
The bullet points under
your title describe your
skills and
accomplishments in that
role. See formula for
writing bullet points on
next page.

Tailor your resume to
highlight the skills and
qualifications that are most
relevant to the position.
Additional categories you
might consider:

Activities
Lab Skills
Language Skills
Projects
Research Experience
Technology Skills

Resume Writing
A resume is a tool designed to convince the reader to contact you for an

interview. A well-written resume will market your skills,
achievements, experiences and future capabilities.

Experience

Provide Evidence

Additional Categories

Experience should include
part-time jobs, internships,
volunteer roles, and other
professional development
experiences. Ensure your
title clearly defines your
role.



Tips For Standing Out
Do... Don't...

Keep your resume to one page in length
unless you have enough relevant experiences
to have two full pages
Tailor your resume by using keywords from
the position description in your bullet points
Keep more relevant information closer to the
top
Use an easy-to-read font (size 10-12 point)
Use short phrases rather than sentences
Have a mentor review your resume for any
spelling, grammar, and layout errors
When printing your resume, print on quality
resume paper

Use personal pronouns (e.g. "I", "me" or "my")
Include high school information, especially
as a junior or senior (unless directly relevant)
Include personal information such as age and
marital status
Rely on spell check to catch typos
Use abbreviations
List references (send a list of references
separately if asked)

Optimize your Resume for ATS Software:

Applicant Tracking Systems (ATS) help companies collect, sort, and select applicants for further review. They use
keywords from the job description looking for exact matches in a candidate's resume. Tips for making sure your

resume makes it through an ATS search:
Include as many keywords from the job description in your resume that match your skills
and qualifications
Keep your formatting simple and consistent, especially section headings and key dates
Submit your resume in .pdf or .docx format (ensure you are following company directions)
Don't use programs like Canva, graphics, or charts as they aren't readable by ATS

What Skills are Employers Looking For?

Adaptability
Attention to Detail

Building Relationships/Interpersonal
Clerical/Administrative Skills

Communication
Conflict Resolution

Creativity/Innovation
Customer Service
Decision Making

Financial/Money Management
Handling Pressure

Leadership
Management
Multitasking
Negotiation

Organization
Problem Solving

Teaching
Teamwork

Time Management
Training/Supervision

Work Ethic



Why bullet points?
Evidence of how/when/where you enhanced your skills
Job duties     Skills gained
Quantify, Quantify, Quantify

Bullet point = Strong Action Verb + Skill + Task/Example/Experience + Result/Accomplishment

Crafting Bullet Points

The WHO Method
= What did you do? (Job tasks, daily duties)
= How did you do the work? (Skills, competencies, strategies, tools, techniques, attitudes)
= Outcome? (Value-add, results, impact, intention, accomplishment)

W
H
O

What: Assisted students
How: Assisted students by using tutor skills
Outcome: Assisted students efficiently, utilizing pedagogical best practices and content
expertise, resulting in significant student academic improvement and service enjoyment.

Examples:

Trained and supervised new staff members
Trained and supervised ten employees through weekly meetings and direct feedback to instill
confidence and initiative among staff.

Responsible for cleaning store
Maintained clean environment by organizing and tidying store floor on an hourly basis to ensure a
positive experience for over 100 guests per day.

Worked with others on a team
Collaborated as a member of a team, helping to attain sales goals and maintain morale among team
members to sustain a welcoming atmosphere for customers and increasing profits by 5% annually.

Helped patients
Helped patients effectively through utilizing strong interpersonal skills and positive attitude,
resulting in high patient and doctor satisfaction.



Action Verbs
Start each bullet point with an action verb such as one of the many below.

Additionally, use a search engine on a verb to find a synonym which will help provide variety for expressing your skills.

Next steps...
Have your resume reviewed by a career mentor.
Review additional resume writing resources by Workforce and Shareholder Development.

shareholderdevelopment@calistacorp.com

(907)275-2818

www.calistacorp.com/job-openings


