
HOW TO IMPROVE YOUR RÉSUMÉ/CV   

RÉSUMÉ GUIDE 
O F F I C E  O F  C A R E E R  S E R V I C E S  



CHECKLIST 
R É S U M É  

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. 

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. 

Keep your résumé under 1 page! 

By the time you are a Junior you should have 0 high school 
experience on your résumé.   

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

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



YOUR RÉSUMÉ 
H O W  T O  F O R M A T    

Next page:  How to write good job descriptions! 

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


MINI-STORIES 
H O W  T O  W R I T E  

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! 



ACTION VERBS 
R É S U M É  /  C V  



TEMPLATES 
C H O O S E  F R O M  T H E S E  

Download and edit the template you like best! 

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/


I T ’ S  A  T O O L  F O R  Y O U R  P R E S E N T  A N D  F U T U R E  

A strong résumé creates momentum and lays the foundation for 

your cover letter, interviews, and networking conversations. 

LAST FEW TIPS 
FOR YOUR RÉSUMÉ 

B U I L D  I T  W I T H  H O N E S T Y  A N D  C O N F I D E N C E  

T H I N K  O F  I T  A S  A N   I NV I TAT ION !  

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

curiosity and open the door to a professional conversation. 

Y O U  G E T  T O  S H O W  O F F  

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. 

I T ’ S  A  L I F E - L O N G  S K I L L  

You'll update and tailor your résumé throughout your career, 

making it one of the most valuable professional tools you'll ever 

have. 

R E M E M B E R ,  Y O U  G O T  T H I S !  

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

careers-madrid@slu.edu! 

mailto:careers-madrid@slu.edu
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