
Resume 

Customize for Each Position

Highlight Relevant Experience

Quantify Impact of Accomplishments 

Often mirrors LinkedIn Profile
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Before You Write Your Resume

• Know yourself: strengths, skills, experience, results, 
personality, potential “issues”

• Know your target (Keywords)

• Gather your dates, details, past roles 

• Write your stories (Challenge, Action, Result)
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ATS (Resume Parsers)

• Machine learning and predictive analytics

• Notes position on a page and frequency of use

• Address is mandatory (City, State, Zip)

• Use a simple font  ( Helvetica, Arial, Times New Roman or Courier)

• Send as a PDF (not an image)

• Be careful about being too artsy
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Sample Resumes

Copyright © 2018 ReBoot Accel Inc. All Rights 
Reserved.



Summary Statement
(Written Elevator Pitch)

EXAMPLE 1: Weak

● Responsible for relationship building, marketing, and program development
● Proven ability to manage multiple projects while meeting challenging deadlines

Outstanding sales manager with proven track record of relationship-building and development, 
resulting in $2M annual sales. Top regional sales manager for the past three years.

EXAMPLE 2: Much Better
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Summary Statement
Another Example
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Bilingual communications and human resources professional with vast 
public and private sector experience, seeking a role that builds more 
diverse and inclusive workplace cultures. Skillful relationship-builder 
adept at forging and maintaining long-term partnerships with key 
clients and stakeholders, with focus on engaging multicultural 
audiences. 



What’s a good story?
“CAR” METHOD 

Challenge 

What Challenge existed in the workplace or volunteer setting?
Example: purchasing for each plant handled separately, no record keeping system for new orders, 
customers paying late

Action

What Action did you take to Resolve the problem?
Example: Centralized purchasing, Developed electronic sales order system

Result 

What were the quantifiable results of your Actions?
Example: Orders processed 40% faster, Saved $xx
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What Matters to Employers

• Make Money

• Save Money

• Save Time

• Make Work Easier

• Solve a Specific Problem

• Be More Competitive

• Build Relationships, Brand, and Image with 
Internal/External Customers, Vendors, Public

• Expand Business

• Attract New Customers

• Retain Existing Customers        
Source: Susan Whitcomb, Career Coach Academy
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Questions to Ask Yourself
• What types of problems am I best at solving?

• Is there something on my resume that I never, ever want to do again?

• What themes run through your work/volunteer experiences…what do you 
do wherever you go?

• How would former managers, coworkers describe me? Past performance 
reviews?

• Where did I do something that wouldn’t have happened if I hadn’t been 
there?

• What is the hiring manager’s ideal candidate?

• Is there a gap in experience I need to fill?
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Targeting Your Resume

• If you don’t have a target, STOP!

• Pull 3-5 Job Descriptions of your Ideal Target Job

• Look at Glass Door for careers, roles, and keywords 

• Mine Keywords for the job/industry you are targeting and create a Word 
Cloud (wordle.net)

• JobScan

• Weave these into Resume
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Biggest Resume Mistakes
• Grammatical Errors and Typos – when in doubt, Google punctuation. 

Have other people read your résumé. Read it aloud, read it backwards.

• Incorrect Information – contact information, job titles. Tell the truth.

• Being Vague -  called on customers and grew sales 

• Not Using Metrics or Results

• Not including Skills – either in separate section or woven into 
summary & achievement

• Telling, not selling. Features, not benefits
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More Resume Mistakes
• Weak verbs – in charge of, assisted, (Check Google list of active 

resume verbs)

• Repetitive language - check number of times you use keywords 
and verbs – use thesaurus

• Page 2 problems - awkward split, no heading

• Flowery Language: Utilize instead of use, for ex

• Pronouns used – I, we, they

• Visually busy or not enough white space 

• It’s all too much!  Fonts, Bullets, Lines of Text
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1. Design Matters

2. Be Reachable

3. Show Off Your Skills

4. List Your Experience

5. Quantify Your Experience

6. Include Other Positions

7. Show your Education

8. The Extra Stuff

9. Keep It Concise
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Sample Resumes
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Sample of Returner
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Designer Resume
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 Resume Checklist

monster.Com
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Cover Letter
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● If an employer requires a cover letter, it will be listed in the job posting

● Even if the company doesn’t ask for one, you may want to include one anyway 
(Many companies no longer require them)

● Show that you understand the company mission and culture

● Don’t simply repeat what’s on your resume; Say why you’re a strong match

● It’s your “sales pitch” to land the interview

● May be appropriate to cite how your volunteer experience is applicable

● Make it one that someone wants to read!



Elements of Cover Letter
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Subject: Mention specific role

Greeting: Show you know the company; how can you stand out?

Body: match your qualifications to the job requirements; how do your 
soft skills make you uniquely qualified? 

Close: Have an ask

Signature: full name, phone, email, and your LinkedIn URL 

https://www.thebalance.com/free-cover-letter-examples-and-writing-tips-2060208


Portfolio
“Show and tell” your skills
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● Introduction 
● Professional background summary
● CAR behavioral examples (Challenge, Action, Results)

● Awards and recommendations
● Samples of your work
● Closing page/References/Contact info

https://www.thebalance.com/free-cover-letter-examples-and-writing-tips-2060208


Portfolio
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WHEN REQUIRED
Creative roles
Graphics
User experience design
Web development, coding
Mobile App development

https://www.thebalance.com/free-cover-letter-examples-and-writing-tips-2060208


Portfolio Benefits
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● Shows you’re serious
● Demonstrates your enthusiasm
● Communicates you can do THIS job
● Directs conversation; Used as cheat sheet

https://www.thebalance.com/free-cover-letter-examples-and-writing-tips-2060208


Portfolio Success
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● Visually Engaging
● Think Infographics
● Easy to read quickly
● Make it YOURS
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Portfolio Example
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Portfolio Example
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Portfolio Example
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Portfolio Example
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Portfolio Example
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Portfolio Example
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Online Portfolio 
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https://www.miabrozovich.com/


Personal Website 
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