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HOW TO IMPROVE YOUR RESUME /CV



CHECKLIST

Pick a good, easy to read, and ATS-friendly template. No
fancy boxes or visuals. No photo for US-based
opportunities.

l:l Short 'n" sweet Summary section that only states: major,
two relevant strengths + experience, and the role you are
seeking.

Add relevant courses, awards, study abroad programs
and/or capstone project in the Education section.

I:I Use strong action verbs, keywords, and language that
mirrors the job posting.

Use the "mini-story” formula to write your bullet list of job
descriptions.

Use numbers, percentages, and hard-skills (Adobe,
Photoshop, Excell) when appropriate.

D Keep your resumé under 1 page!

I:I By the time you are a Junior you should have O high school
experience on your résume.

Are section headings clear and easy to find? Is everything
properly lined up to the margins? The devil is in the details!



YOUR RESUME

General Reminders

- 0.5" minimum margins

- 10-12pt font size

- Al can help you build a
resume, but you will
need to revise it further

- Don’t use a template

- Don’t include high
sophomore year

- Don’t provide references
or use the phrase

upon request”

- Don’t use an "Objective”

statement

Ima Plyen
Ima.plyen@slu.edu | (123) 456-7890 | linkedin.com/infima-plyen
PROFILE
Dynamic communication graduate seeking to combine academic knowledge with practical experience to develop promational
strategies. Incorporate practical experience in market analysis with well-developed communication skills to design successful
campaigns via print and digital media.

EDUCATION

Saint Louis University

Bachelor of Arts in Communication, Minor in Spanish
Study Abroad: Saint Louis University-Madrid

5t. Louis, MO
May 202X
Madrid, Spain

RELATED EXPERIENCE

Chesterfield Mall

Market Research Project

» Performed market research for mall manager in order to expand target segments
» Collected and analyzed data, recommended short and long-term management strategies, and designed prometions

Chesterfield, MO
September 202%-November 202X

Flarida Power Corperation St Petersburg, FL
Intern June-August 202X and June-August 202X
= Assisted engineers and marketing personnel in the Energy Conservation Department with designing, developing, and
distributing public information literature, and conducting public education programs
= Developed strong design and editing skills using InDesign and PowerPoint software

'WORK EXPERIENCE
Saint Louis University Office of Admission 5t. Louis, MO
Intern September 202X-Present
* Supervised 15 student ambassadors to provide excellent customer service by offering constructive feedback
= Communicated with 200 prospective students via phone and email to ensure prompt customer service
* Provided support to 3 admissions counselors, including contacting high schools and arranging campus visits
Ambassador/Tour Guide September 202X-202X
= Provided tours and information to groups of up te 20 potential students and families
= Marketed the university effectively and positively by answering questions and providing resources

LEADERSHIP EXPERIENCE

Saint Lowis University

Relay fer Life

Marketing Committee Member
= Designed and distributed promotional material using InDesign to enhance our organization's brand
# Researched and developed a marketing plan, resulting in a 10% increase in campus participation
» Networked and obtained $800 in spensorship from local vendors

5t. Louis, MO
October 202%-Present
March 202X-Present

Phi Kappa Theta Fraternity 5t. Louis, MO
Philanthropy Chair January 202¥-Present
* Planned promational strategies and goals for events that raised $10,000 for the Children’s Miracle Network, doubling
previous year's donations
Vice President, Public Relations
= Wrate a national report relating chapter's internal and external relations projects, resulting in nomination for the 2024
Outstanding Community invalvernent Award
= Oversaw all publicity efforts related to Homecoming and philanthropic events

SKILLS
= Language: Fluent Spanish, Basic French
# Software: Adobe InDesign & Photoshop, Microsoft Publisher & PowerPoint

Next page: How to write good job descriptions!



https://www.youtube.com/watch?v=mSYPgwkGlKg&t=92s

HOW TO WRITE

MINI-STORIES

Your job descriptions are not just plain bullet statements;
they tell the mini-stories of what you have achieved and how.
Add numbers and percentages to highlight impact where
appropriate!

Before:

“I was
responsible
for new
employees.”

H 2) Tasks/Activities
What skills did Iuse? wWhatdid1do? What did I

(Express as a past- (Be descriptive and accomplish?
tense action verb.) dynamic.) (Describe impact.)

Include quantifiable data as proof - How much? How many?

@Eﬂl After: “Trained 15 new employees on

e office procedures, customer service, and
database management which increased
the productivity of the team and
organization.”




RESUME / CV
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TEMPLATES

Tap on the resumes to
download, make a copy,

and start your own!


https://sluedu-my.sharepoint.com/:w:/g/personal/anamaria_gonzalez_slu_edu/IQBtOMXmMbCSTra0ACg6PfEXAVPM9sVPiTsyaBOmY4z-Z6M?e=aPAz6l
https://docs.google.com/document/d/1cCSYbXK8hscEOt3dpqy8Resd8clpoH8m/edit
https://www.canva.com/templates/EAFCs75rORg/

LAST FEW TIPS

FOR YOUR RESUME

A resume is how you present yourself to a job. Its goal is to spark

curiosity and open the door to a professional conversation.

A strong résumé creates momentum and lays the foundation for

your cover letter, interviews, and networking conversations.

Don’t downplay your experience! Find the most professional

way to describe your skills and true value.

Choose the best wording to describe what you've learned,

achieved, and can contribute.

You'll update and tailor your résumeé throughout your career,
making it one of the most valuable professional tools you'll ever

have.

Need us to give your réesumeé a second look? Email us at

careers-madrid@slu.edu!


mailto:careers-madrid@slu.edu
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