital status, religion, politics, or age and do not include your photo.  

 Write out acronyms and abbreviations in the first reference with the initials in parentheses. 
Example: Master of Business Administration (MBA). 

 Be consistent in formatting, spelling, capitalization, and grammar. Double check! 

 Save your resume file name as First Name Last Name Resume to make it easy to find. 

 Don’t include the nonsensical line, “References available request. Either include your references or 
say nothing. Companies will ask for references when they need them. 

 Shorten entries that include “orphan” words (1 word on a line alone) to save lines.  

 Update your resume monthly. Make the same edits on your LinkedIn profile.   

 Modify your resume for every opening to make sure that it matches the job description as closely 
as possible. Focus on matching the company’s needs, not on what you want. 

 Use www.wordle.net to see if your resume text matches the job description text. Paste your 
resume into the Wordle template, print and then paste the job description. Compare images and 
then add keywords into your resume that appear on the job description. Another good site for 
matching your resume to the job description: Jobscan.co. Aim to match the job at least 90%. 

 

 
Example of resume text pasted into Wordle on the left and the job description text on right. 

 

 Include as much real word experience as possible, including jobs held during college, internships, 
startup efforts, and work/study programs, not just your academic successes. 

 
 



SECTION 1: CONTACT INFORMATION  

 Use the same exact set-up (type style, size, etc.) for your cover letter for consistency. 

 Avoid combining multiple items, such as your phone and email address on one line.  
 
Name Line: Type FIRST NAME LAST NAME in bold type at least 16 pt. in all caps or upper and lowercase.  

 Your contact information section can be centered or flush left. 

 Use same name as on your LinkedIn profile. If you opt to use your full (legal) name and normally 
go by a nickname, sign your cover letter with your nickname and then type your name with 
your nickname in parentheses. Example: Kathleen (Kathy) Bernard.  

 If you have an advanced degree or certifications, you may want to add the degree or 
certification abbreviation after your name. Example: Rex Thomas, MBA, CPA. Add the same 
abbreviations next to your name on your LinkedIn profile.  

 
Address Line: If searching locally and you live near the employer, include your street address or at least 
your city and state. If you are seeking a position in a different city, state that city/state. If you are job 
seeking in multiple cities / countries, don’t include your address. 
 
Phone Line: Include your preferred phone number, with area code, on a line by itself. If necessary, 
include a second phone number or your preferred times to be contacted on the same line. 
 
Email Line: Include your email address and allow it to be a live hyperlink so that online readers can 
click the link to send you an email message. Check that your email address sounds professional (an 
email address that includes your first and last name, such as kathy.bernard@abc.com, is best).  
 
LinkedIn Profile Line: Copy and paste your profile address from your LinkedIn profile page, located 
under your picture. Click the gear icon next to your profile address to shorten or customize your 
address. View LinkedIn’s instructions: https://goo.gl/n3p8gH. If relevant to the job opening, include a 
link to your other social media profiles that are entirely appropriate / professional. Also link to your 
web site or blog (if appropriate). Do not link to your Facebook no matter how clean you try to keep it.  
 
SECTION 2: HEADLINE 
Headline: Include a bold headline at least 14 pt. size that emphasizes how your skills, education and 
background match the job description as closely as possible.  
 

 Headline example for a recent grad with relevant intern experience:  

Degreed Human Resources Professional with Experience  
in Hiring, Recruiting and Compliance 

 

 Headline example for an experienced professional:  

Proven Human Resources Manager  
with Global Corporate Recruiting and Compliance Experience 

 
 Headline can be centered or flush left. Use this headline instead of an objective. Companies 

don’t care what you want. They want to know what you can do for them.  
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SECTION 3: CAREER HIGHLIGHTS:  

 Include a bold, flush left, category header labeled CAREER HIGHLIGHTS, then list 3-to-5 of your 
most impressive accomplishments that specifically relate to the job opening. Spit back the main 
requirements of the job and how your background matches the requirements. When possible, 
include quantifiable results. Learn how at www.professional-resume-examples.com.  

 Use numbers rather than words to make your quantifiable results “pop”.  If you can’t recall 
exact numbers, estimate as closely as you can, but be sure that the number that you use on 
your resume is consistent with what you state on your LinkedIn profile.  

 
SECTION 4: SKILLS SUMMARY: 

 Include a bold, flush left or centered category header: SKILLS SUMMARY (Alphabetical), then list 
in alphabetical order skills that relate to the keywords listed in the job description, like this: 
SKILLS SUMMARY (Alphabetical): Advertising, Marketing, Public Relations, and Sales 

 If you have strong language skills, add double spacing and list them on a separate line.  
 
SECTION 5: PROFICIENCIES/CERTIFICATIONS/LICENSES: 

 Include a bold, flush left category header labeled PROFICIENCIES (Alphabetical) and then 
include computer / technical proficiencies that you are at least moderately capable, like this:  
PROFICIENCIES (Alphabetical): Adobe Acrobat, Adobe Photoshop, HTML, and Java.  

 List Microsoft Office Suite proficiencies like this: “Microsoft Office Suite, including Access, Excel, 
Outlook, Powerpoint, and Word,” because employers could be looking for the “Microsoft Office 
Suite” wording or the individual software names in your resume. 

 Double space and then list certifications or licenses under your degree using this format: 
Project Management Professional Certification (PMP), 2013 - Present 

 You only need to include the dates, authorizing organization that issued the certification or 
license and your certification or license number when required or when it benefits you.   

 
SECTION 6: EXPERIENCE:  

 List your jobs in chronological order starting with your current or most recent position. 

 List only jobs from the last 15 years unless the position extended earlier than 15 years, or if an 
earlier job will help you land a position better than your recent experience. Option: Add the 
entry: “Additional Experience” and then mention briefly the position(s) that emphasize relevant 
experience for the job opening, without starting and ending years. 

 Only list college job experience until you have become firmly established in your career. After 
that, move your internships as a brief entry under your Education section. When you list college 
positions, play up the duties and accomplishments that relate to career positions like this:  
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 Structure each work entry like this (on separate lines): 
Company Name, City, State 
Description of company, stated as positively as possible, like this: 

 
Enterprise Rent-A-Car  
The world’s largest rental car company. 

LHM 
A global nonprofit with a $20 million annual budget and 33 world offices.  

 
Job Title (bolded) with explanation behind it in parentheses to reinforce that past jobs have 
prepared you for the job opening.  
 
             Example: Sales Support Specialist (Web Content | E-Commerce | Art). 
 

 Include the dates worked at the position at the far right of the job. If there are gaps on your 
resume longer than a few months between jobs, just state years, like this 2013-2015.  

 If you had multiple jobs at the same company, put your total starting and ending dates to the 
far right of the company name and then put the starting and ending years for each job in 
parentheses right behind the job title, like this: Indoor Sales Specialist (2010-2012). 

 List duties in order of importance (particularly that match the job opening) and why the duties 
mattered. Also include quantifiable results. 

 When possible, keep each duty to one line for easy readability.  

 Match the job requirements as closely as possible, using the keywords from the job description and 
quantifiable results, like this (bolding/red added only to emphasize to you how to add keywords and 
quantifiable results.): 

 

 Start bulleted duty entries with a strong power verb, such as “Directed”. Don’t use the word “I”. Only 
use regular bullets or hyphens. Special bullets, such as a check mark or open circle, can make text 
that follows go blank. Find a long list of power words at www.Careeroverview.com.   

 Aim to have between 3 to 6 bullets per work entry. Combine duties to fit on 1 line. 

 If you include volunteerism in your Experience section, do not use the word “Volunteer” in the 
job title. It minimizes its importance. Either mention that it was volunteer work in the bulleted 
copy or move the volunteer work down to your Awards and Activities section.  

 Don’t use industry jargon. Explain concepts that may be confusing to recruiters and spell out 
abbreviated words. Never assume that the recruiter will understand jargon and industry 
abbreviations.  
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Example of a formatted resume (with lines and columns), which would look attractive when 
presented at an interview or when you apply offline, but should not be used when applying online.  
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Example of excellent wording to describe intern job duties and college activities: 

 
SECTION 7: EDUCATION/TRAINING 

 If you have been out of college for less than 5 years, put your education section just beneath 
your top section. After 5 years, move your education section to above Awards/Activities. 

 Include your most important degree followed by your next most important degree, etc. 

 Format education entry like this (with the degree abbreviation first and then the degree written 
out, followed by your particular area of focus, the school name and city.): 
BS – Bachelor of Science, Biology – University of Missouri, Columbia, MO 

 Consider adding relevant classes. Such classes often contain keywords sought for the job 
opening and give employers the confidence that you have the proper education for the job. 

 Include your grade point average if particularly impressive using this structure:  
3.9 Overall GPA / 4.0 Journalism GPA. 

 You don’t have to include years attended, although you may have to enter it into applications.  

 Only include high school accomplishments or activities that are extraordinarily relevant. 

 No degree? Explain if you are close or if you have education comparable to a certain degree. 
 
SECTION 8: AWARDS /ACTIVITIES (Optional) 

 Include relevant honors and awards in order of importance and/or in order of most recent. If 
pertinent, include the issuing organization that granted the award or honor. 

 Use the section to also include volunteer activities and supported organizations. If pertinent, 
includes dates of involvement and volunteer job titles.  

 Exclude honors, awards and activities that are too dated to be meaningful.  
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Resume Layout 
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Overcoming Special Resume Challenges 
 

 
 

Handling Special Resume Challenges 
 If you had multiple jobs at the same company and worry that listing the details of each one will 

be too long and unfocused, you can combine multiple jobs into one entry under the most 
recent job title. Include the overall years of employment to the far right.  

o Use brief bulleted points for each job at the bottom of the entry to explain earlier titles.  
o Put the years that you held those position(s) in parentheses next to the listing (not to 

the far right). 
 

 If you had multiple “too-short” jobs at several different companies and worry that such short 
tenures could hurt your career chances, consider combining them into one entry. 

o Make the company name something like “Various” or “St. Louis Hospitals and Medical 
Centers” and make each job a bullet point rather than a full entry.  

o Add a line that says “Contract/Temporary/Hired positions” if you can do so honestly to 
emphasize that some of the positions were intentionally brief. 

o Put the total beginning and ending dates for all of the jobs to the far right of “Various” 
to de-emphasize having had too many jobs.  

o Then put whether a job was contract or temporary next to each bulleted entry and put 
the dates next to the listing (not to the far right). List years, not months to make the 
time employed sound longer.   
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Creating a Plain Text Resume 
 
Have you ever had the frustrating experience of trying to paste your resume text into an online application 
form only to have the system mess up your text by removing all of your carefully executed bolding, 
centering, italics, etc.? Fortunately there is a way to avoid this problem. 
 
The solution is to create your resume in plain text (ASCII) format. Plain text is a simple text format that does 
not use formatting specific to any one application so text saved in a plain text document can be used on any 
platform or software the recipient uses. 
 

This means that when you copy/paste your plain text resume into an online application system or email 

message, the recipient will be able to read it without any formatting problems. Plain text also allows email 

recipients to control the format of your email message in their email reader using the type size and font they 

prefer. 
 

But here’s the tricky part: Plain text limits what you can do to make your resume stand out. For example, 

you can’t bold, italicize or underline type. You can’t use bullets or wrap type from one line to the next. You 

can’t include images, colors or different kinds or sizes of fonts. You can’t even center your type … at least not 

in the usual way. 

  

 
Plain text resumes have many rules, but the rules ensure that the resume will format correctly on any system. 
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Plain text resume example  

 
 

 So what CAN you do with plain text type? 
 
Because of their simple, flexible format, text resumes are highly versatile. For example, you can: 
 

 Post your text resume on job boards.  

 Paste it piece-by-piece into the profile forms of job boards, such as Indeed.com, which typically have 
a rigid setup and don't allow resumes to be posted as is. 

 Paste it into the body of an e-mail that you can send to employers. 

 Convert it to a Web-based HTML resume, which can be viewed online. 
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Steps to creating your plain text resume 
 

To create a plain text resume, open Word and then save the document as Plain Text (found under “Other 
Formats”). The good part about working in Word in Plain Text format is that each time you save the 
document, it will ask you if want to save it as a plain text document. When you say yes, it will format the 
document in plain text so you can see if it will look alright or not. If it doesn’t look right, adjust your line 
length (or whatever) and save it again. Once you have closed the document, it converts the file to an 
editable Notepad document and all future changes can be made in Notepad. 
 
Plain text tips   
 

 Keep line length to 80 characters or less. 

 Use hard returns (don’t wrap text). 

 Use a fixed-width font, which ensures each character takes up the exact same amount of space. Popular 
fixed-width fonts include Consolas, Courier, DejaVu Sans Mono, Letter Gothic, Lucida Console, Monaco, 
and Prestige Elite. 

 Use spaces to line up your text (not tabs). 

 Keep all text left justified or use your space bar to center select information (such as category headings). 

 Use all capital letters (sparingly) for headings, like this: “CAREER HIGHLIGHTS”. 

 Use a row of equal signs (====) or hyphens (-----) to create a line between resume sections.   

 Use asterisks (*), hyphens (-), carats (>), plus signs (+), or a lowercase “o” as bullets.  

 Typically you can use any character or symbol on your computer keyboard in you plain text resume so 
exclamation points, the “@” sign, the “#” sign, etc., are usable as text or design elements. 

 Use two hyphens (--) instead of a long dash or em-dash. 

 Web addresses (including your LinkedIn profile address) are clickable in plain text documents so 
recipients can visit your web site or LinkedIn public profile directly from your plain text resume.  

 Your email address is also clickable and will open to a new email message with the “To” line populated 
with your email address. Recipients can also read your plain text email messages on their mobile devices, 
even if they have visual disabilities or use a text-to-speech converter. 

 Plain text email messages are a much smaller file size than rich text (HTML) emails so they can be 
delivered and downloaded faster. They are also virus-free so they rarely get caught in recipients’ spam 
folders. 

 
Final thoughts 
 
A plain text resume can help you speed up the process of applying for jobs through maddeningly difficult 
online applications forms … and for that reason alone, you may want to create a plain text resume now. Just 
don’t delete your regular resume … you may still prefer to present the nicer looking version of your resume 
when you go on interviews.  
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Finding and inviting your references 

Can you figure out what the biggest waste-of-time line is on your resume? It is “References available upon 
request.” 

 

Why is the line lame? Companies assume that you have references, so telling them you have references, but 
not telling them who your references are, is a waste of resume space. Instead of using the lame line, take 
one of two approaches: Either don’t use the line AND don’t include your references (if the company doesn’t 
ask for them) or … even better … include your best references in the most impressive way possible as an 
extra page of your resume.  

How to land AND list an impressive batch of references to wow hiring companies. 

Finding references / preparing your reference list 
Step 1: List all the people you know who could … and likely would … vouch for your abilities, integrity and 
work ethic.  
 
Your reference choices may include former coworkers or bosses, mentors, family friends, teachers, coaches, 
advisors/counselors, classmates, or fellow volunteers. Potential references may also be someone influential 
who you know within a target industry or company. 
 
Step 2: Narrow your choices to the four most impressive sounding people who you believe will also be the 
most glowing in their sincere praise of you.  
 
Why four references and not three? Because companies ask for various types of references and you want to 
be sure to have more than enough to accommodate their preferences. At least two of the people should 
have a business relationship to you (if possible) and at least one should be someone with whom you have a 
personal relationship, such as a long-term, influential family friend. None should be family members. 
 
Step 3: Contact potential references individually as far in advance as possible and ASK them if they would be 
willing to serve as a reference to you. Don’t assume they will be willing.  
 
 Determine whether to call, email or meet with them in person (or a combination) and what you will say. 

 Explain why they would make a good reference for you. “You were always so supportive of my career 
goals; that’s why I thought you would make an excellent reference for me.” 

 Remind them of your relationship and bring them up to date about you and your career direction. 

 Frame your request to give them an out. "Would you be comfortable serving as a reference for me 
during my job search?” or “Do you have time over the next few weeks to serve as my reference?” 

 Never pressure a reluctant reference. Seek an alternate instead. 

 Send or give them your resume and provide them with talking points about why you are specifically well-
suited for particular open positions. Make sure they know how to reach you by providing them with your 
phone number and email address. 
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Step 4: Ask each reference for the following information – preferred name (for example Robert or Bob), the 
proper spelling of his/her name, company name, job title, company address, preferred phone number 
(optional: second phone number) and email address.  
 

 
 

Step 5: Write a brief statement that explains your relationship with the reference. For example: “Bob was 
my senior supervisor at Oxnard Print Works for three years. He remains a valued mentor to me.” 

Step 6: Once you have gathered all of your references' information, create a reference sheet using the type 
face and point size that matches your resume. Be sure to include the same contact information as at the top 
of your resume. Include the page with your resume, particularly when companies request your references. 

Preparing your references  

 If your references may receive a reference call soon from a hiring company, give them full details about 
who may be contacting them (name, company name, phone number and email address) and what 
information you want them to mention about you. 

 Provide them with the job description so they can speak as knowledgeably as possible. 

 Ask them to let you know if they were contacted by a hiring company and to let you know any 
information that they learned that could be beneficial to you.   

 Afterwards, thank your references. Keep them informed about the outcome of interviews and, when 
possible, help them grow their business or search for work. 
 

Other tips 
 

 Update your reference sheet each time your references' information changes. 

 Add a line at the end of your reference list that says, “Find immediate recommendations about me on 
my LinkedIn profile at [LINKEDIN PUBLIC PROFILE]. Invite me to connect. I will accept so you can view my 
recommendations.” 

 Create and include a LinkedIn recommendation sheet.  

 
Conclusion 
 
Remove "References available upon request" from your resume and replace it with an impressive referral 
list ... doing so can help you land a job or get a better one! 
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Preparing your references for reference checks 

Are you sure your references know what to say about you if they were to receive a call? Improve the 
chances that your references will speak as knowledgeably and positively about you as possible.  
 
Prepare them by letting them know that … 
 

 They may be receiving a reference check soon (and when they may receive the call, if known). 

 You are qualified for the position and really want it. 

 You’d appreciate their help vouching for you and your abilities that make you suitable for the job. 

 
Additional Tips 
 

 Send an email (sample below) to your references as soon as possible to ensure that they are well 
prepared for a reference check phone call. 

 NEVER assume that someone will serve as your reference without being asked or prepared. 

 Personalize your message to each reference. Use the person’s name and add a sentence or two at the 
top to strengthen the relationship. 

 Save the job description to your computer (by copy/pasting it into a Word document). Highlight the key 
words and job requirements that you would like your references to speak about and then attach the 
highlighted job description to the email you send your references. 

 Attach your latest resume. Also consider highlighting relevant key words and requirements in your 
resume to make it really easy for your references to play up your capabilities. 

 Follow up by phone with your references to make sure that they are comfortable with vouching for you 
for the position and to address any questions or concerns that they might have. 

 Include your contact information in your email signature and/or in the body of your message. 

 Let your references know the outcome of their help and whether you landed the job or not. Reiterate 
how much you appreciate their help and help them whenever possible. 

 Touch base with your references occasionally to make sure that their contact information remains 
correct and to ensure that they will still speak positively about you and your background. 

 
Reference preparation email example:  
 
SUBJECT: You may receive a reference call for me soon from XXX  
 
Dear NAME,  
 
You may receive a reference call for me soon from XXX Co. I believe the person who will be calling is 
BLANK BLANK, XXX Co.’s TITLE. The call will concern my candidacy for XXX's JOB TITLE position. I believe 
that I am a good fit for the opening since I have significant EXPLAIN EXPERIENCE BRIEFLY. I hope that if you 
receive such a call, you will speak well of my relevant background for the position. 
 
I have attached the job description where I highlighted what I believe are the key words/requirements that 
the organization seeks in this position. I have also attached the latest version of my resume to assist you in 
speaking about my background. 
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If you have any questions or concerns, please let me know. I really appreciate your help and thank you for 
continuing to be one of my valued references! If I can be of help to you, please let me know. 
 
Thanks, YOUR NAME 
PHONE NUMBER, EMAIL ADDRESS 
 

 

Reference List Template  
Seek to have at least four main references, plus special references for when you apply in certain industries.  
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Reference 1: 
 
Name: 
Title: 
Company: 
Address: 
City/State/Zip: 
Preferred Phone Number: 
Alternate Phone Number: 
Email Address: 
Basis of Relationship: 
Years Known: 

Reference 2: 
 
Name: 
Title: 
Company: 
Address: 
City/State/Zip: 
Preferred Phone Number: 
Alternate Phone Number: 
Email Address: 
Basis of Relationship: 
Years Known: 

Reference 3: 
 
Name: 
Title: 
Company: 
Address: 
City/State/Zip: 
Preferred Phone Number: 
Alternate Phone Number: 
Email Address: 
Basis of Relationship: 
Years Known: 

Reference 4: 
 
Name: 
Title: 
Company: 
Address: 
City/State/Zip: 
Preferred Phone Number: 
Alternate Phone Number: 
Email Address: 
Basis of Relationship: 
Years Known: 

Reference 5: 
 
Name: 
Title: 
Company: 
Address: 
City/State/Zip: 
Preferred Phone Number: 
Alternate Phone Number: 
Email Address: 
Basis of Relationship: 
Years Known: 

Reference 6: 
 
Name: 
Title: 
Company: 
Address: 
City/State/Zip: 
Preferred Phone Number: 
Alternate Phone Number: 
Email Address: 
Basis of Relationship: 
Years Known: 
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Deep Dive! Assignment: 

Resumes and References 
 

Now that you have learned how to develop your resume and reference list, let’s review what you have 
learned and put it into practice. 
 
Quick Quiz: 

 
1) What percentage of employers use Applicant Tracking Systems to screen applicants? _______%   

(See page 2)  
 

2) What is the minimum point size that you should use on your resume? _____________ (See page 3) 
 

3) Fill in the blanks in this sentence: Don’t use ________, ________, _________, _________, 
or __________ when applying online because their use could make parts of your resume 
text go ___________  or  __________. (See page 4) 
 

4) What type of resume do 86% of recruiters say that they prefer? __________________ (See page 3) 
 

5) Fill in the blank: Save your resume file name as __________   _________   __________ to make 
it easier for recipients to find. (See page 3) 
 

6) What nonsensical line should you remove from your resume? ___________________________ 
_____________________________________________________________________. (See page 3) 
 

7) What should you replace your objective with? ________________________________ (See page 4) 
 

8) In what order should you include skills in your Skills Summary? __________________ (See page 5) 
 

9) Where should you place your Education section after 5 years? ___________________ (See page 8) 
 

10) What is the maximum character length per line on a plain text resume? _________ (See page 13) 

 
Assignment:  
1) Create a 2-page resume using the guidance you’ve learned in Module 3. (See template on next page)  

2) Proof your resume thoroughly to ensure that is flawless and is a strong match for the jobs that 
you want. 

3) Print your resume and fold it in half. Ask people to read the top half of page 1 for 10 seconds 
and then have them hand it back to you. Ask: “What kind of job do I want based on this 
resume?” If they can’t tell you, improve it until what you want is obvious.   

4) Apply for a job online using your new resume. Modify your headline, skills summary, 
proficiencies, duties, etc., as needed to (honestly) match the job as closely as possible. 
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[WiserU Resume Creation / Change Template]  
Red indicates instructions / Blue indicates examples 

 

First Name Last Name 
Address, City, State, Zip Code [or just City/State]  

000-000-0000   
emailaddress.com    

http://www.linkedin.com/in/firstnamelastname  
 
 

Change headline for every opening  to match the job. Example: Proven Advertising Sales Representative with Extensive Radio/TV Advertising Sales Experience 

Proven ________ Adept at _______ with [Relevant Skills/Experience] 
 

CAREER HIGHLIGHTS  Spit back the most important job requirements from the job description in order and how you have handled them. 

 Most important job requirement from the job description (that you have done) and how you handled it successfully 
for a past company. Include quantifiable results and key words from the job description.  

 Second most important job requirement and how you handled it for a past company. 

 Third most important job requirement and how you handled it for a past company. 
 
 

SKILLS SUMMARY (Alphabetical) Change the alphabetized keywords list  of relevant words found in the job description. Actually include the word: 

“(Alphabetical)”. Also weave keywords into your duties in Experience section. Example: Keywords for Ad Sales Representative (Alphabetical):  

Account Management, Advertising Sales, Business Development, Client Service, Copywriting, Creative Writing, 
Customer Service, Leadership, Lead Generation, Management, Marketing, Marketing Strategy, Microsoft Excel, 
Microsoft Office, Microsoft Word, Negotiation, Online Advertising, PowerPoint, Retail Sales, Sales, Sales Process,  
Sales Support, Selling, Social Media Marketing, Social Networking, Solution Selling, Technical Sales, Video Sales 
 
PROFICIENCIES  Change order to put the most important skills for job first. Include technology normally omitted if mentioned in job description. Example: 

Proficient in Microsoft Office:  Excel, Word, Access, PowerPoint, MS Project, and Gantt Charts and Reports 
 

 
CERTIFICATIONS 
PMP - Project Management Professional List additional, relevant certifications not normally included in your resume. 
 
 
EXPERIENCE  If hiring company seeks a duty that you have done, but normally don’t mention in your resume, add it in. 

 

COMPANY NAME, City, State Abbreviation List the most recent position first.       

    YEAR-YEAR 
Company description in italics 
 

Most Recent Job Title (Optimize title for job opening by adjusting title or by adding relevant duties in parentheses behind title)  (2009 – 2011) 
Example: Manager, Employee Communications (Internal Communications | Managing Editor) 
Paragraph encompassing all of the most important duties for the position.  
Include duties/accomplishments mentioned in the job description even if they aren’t normally included in your resume.  

 Most important accomplishment with $ or % and relevant keywords. 

 Next most important accomplishment with  $ or % and relevant keywords. 

 Next most important accomplishment with  $ or % and relevant keywords. 

 Next most important accomplishment with  $ or % and relevant keywords. 
 
Job Title at Same Company (2008 – 2009) 
Paragraph encompassing all of the most important duties for the position. 
Include duties/accomplishments mentioned in the job description even if they aren’t normally included in your resume. 

 Most important accomplishment with  $ or % and relevant keywords. 

 Next most important accomplishment with  $ or % and relevant keywords. 

 Next most important accomplishment with  $ or % and relevant keywords. 
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First Name Last Name, page 2 
 
 
COMPANY NAME, City, State Abbreviation List the most recent position first.       

    YEAR-YEAR 
Company description in italics 
 

Next Recent Job Title (Optimized for job opening by adjusting title or by adding relevant duties in parentheses behind title)  (2009 – 2011) 
Paragraph encompassing all of the most important duties for the position.  
Include duties/accomplishments mentioned in the job description even if they aren’t normally included in your resume.  

 Most important accomplishment with  $ or % and relevant keywords. 

 Next most important accomplishment with  $ or % and relevant keywords. 

 Next most important accomplishment with  $ or % and relevant keywords. 

 Next most important accomplishment with  $ or % and relevant keywords. 
 
 
COMPANY NAME, City, State Abbreviation List the most recent position first.       

    YEAR-YEAR 
Company description in italics 
 

Next Recent Job Title (Optimized for job opening by adjusting title or by adding relevant duties in parentheses behind title)  (2009 – 2011) 
Paragraph encompassing all of the most important duties for the position.  
Include duties/accomplishments mentioned in the job description even if they aren’t normally included in your resume.  

 Most important accomplishment with  $ or % and relevant keywords. 

 Next most important accomplishment with  $ or % and relevant keywords. 

 Next most important accomplishment with  $ or % and relevant keywords. 

 Next most important accomplishment with  $ or % and relevant keywords. 
 
 
COMPANY NAME, City, State Abbreviation List the most recent position first.       

    YEAR-YEAR 
Company description in italics 
 

Next Recent Job Title (Optimized for job opening by adjusting title or by adding relevant duties in parentheses behind title)  (2009 – 2011) 
Paragraph encompassing all of the most important duties for the position.  
Include duties/accomplishments mentioned in the job description even if they aren’t normally included in your resume.  

 Most important accomplishment with $ or % and relevant keywords. 

 Next most important accomplishment with  $ or % and relevant keywords. 

 Next most important accomplishment with  $ or % and relevant keywords. 

 Next most important accomplishment with  $ or % and relevant keywords. 
 
 
EDUCATION 
(List degree letters first, then degree written out+ specialty area if pertinent. List classes/training if relevant to the job). Example: 

MBA – Master of Arts – Particular Sequence, College Name, City, State 
BA - Bachelor of Arts - Particular Sequence, College Name, City, State 
(List relevant courses – optional. Particularly list courses that are keywords for the job opening). Example: 
Relevant courses completed in Aeronautical Engineering, Civil Engineering, Electrical Engineering and Surveying 

 
 

AWARDS/ACTIVITIES  (Optional) 

 Most important award or activity particularly as it relates to the job + for what organization + beginning/ending years 

 Next most important award or activity particularly as it relates to the job + for what organization + years   

 Next most important award or activity particularly as it relates to the job + for what organization + years 

 Next most important award or activity particularly as it relates to the job + for what organization + years 
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