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Agenda
Resume Format

Resume Content
Tailoring your resume

Resume Activity
Next Steps



Understand why and how 
to use a resume to 

articulate your 
experiences, 

strengths, and skills

Identify format and content 
ideas to implement on 

your own resume

The ability to communicate 
what a resume is and why 

it is important to your 
career development

What You'll Learn Today
At the end of this workshop, you will be able to...





• Presents education and work experience in 
reverse chronological order

• Easy to read
• Effective
• Highlights most relevant experiences

Most Recent

Least Recent

Format



Main Sections on a Resume

1. Name + Contact Information
2. Objective (optional)
3. Education
4. Experience
5. Skills
6. Relevant Coursework
7. Campus Involvement, Volunteer, 
Extracurricular Activities*



Components of a Resume



What Counts as Experience?

• Paid or unpaid work 
• Internships 
• Research
• Presentations or public speaking experience
• Student organization involvement
• Community service experience
• Volunteering
• Class projects, major assignments or labs 
• Senior Thesis/Capstone Projects 



Education
EDUCATION
Bachelor of Arts, Business Administration, Marketing                                   June 20XX
University of California, Riverside                  

Associate of Arts, University Studies                                                 June 20xx
Chaffey College                        

Tips!
• Most recent degree first
• Dates on the right-hand side to balance page
• Include minors, double majors, concentrations, etc.
• Only list schools from which you receive a degree 

(high school can be used until around third year)
• GPA is optional
• Relevant courses or study abroad



Experience Examples/TAR Method
Academic Resource Center, UCR
Peer Mentor     September 20xx – June 20xx

• Deliver academic support for students encountering academic difficulty to aid in skills and 
study habits to achieve success in their undergraduate education.

• Tutor 1st and 2nd year UCR students in mathematics using broad-based strategies and 
techniques to promote critical thinking and problem-solving.

• Collaborate on a team of 25+ peer mentors to lead group study sessions to help 
nontraditional students succeed in their courses and their professional development.

• Designed and implemented new virtual strategies using Zoom & Slack to onboard new 
mentors and mentees during COVID-19 which resulted in sustainable curriculum for all 
incoming new mentors.

What are the tasks, actions & results in this resume description?



Experience Examples/TAR Method
Academic Resource Center, UCR
Peer Mentor     September 20xx – June 20xx

• Deliver academic support for students encountering academic difficulty to aid in skills and 

study habits to achieve success in their undergraduate education.

• Tutor 1st and 2nd year UCR students in mathematics using broad-based strategies and 

techniques to promote critical thinking and problem-solving.

• Collaborate on a team of 25+ peer mentors to lead group study sessions to help 

nontraditional students succeed in their courses and their professional development.

• Designed and implemented new virtual strategies using Zoom & Slack to onboard new 

mentors and mentees during COVID-19 which resulted in new sustainable curriculum for 

all future incoming mentors.



Action Verbs Worksheet

Choose words that will 
highlight your skills!

Action Verbs for Your Resume 

 

Management 
Skills  
administered  
analyzed  
assigned  
attained  
chaired  
consolidated  
contracted  
coordinated  
delegated  
developed  
directed  
evaluated  
executed  
improved  
increased  
organized  
oversaw  
planned  
prioritized  
produced  
recommended  
reviewed  
scheduled  
strengthened  
supervised  

Communication 
Skills  
addressed  
arbitrated  
authored  
collaborated  
convinced  
corresponded  
drafted  
edited  
formulated  
influenced  
interpreted  
lectured  
mediated  

moderated  
negotiated  
persuaded  
promoted  
publicized  
spoke  
translated  
wrote  

Research Skills  
analyzed  
clarified  
collected  
critiqued  
diagnosed  
evaluated  
examined  
extracted  
identified  
inspected  
interpreted  
interviewed  
investigated  
organized  
reviewed  
summarized  
surveyed  
systematized  

Technical Skills  
assembled  
built  
calculated  
computed  
designed  
devised  
engineered  
fabricated  
maintained  
operated  
overhauled  
programmed  
remodeled  
repaired  

solved  
upgraded  

Teaching Skills  
adapted  
advised  
clarified  
coached  
communicated  
developed  
enabled  
encouraged  
evaluated  
explained  
facilitated  
guided  

informed  
instructed  
set goals  
stimulated  
trained  

Financial Skills  
administered  
allocated  
analyzed  
appraised  
audited  
balanced  
budgeted  
calculated  
computed  
developed  
forecasted  
managed  
marketed  
planned  
projected  
researched  

Creative Skills  
acted  
conceptualized  

created  
customized  
designed  
developed  
directed  
established  
fashioned  
illustrated  
initiated  
instituted  
integrated  
introduced  
invented  
originated  
performed  
planned  
revitalized  
shaped  

Helping Skills  
assessed  
assisted  
clarified  
coached  
counseled  
demonstrated  
diagnosed  
educated  
facilitated  
familiarized  
guided  
motivated  
referred 
rehabilitated  
represented  
validated  

Administrative or 
Detail Skills  
approved  
arranged  
catalogued  
classified  
collected  

compiled  
dispatched  
executed  
generated  
implemented  
inspected  
monitored  
operated  
organized  
prepared  
processed  
purchased  
recorded  
retrieved  
screened  
specified  
systematized  
tabulated  

Leadership Skills  
achieved  
coordinated  
delegated  
developed  
directed  
enlisted  
executed  
expanded  
expedited  
founded  
improved  
initiated  
pioneered  
recruited  
reduced (losses)  
resolved 
(problems)  
restored  
spearheaded

transformed  
Adapted from The Damn Good Resume Guide by Yana Parker, Berkeley: Ten Speed Press. 

Tip!
• Pay attention to the key words 

used in the job descriptions, those 
could be the action verbs you use



Your resume in action
Tailoring your document to a job description 

• Relevance to the position
• Keywords for Applicant Tracking Systems
• Attention to detail (action verbs that are used) 
• Show them you know the company and its goals
• Show that you understand the industry



Your resume in action
Sample job description

Data Science Leadership Development Program (Entry-Level Position with a Science Services Company):
The DSLDP prepares participants for roles of increasing responsibility through a combination of rotational assignments, 
structured learning, formalized feedback, and mentoring. Program participants will have the opportunity to interact with 
senior Data Science and IT leaders and participate in various key Data Science initiatives. Program participants will have 2 
one-year rotation assignments during the two-year program. As part of the rotational program, candidates may rotate 
through locations including but not limited to: Massachusetts, Pennsylvania, California, etc. Geographic flexibility is 
required both during and upon completion of the program.

Qualifications:
• Students completing a Bachelor’s degree; preferred majors: Mathematics, Data Science, Computer Science, 

Computational and Data Science & Engineering
• GPA of 3.2 or greater
• Strong desire and motivation to develop a career as a future leader in Data Science
• Related work or internship experience strongly desired
• Ability to manage, plan, and prioritize projects
• Experience in data collection & analysis
• Demonstrated leadership aptitude, learning agility, and adaptability
• Understanding of existing & emerging technologies



Your resume in action
Sample job description

Data Science Leadership Development Program (Entry-Level Position with a Science Services Company):
The DSLDP prepares participants for roles of increasing responsibility through a combination of rotational assignments, 
structured learning, formalized feedback, and mentoring. Program participants will have the opportunity to interact with 
senior Data Science and IT leaders and participate in various key Data Science initiatives. Program participants will have 2 
one-year rotation assignments during the two-year program. As part of the rotational program, candidates may rotate 
through locations including but not limited to: Massachusetts, Pennsylvania, California, etc. Geographic flexibility is 
required both during and upon completion of the program.

Qualifications:
• Students completing a Bachelor’s degree; preferred majors: Mathematics, Data Science, Computer Science, 

Computational and Data Science & Engineering
• GPA of 3.2 or greater
• Strong desire and motivation to develop a career as a future leader in Data Science
• Related work or internship experience strongly desired
• Ability to manage, plan, and prioritize projects
• Experience in data collection & analysis
• Demonstrated leadership aptitude, learning agility, and adaptability
• Understanding of existing & emerging technologies



Applicant Tracking System (ATS)

Software for recruiters and employers to track candidates 
throughout the recruiting and hiring process. This software can 
come equipped with capabilities ranging from simple database 
functionality to a full-service suite of tools that makes it easy for 
businesses of any size to filter, manage, and analyze candidates.

"As of 2019, 99% of the Fortune 500 companies used an ATS in their 
hiring process.1 These companies already have the brand 
recognition and resources to compete for top talent; an ATS can 
level the playing field by creating better, quicker access to 
candidates."

Jobscan 2022 Report Sample ATS Checking on Resume Worded

What is it?



These tracking systems will likely be the first 
impression of your resume. This highlights the 
importance of tailoring your resume and 
incorporating key: skills, action verbs, and language 
in your resume to be industry specific to a position.

• Weaving in recurring preferred 
qualifications/skills

• Tailor your current skills and experiences to 
match the job description

Applicant Tracking System (ATS)
Why is it important?



References Page

What else do you need? 

Resume review Develop your 
LinkedIn



Resume Workshop Activity



Step 1:
Prepare your materials (2 mins)

Option A:

If you have a position in mind..

1. Take out your general resume

2. Pull up desired position/opportunity with job description/relevant information

Option B:
If you want to create/edit a general resume..

1. Open a google doc to create a general resume

2. Navigate to careers.ucr.edu > "Students" > "Getting Hired" > "Resume Templates"



Option A:
Part A: Put it in action

1. Download pdf of Job Description of the position you are interested in tailoring your resume

2. Name the document with your Last Name, First Name, and Title of the Job to keep track

3. Begin highlighting:

"Technical Skills, Actions Verbs/Industry Language, Requirements or Preferred Qualifications "



Option A:
Part B:
Put it in action

Example:

(TASK) (ACTION) (RESULT)

(TASK) (ACTION) (RESULT)



Option B:
Part A:
Begin to fill out components of 
the resume

Resume Worksheet (page 2)

https://studentdocs.ucr.edu/career-center/uc-riverside_career-center_resume-guide-handout.pdf?_gl=1*1cw6sqj*_ga*MTYyNjkxNDA5My4xNjcwNTQzMzkz*_ga_S8BZQKWST2*MTY5MTAwNDU4MS40MDguMS4xNjkxMDA0NTkyLjAuMC4w*_ga_Z1RGSBHBF7*MTY5MTAwNDU4MS40MDguMS4xNjkxMDA0NTkyLjAuMC4w


Option B:
Part B: Pick a format for your general resume

See Example 
Resume Formats 

Here

https://careers.ucr.edu/resources/job-search-strategies/resumes
https://careers.ucr.edu/resources/job-search-strategies/resumes
https://careers.ucr.edu/resources/job-search-strategies/resumes


Step 2:

• Match up with someone who chose the same option as you.

• Discuss resume building tips and share resume tailored job descriptions, if applicable

• Write down at least 2 suggestions for your partner's resume

Feel free to raise your hand if you are unsure about aspects of the resume and we will address your questions

Pair Share (10 mins)



Step 3:
Reflect and Edit (5 mins)

After sharing learning tips from the presentation and having someone else make sure 

to consider these last points as you decide what to include in your resume:

1. Resumes depending on major can vary industry to industry and Career Specialists 

are your guide to determine what is the most relevant

2. Creating a resume requires you to consider what skills you'd like to showcase AND 

prioritize what employers want to see

3. Formatting and specific content on the resume will be considered when employers 

review resumes so ALWAYS refer to the job description

4. Practice makes progress and if you are struggling with editing your experience 

section, consider coming to Drop-ins to have your resume reviewed








