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Purpose of  the Resume  

What is a resume? A resume  is a summarizing document that presents you in the best possible light.  The essential 
first step to the resume process is creating a generic resume template that you can then customize as needed for 
future opportunities.  

 
The universal purpose of a resume  is to generate interest…to create enough interest to make people want to 
ask more questions i.e. to bring you in for an interview, network with you, or simply get to know you better. It is 
often the first thing the Hiring Manager will read about you and use to decide whether to  invite you for an interview.  
Thus, the resume  is extremely important! 
 

 

A resume  is a one or two page summary of your accomplishments, skills, experience and educa-
tion. It gives a foundation to your cover letter so that the Hiring Manager can understand what 
specific contributions you can make to meet the organization’s needs based on your qualifications. 
 
A STRONG Resume  does the following: 

Clearly outlines relevant skills, abilities, work experience, education and accomplish-
ments 
Is results oriented and shows the outcome of you achievements 
Is concise, consistent in format and has a clear narrative and direction 
Uses precise and correct grammar, spelling, punctuation (proofread: MUST BE ER-
ROR FREE!) 
Effectively demonstrates transferable skills and shows a solid match with the job re-
quirements 
Uses key words from the job description or that are commonly used in the field you 
are targeting 
Grabs the employer’s attention making them want to learn more about you, via an in-
terview 
Has a clear story or narrative: expresses who you are as a professional, what you offer?  
Why you are right for this type of work?  Why they should want you for this job? 
Is confident and shows the hiring manager what you’ve got!  
Doesn’t discuss every job and experience you have.  Emphasizes the relevant ones as 
long as you don’t leave large gaps in your work history 
Use formal conversational English rather than an academic style 

 
A WEAK Resume  does the following: 

Lacks creativity and individuality (hiring managers don’t want a clone of the job de-
scription) 
Makes grammar and spelling mistakes 
Is longer than 1-2 page (typed, single-spaced) 
Is too basic, cliché, doesn’t make you stand out 
Is repetitive: uses same action verbs multiple times 

 
Remember: The average employer spends just 20-30 seconds reviewing a Resume ! Your 

resume  must stand out to get an interview.  

A Strong Resume versus a Weak Resume  



 

 

Writing a resume is time consuming and can be a difficult process but the outcome is well 
worth it. Starting out with a simple generic format of your resume will save you a lot of time 
later on when you do find a job you want to apply to. The key is quality vs. quantity.  
 
Before you delve into writing your resume , spend some time understanding the type of field, 
job or internship you wish to apply to and how your background and experience makes 
YOU the ideal fit.  
 
Creating a generic format of your resume 

Having a template of your resume will make customizing the resume much 
quicker when you go to apply for jobs.  A generic version is helpful to have for 
informational interviews. 
Start by pulling together all of your accomplishments, what have you done? 
Think about what the objectives are for your target field or type of work? How 
can you highlight your accomplishments, skills and abilities using the style and 
language of that field?  

 
Tailoring the Generic Resume for a Specific Job 
In order to effectively tailor your generic resume for a specific job you must have a clear un-
derstanding of what the organization you are applying to is looking for. This is gleaned from 
the content in the job description.  It’s crucial to take time to really analyze the description; 
read between the lines to find out precisely what qualities/skill-sets are required.  
 
1) Create a profile of what the ideal candidate looks like for this role. What are the top 4-5 

skills (interpersonal/technical), experience, education, expertise that they are seeking? 
Take a look at what is on their list of Basic and Preferred Requirements.  Look at the 
Job Responsibilities.   

 
2.)   Based on this profile, are you the ideal candidate? Check off all requirements you already 

meet and put a question mark beside all the ones you’re not sure about. Are you interest-
ed in these tasks?  Have you done any similar work in the past? Are you over or under-
qualified? Instead of just looking at how the jobs fits you, scrutinize how YOU fit the 
job.  

 
3.)   Are you clearly presenting to the hiring manager that you are the perfect candidate? Is 

there value added for each accomplishment? Are your unique skills appropriately high-
lighted? Is your educational history clear?  

Is there something missing in your profile that they are looking for?  What trans-
ferable skills and experience can you add to fill in those gaps?  
What kind of language or key words do they use to describe the job role and re-
sponsibilities?  Become familiar with their language so you can include some of 
these  “buzz words”   

Before Writing Your Resume  



 

 

There are a few guidelines we recommend for formatting your Resume . No matter what format 
you use,  you should be comfortable with the way it looks and feels. Here are some tips that reflect 
strong formats: 
 

Generally Resumes are not more than 1-2 pages unless you are a high level executive in which 
the hiring manager is expecting a lot of experience  

 
Use simple block font style such as Arial, Times or Calibri and a font size of at least 11 (no 
more than 14 for headings) 

 
Chose a layout that is easy to skim for key information and not too crammed. Often resumes 
are scanned by programs for key words so you want your resume to be easy to read and opti-
mized for search engines  

 
Bullet accomplishments, include impact statements, show results 

 
Avoid script, acronyms and abbreviations 

 
SPELL CHECK! Nothing is worse than looking unprofessional 

 
Don’t include “references available upon request”, this is something inferred by the employer 

 
Be consistent with the way that you present information throughout the entire Resume  

 
Normally, resumes and cover letters are sent electronically. Send them as an attachment to an 
email, not in the body of the email.  In the body, write something simple like, “Please see at-
tached my application for the Program Officer Position. I look forward to hearing from you.  
Sincerely, John Doe.”  

 
If sending your Resume electronically, it is recommended that you save your file as a PDF.  
PDF will retain your particular formatting changes 

 
Telegraphic Style Writing: A telegraphic style is most commonly used throughout a resume . 
This style condenses writing by omitting articles, pronouns, conjunctions, and transitions. It 
forces the reader to supply the missing words, which creates the potential for ambiguity or mis-
understanding.  This style is used in order to begin statements with strong active verbs and to 
avoid passive writing. A telegraphic writing style uses no personal pronouns  

Formatting Tips 



 

 

The Resume requires a fine balance between your accomplishments and your skills.  Use profes-
sional language. Recommended, as follows (please see appendix for examples): 
 
Header:  Use the same style for your cover letter. Include your name, permanent or current 
address, one phone number,  and one e-mail. You may include a website i.e. LinkedIn that 
presents you in a professional manner.  This should be at the top of your resume.  
 
Professional Profile/Summary:  Consists of several concise statements that focus the read-
er’s attention on the most important qualities, achievements and abilities you have to offer 
that are aligned with the type of work or field. These should be the most compelling reasons why 
someone should hire you over other candidates. It is the one chance you have to entice the 
reader to continue and get across what is most important about you. When applying for a job, 
tailor this to align with the specific job description.  
 
Education: Include this in reverse chronological order with: name of school, degree of certifi-
cation, year of graduation (anticipated if a current student). If the date was so long ago that 
you may seem overqualified for the job role, you may decide to omit it.   
 

Depending on when you graduated and the relevancy to the position, your educa-
tion can be at the top of the end of your resume 

 
Work Experience: No matter which resume  style you choose, you will always need to give 
the employer an overview of your work experience. Make sure this is in reverse chronological 
order i.e. you put your most recent or current job first and work backwards.  
 
Additional  Section: These are optional but can be  very helpful if applicable to the field or 
job. Examples include volunteer or community service work, language skills with fluency level 
included, professional trainings and certifications, consulting, research or relevant publica-
tions, travel or computer skills.  

Writing the Resume: Basic Structure 

Depending on the job to which you are applying and the experience you have, you can be more 
creative with your resume layout.   
 
A chronological format is the most commonly used and ideal for an unbroken work record or 
if you are staying in the same field. It’s a listing of employers and job titles, starting with the 
most recent and working backwards with a few bullets under each job highlighting accomplish-
ments/transferable skills.  
 
If you are a career changer, have gaps in your resume or want to highlight specific field/
abilities, you can use a hybrid format that is organized to focus more on skills and accomplish-
ments. A cluster chronological resume format is one example in which you can divide your ex-
perience into 2-3 broader categories to highlight relevant experience.  

Resume Layout 



 

 

Headers allow potential employers to scan a resume  and quickly see the information they need. You are providing 
your name and contact information in a clear, precise, and correct way. Headers that are highlighted in bold type 
or underlined are visually appealing and simplify reading the resume . Since most employers are interested in simi-
lar information, several standard headers should be used. 
 
Whatever arrangement you decide, remember the following: 

Avoid nicknames 

Include an area code with your phone number (record a neutral voice message) 

Be sure to use an email address that sounds professional 

Include your LinkedIn website address only if it reflects your professional goals 

Use the same header on your cover letter and Resume  
 

EXAMPLES: 
____________________________________________________________________________________ 
 

 
 

 
 

 
——————————————————————————————————————————— 

CLAYTON WEST 

30 Park Ave #1 • New York, NY 20009 • 1.222.222.2222 • clayton.west@aol.com 
 

——————————————————————————————————————————— 
 

  KARLA BLACK     431-222-1212  
  11 Stone Street    kblack@yahoo.com 
  Watertown, MA  02454     www.linkedin.com/in/karlablack 
——————————————————————————————————————————— 

 
 PAUL GARDNER  

Porte 247, Rue 111, Hamdallaye ACI 2222, Bamako, Mali  
| (+221) 99 99 99 99 | pgardner@oxfam.org |  

 
——————————————————————————————————————————— 

Elyssa S. Kaplan 
+2540705410000 * ekaplan@brandeis.edu 

71111 22200 Nairobi, Kenya * 21 Charleston St., Apt. 104 Waltham, MA 02453 
 

——————————————————————————————————————————— 
 

ALEXA BOWER, MBA 627.444.6377 |  abower@gmail.com 
4 Brook Avenue, Unit 5, Jamaica Plain, Massachusetts 02130 

 

Deconstructing the Resume: Header 

Brian N. Schultz 
49 Apple Street | Apartment #6 | Arlington, MA 01556 

brian.n@gmail.com 
c | 424.983.91111 

mailto:ekamau@brandeis.edu
mailto:abower@gmail.com


 

 

This section is the most critical part of the resume . It is the first and possibly only portion read 
by the hiring manager and should be very strong and convincing. This is the place to include 
characteristics which may be helpful in getting you the interview. Gear every word in this sec-
tion to your targeted goal. 
 
How to write a Professional Profile/summary?  
To write the generic professional profile, start by thinking about what would make you the ideal 
candidate for this field or type of work in general. After that has been crafted, create a second 
version customized for a specific job and think about what would make you the ideal match for 
that specific job? Which qualities will employers care about most? Pick what best demonstrates 
why someone should hire you and assemble it into your generic and customized summary ver-
sions. The title of the summary can vary and may be used as a tool to further your candidacy.   
 
The most common ingredients of a well-written Summary are as follows: 

1. Start broad, sharing your role in the industry and making your role fit the field or 
type of work as closely as possible to the extent that your background supports it   

2. 2-3 personal/professional character traits that make you a good fit for the  job 
3. 2-3 things you have a strong track record in accomplishing or expertise in 
4. Relevant education, or special experience/expertise that other job candidates might 

not have  ( could include: professional or technical skills, computer, language profi-
ciency) 

5. 2-3 high value abilities you’ve demonstrated that are relevant to the position 
  

The order in which you list these factors can vary based on your strengths and what the organi-
zation cares about most. Put your strongest areas forward. For example if you do not have ex-
perience working in the industry you are applying for, you might want to lead with the applica-
ble skills you possess that are crucial to working in the industry instead. Whatever you do, keep 
it brief! 
 
EXAMPLE: 
 PROFESSIONAL HEALTH CARE MANAGER   
 Experienced in management, program development and policy making in the United 
 States as well as in several developing countries. Expertise in emergency medical  
 services. A talent for analyzing problems, developing and simplifying procedures, and 
 finding innovative solutions. Proven ability to motivate and work effectively with  
 persons from other cultures and all walks of life. Skilled in working within a foreign  
 environ ment with limited resources. 
 

 
Highly skilled in social science research, program evaluation, and policy analysis. 
Experienced analyst of national data sets.  Led evaluations of prisoner re-entry, housing 
programs. 
Demonstrated success in fund raising and capacity building.  Secured $1.5 million 
capital grant and ongoing funding for youth and workforce development programming. 
Entrepreneurial thinker and catalyst for community initiatives.  Spearheaded develop-
ment of first youth-run teen center in Utica, New York. 

PROFESSIONAL SUMMARY 

Deconstructing the Resume : Professional Profile/Summary  



 

 

 

 
 

Leadership * Entrepreneurship * Research * Innovation 
 Trilingual graduate student leader with extraordinary interpersonal and analytical skills; highly 

adaptive to new situations. Results-driven project manager and experienced practitioner in sus-
tainable international development, coexistence facilitation work and marketing campaign de-
velopment. Collaborator, communicator, and coalition builder with all stakeholders from pri-
vate and non-profit sectors. 

 Dual citizenship: Romania and United States  
 

Program Management Policy Advocacy Community Engagement 

Policy Researcher and Advocate with expertise in program management, policy development, Re-
search, community engagement and strategy. 5 years experience planning, implementing, monitor-
ing and evaluating social and economic development projects. Proven skills in policy analysis, lead-
ership development, capacity building and communication. Master’s in Sustainable International 
Development with a passion for effecting change in low income and marginalized communities.   

 
– PROFESSIONAL PROFILE – 

An entrepreneurial MBA candidate specializing in program implementation, project and produc-
tion management, business consulting and marketing. Extensive experience leading and collaborat-

ing with diverse and international teams. Writing and editing for publication. Fieldwork in India.    
 

Social entrepreneurship. Social impact management. 
Program, project, production management for startups, nonprofits, small business-
es, federal & state governments in the US and India. 
Market research, business plans, consulting for social mission startups/leading 
companies.  
Successful grant writing & fundraising totaling $410,000 for nonprofits scholarship 
funds. 
Public-private partnership management: forged new markets for small businesses, 
administered US Department of  State pilot program, strengthened international entre-
preneurship education programs.  

 
 

DEVELOPMENT PLANNER AND ADVISOR 
 

Training & Facilitating ¨ Research ¨ Project Management ¨ Stakeholder Relations 
Team leadership experience, extraordinary interpersonal & analytical skills; highly adaptive to 
new situations 
Results-driven researcher, practitioner and educator in sustainable international development 
and coexistence 
Collaborator, communicator, coordinator, and coalition builder with organization and commu-
nity stakeholders 
Dual citizenship: Afghanistan and United States and fluent in English, Dari and Pashto 

 SOCIAL ENTREPRENEUR 

Deconstructing the Resume : Professional Profile/Summary Cont.  



 

 

Deconstructing the Resume: Education 

Education should follow the reverse chronological order with most recent first.  Keep in mind the 3 
W’s: 

1) Where…Name of School 
2) What...Degree of Certification 
3) When...What year... Date (current students can put anticipated graduation ) 
 

You can also include additional information such as relevant coursework (which can supplement in areas 
where you do not have much experience) or academic research. A master thesis can be included but this 
section should be kept short. Certificates, trainings or “graduated with honors” can be added if rele-
vant. If your GPA is extremely high it is ok to include it but only if it is 3.5/4.0 or above.   
 

EXAMPLES: 
 
EDUCATION 
 
Brandeis University, The Heller School for Social Policy and Management Waltham, MA   
MBA, Social Policy and Management         Expected May 2014 
 
 

 
EDUCATION 
 
Brandeis University, The Heller School for Social Policy and Management Waltham, MA   
MBA, Social Policy and Management         Expected May 2014 
MA, Sustainable International Development    Expected May 2014 

 
 
 

EDUCATION 
 
Brandeis University, The Heller School for Social Policy and Management Waltham, MA   
MBA, Social Policy and Management         Expected May 2014 
 
University of California, Riverside        Riverside, CA 
BS, English Literature                May 2008 



 

 

Deconstructing the Resume: Work Experience  

No matter which  format you choose, you will always give the employer a brief overview of your 
work experience. This should be done in reverse chronological order with the most recent work first. 
Be sure to always include the following:  

Name of company 
Job Title or Position 
Location - Town, State or possibly country 
Dates of employment (months are normally not included unless you started and ended a second job 
within the same year) 
Work responsibilities with emphasis on skills and accomplishments 

 
When writing your bulleted responsibilities they should be framed as accomplishments with described 
skills.  Each bullet should start with a strong action verb to describe the actions you took in short 
phrases that demonstrate your achievements.  

The goal is to detail what your actions were within the task or project and the end result 
Ask yourself: “Why did I include this accomplishment? What is this telling the reader?” 

 
The result portion is the most important aspect because it describes to the potential employer the 
positive impact you’ve had. It often shows measurable impact – numbers, dollars, percentages – to 
demonstrate results. 
 
The experience section can be broken up under different categories. Examples include: International 
Development Experience; Project Management Experience; Research Experience (This is more 
of a hybrid format layout) or you can have a separate accomplishments section. 
 
EXAMPLES: 
 

The Pacific Institute        Seattle, WA  
Business Development Manager—Latin American Division             2008 - 2009 

Supervised Regional Directors and Project Managers in 9 countries, supporting 
business development, strategic planning and decision-making 
Supported the development and formalization of business partnerships and 
branch office operations in Latin American countries, including the establishment 
of a joint private venture between The Pacific Institute and Vicente Fox, the for-
mer President of Mexico 
Designed custom implementation plans for The Pacific Institute’s educational and 
consulting services 

 
 

New World               New York, NY 
Business Development Manager      2008 - 2009 

Co-developed country operational strategy plans and budgets for multiple donors which 
resulted in increased revenue of $16 million dollars for the year 
Assisted in securing USAID funding for community development workshops which led 
to bringing association members from 7 communities together with local  NGO partners. 
Performed intake with over 2,500 low-income individuals and families including assessing 
eligibility programs and locating an additional $2 million dollars in community resources 
to provide needed supports to an additional 500 families.  



 

 

What's the fastest way to improve a Resume ? Action words! Below is a list of  action 
words based on specific skill sets. Use these and keep in mind that variety adds spice to 
your resume. 
 
Administrative Skills: Administered, Coordinated, Designed, Established, Evaluated, Interpreted, Inter-
viewed, Managed, Mediated, Negotiated, Organized, Prepared, Planned, Purchased, Supervised 
 

Communication Skills: Addressed, Advertised, Arbitrated, Arranged, Articulated, Attended, Authored, 
Collaborated, Committed, Convinced, Corresponded, Demonstrated, Described, Developed, Directed, 
Discussed, Diverted, Drafted, Drew, Edited, Elicited, Empathized, Enlisted, Entertained, Expressed, Fa-
cilitated, Formulated, Handled, Harmonized, Influenced, Informed, Inquired, Interacted, Interpreted, In-
terviewed, Invited, Justified, Lectured, Listened, Manipulated, Marketed, Mediated, Moderated, Motivat-
ed, Negotiated, Networked, Perceived, Persuaded, Presented, Promoted, Proposed, Publicized, Recom-
mended, Reconciled, Recruited, Rated, Reported, Represented, Settled, Showed, Signaled, Solicited, Speci-
fied, Spoke, Talked, Telephoned, Testified, Translated, Wrote  
 

Counseling/Helping Skills: Accompanied, Adopted, Advocated, Aided, Assessed, Assisted, Assumed, 
Clarified, Coached, Collaborated, Combined, Counseled, Demonstrated, Devoted, Diagnosed, Disclosed, 
Educated, Effected, Enlarged, Ensured, Executed, Expanded, Expedited, Facilitated, Familiarized, Forti-
fied, Guided, Helped, Increased, Involved, Maintained, Modified, Motivated, Offered, Participated, Pro-
tected, Provided, Reduced, Refined, Rehabilitated, Reinforced, Represented, Retained, Reviewed, Revised, 
Sampled, Served, Set up, Shared, Suggested, Supplied 
 

Creative Skills: Acted, Anticipated, Appeared, Conceptualized, Created, Customized, Decorated, De-
signed, Developed, Directed, Displayed, Drew, Edited, Entertained, Established, Fashioned, Filmed, 
Founded, Illustrated, Initiated, Innovated, Instituted, Integrated, Introduced, Invented, Originated, Per-
formed, Planned, Revitalized 
 

Financial Skills: Administered, Allocated, Analyzed, Appraised, Assessed, Audited, Balanced, Bargained, 
Bought, Budgeted, Calculated, Computed, Developed, Exchanged, Forecasted, Insured, Managed, Mar-
keted, Planned, Prepared, Purchased, Researched, Sold, Spent 
 

Management Skills: Administered, Allotted, Analyzed, Assigned, Attained, Broadened, Called for, 
Chaired, Changed, Consolidated, Contacted, Contracted, Consolidated, Coordinated, Decided, Defined, 
Delegated, Developed, Devised, Directed, Eliminated, Enforced, Established, Evaluated, Executed, Fo-
cused, Handled. Headed, Hired, Implemented, Improved, Incorporated, Increased, Instituted, Integrated. 
Judged, Led, Managed, Mediated, Mobilized, Motivated, Organized. Overhauled, Oversaw, Planned. Pri-
oritized. Produced, Provided. Recommended, Regulated, Resolved. Restored. Reviewed, Scheduled. 
Screened. Scrutinized. Selected, Shaped, Solved, Sought Specialized, Strengthened, Structured, Supervised. 
Terminated, Verified 
 

Organizational Skills: Analyzed, Applied, Approved, Arranged. Coordinated, Catalogued, Classified,  
Collected, Compiled, Dispatched. Developed, Expedited, Facilitated, Generated, Handled, Implemented. 
Initiated. Inspected. Monitored, Organized. Planned. Prepared, Processed, Purchased, Recorded. Re-
trieved, Screened. Specified. Systematized, Tabulated, Validated 
 

Research Skills: Analyzed, Applied, Checked, Cited, Clarified, Collected, Compared, Critiqued, Deduct-
ed, Determined, Diagnosed, Discovered, Dissected, Estimated, Evaluated, Examined, Explored, Extract-
ed, Forecasted, FOtl1lUlated, Found, Gathered, Graphed, Identified, Inspected, Interpreted, Interviewed, 
Investigated, Isolated, Located, Observed, Predicted, Read, Researched, Reviewed, Studied, Summarized, 
Surveyed, Systematized 

Action Words to Improve your Resume  



 

 

Technical Skills: Adjusted, Advanced, Altered, Amplified, Assembled, Built, Calculated, Comput-
ed, Designed, Devised, Developed, Engineered, Excavated, Extinguished, Fabricated, Installed, 
Made, Maintained, Mapped, Measured, Mediated, Moderated, Motivated, Negotiated, Obtained, 
Operated, Overhauled, Persuaded, Plotted, Produced, Programmed, Promoted, Publicized, Recon-
ciled, Recruited, Remodeled, Renovated, Repaired, Restored, Rotated, Solved, Synthesized, Spoke, 
Translated, Upgraded, Wrote 
 
Time Management Skills: Administered, Developed, Directed, Generated, Improved, Initiated, 
Increased, Promoted, Reduced 
 
Training Skills: Adapted, Advised, Clarified, Coached, Communicated, Coordinated, Developed, 
Enabled, Encouraged, Evaluated, Explained, Facilitated, Guided, Informed, Initiated, Instructed, 
Motivated, Persuaded, Presented, Stimulated 
 
Accomplishment: Achieved, Became, Elected To, Established, Expanded, Improved, Pioneered, 
Reduced (losses), Resolved, Restored, Transformed 
 
Function/Task: Approved, Arranged, Catalogued, Charted, Classified, Collected, Compiled, De-
livered, Dispatched, Distributed, Drafted, Edited, Executed, Filed, Generated, Hosted, Implement-
ed, Inspected, Kept, Memorized, Monitored, Operated, Organized, Outlined, Prepared, Processed, 
Purchased, Recorded, Registered, Relayed, Reorganized, Reproduced, Retrieved, Scanned, 
Screened, Separated, Simplified, Specified, Systematized, Tabulated, Transferred, Typed, Updated 
 
Type Of Experience: Broad, Complete, Comprehensive, Consistent, Diversified, Extensive, In-
tensive, 
Scope, Solid, Specific, Successful, Varied 
 
Transferable Skills: Accurate, Ambitious, Artistic, Assertive, Attentive to detail, Calm, Capable, 
Cheerful, Clear Thinking, Clever, Competitive, Considerate, Cooperative, Creative, Dependable, 
Determined, Discreet, Easy Going, Efficient, Energetic, Enthusiastic, Fair, Flexible, Frank, Friend-
ly, Generous, Hard Working, Helpful, Honest, Humorous, Imaginative, Leader, Likeable, Logical, 
Loyal, Mature, Open-minded, Optimistic, Organized, Outgoing, Patient, Persistent, Polite, Practi-
cal, Precise, Quiet, Realistic, Reliable, Resourceful, Responsible, Self Confidant, Sensible, Sincere, 
Sociable, Tactful, Thorough, Tolerant, Trustworthy, Understanding, Versatile 

Action Words to Improve your Resume cont. 



 

 

Appendix 1 
Sample Resume : What Not to do 

Bad  
example 

It is best to use a 
professional email 

address. Include a  profes-
sional website if you have 
one. If you need more 
space, a header can be 
condensed into two lines.   

Where is the sum-
mary/professional 

profile? Education should 
be at the top, right below 
the profile, if you’re a 
recent grad or if you are 
expecting to graduate 
soon.  

The month of em-
ployment does not 

need to be included un-
less the start and end 
years are the same. Hav-
ing dates or other infor-
mation hanging off a line 
looks sloppy. 

Notice spelling and 
formatting mistakes 

throughout this docu-
ment!  It cannot be 
stressed enough: proof-
read! Resumes must be 
error free.  

Include results of 
your actions as potential 
employers want to know 
why you’d be valuable to 
them. A good way to 
show that is to highlight 
the positive  impact 
you’ve had at a previous 
position.  

1 

2 

3 

4 

5 

1 

2 

3 

4 

5 

6 

Do not include 
poor GPAs. Course 

work may be included if 
it is applicable to the  
position you are apply-
ing for. High school 
information is not need-
ed.   
 

6 

1 

2 

3 
4 

4 4 

5 

6 

1 

2 

3 

4 

5 

Any special skills that 
are applicable to the 

position should be men-
tioned in the summary. 
High school awards and 
sports accomplishments 
are not needed unless 
directly related to the 
position.  

6 

7 

7 



 

 

An expected date of 
graduation is used 

when the candidate has 
not yet completed their 
program.  
 

This is a very nice and 
clean letterhead.  There is 
just one email address 
and just one phone num-
ber.  

Sheuses bullets in her 
summary to highlight 

her skills and the aspects 
of her work experience 
that are related to the 
position that she is apply-
ing for. 

Her suitability for the 
position is emphasized  

by labeling the key skills 
that she possesses that are 
required for the position.   

Appendix 2 
Sample Resume : MA SID 

Good example 

The candidate clearly 
demonstrates  the 

results of the actions she 
took while at various 
positions. Strong action 
words are used. 

1 

2 

3 

5 

4 

Brenda Kah 
bkah@brandeis.edu| 3 Charles Way, Apt 10, Newton, MA 02453| (201) 433-1111 

______________________________________________________________________________ 

Professional Profile  

Advocacy and campaign experience in climate change, food security, and forestry  

Three years in US and African civil society capacity building & training 

Gender Specialist Advisor for World Bank Group and Inter-American Development Bank to 

adopt and promote policies that reduce gaps in development programs  

Highly motivated, able to identify goals/ priorities, robust sense of humor, team player 

Key Skills 
Computer Skills-Microsoft Office Suite, Outlook, Survey Design and Stata  

Languages - Fluent in English; Mandingo, Wolof, and Krio (West African languages); Con-

versational in French 

______________________________________________________________________________ 

Education 

 
Brandeis University, Waltham, MA            Expected, May 2012 

Heller School for Social Policy and Management 

MA Sustainable International Development            
Brandeis University Scholar/ Frieze Scholar 2010-2011 

 

Michigan State University, East Lansing, Michigan 

BA International Relations and Political Science                           January 2005 

Specialization: African Studies; International Development. 

Dean’s List, Michigan State University   2002- 2005 

______________________________________________________________________________ 

Professional Experience 

 

Bank Information Center (BIC) 

Programs and Human Resources Associate                                             April 2008- July 2010 

Led BIC’s gender work to mainstream content & process, resulting in improved effectiveness 

of service within target , and Co-Authored BIC’s first gender policy and grievance framework 

Developed outreach tools to strengthen the capacity of  CSO in regional programs working on 

transparency, climate change and extractive industries to understand and influence the role 

and operations of the World Bank in their region  

Facilitated staff orientations trainings for 20 staff on policies and procedures to maintain insti-

tutional memory 

National Women Farmers Association, Senegambia, West Africa  

Fellow                                                                                                          July 2007- Dec. 2007 
Developed campaign material, curriculum, training and learning materials for management 

and literacy classes 

Wrote a report to reinforce the integration of Agriculture and Nutrition to increase food secu-

rity for targeted groups.  

Managed and improved monitoring & evaluation practices of programs 

Partnership to Cut Hunger and Poverty in Africa (“Partnership”), Washington DC  

Program Associate                                                                                       Feb.2005- Apr. 2007 

Coordinated and facilitated national & international conferences on US food aid law and its impact  

Created highly efficient budget tracking system for accounts resulting in easy access of critical 

information 

 Supervised three interns, and managed office calendar, tasks and scheduling all appointment 

Translated Partnership’s newsletters and documents to/from French for Francophone community 

 

1 

2 

3 

4 

5 

mailto:bkah@brandeis.edu|


 

 

Does a nice job of 
mentioning relevant addi-
tional facts such as “high 
honors” and an applicable 
thesis.  

Appendix 3 
Sample Resume : MPP (Public Policy)  

Good example 

Summary statement is 
concise and calls atten-
tion to important qualities, 
achievements and abilities. 
Layout is neat, crisp with a 
nicely bolded top sentence. 

The candidate high-
lights different positions at 
the same company which 
shows career growth.  

1 

2 

3 

Effectively uses impact 
statements to demonstrate 
key skills and contribu-
tions. This is a strong way 
to market strengths. 

5 

Great use of action 
words in order to clearly 
quantify candidates accom-
plishments. Shows impact 
without just listing duties 
& responsibilities. 

4 

1 

2 

3 

4 

5 

 

 

Details relevant addi-
tional work and direct 
experience making them a 
strong candidate for the 
job. Candidate should be 
able to speak to active 
involvement during an 
interview. 

6 

1 

2 

3 

4 

5 
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Good example Appendix 4 - Page 1 of  2 
Sample Resume : MBA (Sustainable Development) 

Clean letterhead with 
a strong branding 

style format that com-
mands the readers atten-
tion. Great use of 
bolding. 

Powerful summary 
statement with four 

solid identified wow 
statements. Candidate 
does a nice job of pre-
viewing what’s to come 
and engaging the reader.  

Aesthetically pleasing 
way of demonstrating 

valuable skills suitable for 
the position  as well as 
relevant abilities.  

Very impactful 
bolding to clearly highlight 
achievements and experi-
ence.  This candidate iden-
tifies and clarifies behav-
ioral traits and transferable 
skills in a quick and visual-
ly satisfying manner.  

1 

4 

2 

3 

1 

1 

2 

2 

3 

3 

4 

4 

Please note: Page 2 of this resume continues on the following page  



 

 

 

 

Good example 
Appendix 4- Page 2 of  2 
Sample Resume : MBA (Sustainable Development) 

It is always important 
to put your name on the 
second page of a resume  if 
you have more than one. 
Page numbers as well.  

1 

4 

2 

2 

3 

Highlights relevant 
job specific skills and 

achievements effectively 
communicating value and 
core competencies. Posi-
tions experience nicely 
under desired skills clearly 
demonstrating abilities for 
the role.  

5 

5 

6 
6 

7 

7 

      Education is in the right 
place since it isn’t as recent 
as the work experience. 
Candidate includes addition-
al information in this sec-
tion that is applicable such 
as the fellowship.  



 

 

 

 

   Good example Appendix 5- Page 1 of  2 
Sample Resume : MS (Intl. Heath, Policy & Mgmt) 

Excellent lead in to 
the professional pro-

file/summary. Very en-
gaging and clearly states 
the candidate’s objective. 
This gives the hiring man-
ager a snapshot of what's 
to come.  

Content is presented 
to emphasize signifi-

cant accomplishments 
nicely, Bullets address the 
specific needs of the type 
of job being applied to 
and it is clear that that 
candidate’s opening ob-
jective is driving the nar-
rative and flow of this 
resume.  

1 

4 

2 

3 

1 

1 

2 

2 

1 

2 

3 
Candidate does a 
fantastic job of quan-

tifying impact and contri-
butions. The bullets are 
clear and illustrate skills 
and accomplishments 
while supporting the 
professional profile state-
ment.  

3 

Please note: Page 2 of this resume continues on the following page  

1 

2 
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   Good example 
Appendix 5  - Page 2 of  2 
Sample Resume : MS (Intl. Heath, Policy & Mgmt) 

This is a very strong 
example of a well 

done education section. 
This additional infor-
mation is relevant to 
professional goals and 
says a lot about the can-
didate’s strengths and 
character.   

These are significant 
professional develop-

ment items that show 
candidate’s initiative rele-
vant to their professional 
goals. This will add 
weight to the candidate’s 
application.  

1 

4 

2 

3 

1 

2 

Candidate uses a 
technology section to 

highlight notable experi-
ence with various com-
puter programs. It is a 
smart tactic to mention 
experience level with the 
programs.  

4 

4 

5 

5 

6 

6 

4 

5 
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Good example 
Appendix 6 - Page 1 of  2 
Sample Resume : MA  

In just four bullets 
the candidate details 

who they are, why they 
are suited for the role and 
describes experiences to 
back it up nicely.  

Experiences section 
offers solid examples 

of skillset, content is 
organized to emphasize 
significant points, address 
specific requirements and 
does a good job of identi-
fying skills that are crucial 
but may be difficult to 
quantify. 

1 

4 

2 

3 

1 

1 

2 

2 

Please note: Page 2 of this resume continues on the following page  



 

 

 

 

Good example 
Appendix 6 - Page 2 of  2 
Sample Resume : MA  

It is helpful to call 
out if you started 

somewhere as an intern 
and were then hired.  

Includes relevant 
coursework to edu-

cate the reader about the 
program and focus. Can-
didate includes employ-
ment to highlight level of 
involvement with that 
program.  

1 

4 

2 

3 

Applicable skills are a 
good idea to include, 

especially if they are part 
of the requirements for 
the job role. It is very 
important to be specific 
on language fluency level. 
Specific computer skills 
such as STATA are good 
to include (ones that aren't 
assumed such as Microsoft 
Office). 

3 3 

4 

4 

5 
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Good example 
Appendix 7 
Sample Resume : MA (Coexistence & Conflict Res.) 

Candidate bolds the 
most important 

strengths he has that the 
organization is looking for 
to draw focus to them.   

It is good to be specific 
about a relevant thesis 

or countries visited. If the 
time spent abroad sheds 
light on your professional 
interests and goals –it shows 
a capacity to live in diverse 
conditions.  

Bullets are well crafted 
and organized in a logi-

cal flow. The reader is able 
to clearly understand the 
candidates contributions, 
accomplishments and the 
end results.  

1 

2 

3 

 

ZACHARY ABRAHAM 

96 Weston Ave, Apt. 10, Boston, MA 02125 614.555.2002 zabraham05@brandeis.edu 

 

DEVELOPMENT PLANNER & ADVISER 

 

Training & Facilitating Research Project Management Stakeholder Relations 
Team leadership experience with extraordinary interpersonal and analytical skills; highly adaptive to new situations 

Results-driven researcher, practitioner and educator in sustainable international development and coexistence 

Collaborator, communicator, coordinator, and coalition builder with organization and community stakeholders 

Dual citizenship: Afghanistan and United States and fluent in English, Dari and Pashto 
 

EDUCATION 

 
Brandeis University, Heller School for Social Policy & Management, Waltham, MA 

Master of Arts, Sustainable International Development and Coexistence and Conflict Resolution, Expected May 2011 
Regis College, Weston, MA, 2008 

Bachelor of Arts, International Relations and Sociology 
Regent’s College, Study Abroad: London, England, 2007 
Thesis: “American Government Reaction to Political Struggles between Hezbollah and Israel.” 
Kabul University, Study Abroad: Kabul, Afghanistan, 2006 
Thesis: “The Effect of Multiple Regimes on Education, Health & Human Rights for Afghani Women & Girls.” 
 

EXPERIENCE 

 
Brandeis University, Waltham, MA, 2010- present 
Justice Peace and Conflict Working Group, Co-founder and Co-Chair 

Coordinate: UN day of Peace; Speaker series: Hosted Sudanese Ambassador to the US, a peace-building 
specialist 

 
The Irish Immigration Center, Boston, MA, 2010- present 
Cross Cultural Committee Facilitator 

Coordinating bridge-building, across ethnic groups, community development, and cross-cultural programs 

Designed and implemented youth and community engagement programs for self-esteem/ capacity building 
 
Mercy Corps, (MCA), Afghanistan, 2010 

Research Assistant 

Identified and analyzed donor-funded women's livelihood programs/activities in Muslim countries, particularly 
in Afghanistan, at a urban and rural level with an emphasis on rural contexts 

Wrote report comparing women’s empowerment livelihood programing including recommendations for 
program improvement, effectiveness, and sustainability that are globally implemented by Mercy Corps 

Researched Mercy Corps Afghanistan cash for work activities targeting women; identified successful models 
with an eye toward increasing women’s participation and impact 

 
Harvard University, Cambridge, MA, 2002- 2010 
Senior Counselor, Boston Refugee Youth Enrichment (B.R.Y.E.) 

Designed and implemented academic youth development and monitoring programs  

Designed academic curriculum for mathematics and language instruction for primary grades 4-6 

Planned and implemented quarterly community academic, sport, and youth-building events that promoted 
increasing participation of community and parents in children’s education 

Initiated local high school volunteer outreach program targeting 25 students that generated weekly 
participation of youth mentors, co-teachers/coaches and assistants 

Taught English, math, arts and science to 45 refugee children 
 
Target South Bay, Dorchester, MA, 2008- 2009 
Team Leader Human Resources 

Created a strategic training plan in coordination with the Director of Human Resources & Operations to 
achieve organizational goals for efficient and appropriate team-member training 

Effectively managed and trained 600 new employees with responsibility for communicating job expectations 

1 

2 
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Appendix 8- Page 1 of  2  
Sample Resume : MBA (Social Impact Mgmt)  

Good example 

Highlights distinguish-
ing information and transfer-
able skills while emphasizing 
quantitative and qualitative 
results. Paints the picture of 
a well rounded experienced 
individual. 

Shows results specific 
to the field of interest, 

clearly showcases value of 
expertise. Communicates 
supervisory and managerial 
skills without making it the 
primary focus. Bullets filled 
with specialties and strong 
action verbs.  

1 

3 

4 

2 

Adds relevant course-
work, honors, scholarships 
and certificates that make 
them a more appealing pro-
spect. 

1 

1 

2 

3 
3 

2 

Please note: Page 2 of this resume continues on the following page  



 

 

 

Appendix 8- Page 2 of  2 
Sample Resume : MBA (Social Impact Mgmt)  

Good example 

Additional work is 
consistent with the 

story for the rest of the 
resume  and communi-
cates passion for the field 
effectively.  

Calls out interna-
tional experience, 

earned scholarships, 
fellowships and pro-
grams desirable to the 
hiring manager.  

1 

3 

4 

2 

4 4 

5 5 



 

 

Walter Donovan, Ph.D. 

243 Mamaroneck Ave . Larchmont, NY 10538. 914-688-3333 

 

             PROFESSIONAL PROFILE 
Leader and Talent Manager with a unique combination of management skills, organizational develop-

ment, education and training. Familiarity with building sustainable business organizations in which trusted 

and trained people make all the difference.  Expertise in career services and admissions in education.  

 

SELECTED TALENT MANAGEMENT, TRAINING & PROFESSIONAL EXPERIENCE 

 

Career Services LLC., New Brunswick, NJ                  2005 to present 

Founder  

Built for-profit $1M staffing & training agency providing job search, placement and HR con-

sulting services. 

Conducted successful and sustained placements for professionals in a broad range of indus-

tries including IT services, financial services, engineering, manufacturing, government, non-

profit, and healthcare. 

Designed and executed recruitment, assessment and selection campaigns ranging from key 

individuals up to the recruitment of hundreds of staff for a single employer. 

Personally delivered individual and group career counseling using proprietary assessment and 

development tools to over 25,000 individuals and over 2,500 military service members. 

Developed funding, designed program, wrote syllabi and delivered multi-year training and 

development in leadership, communications & teamwork for new and incumbent employees 

in corporate university setting. 

Conducted organizational development study and implemented resultant strategic plan for 

private school resulting in reorganization and recruitment of new Head of School. 

 

College of Management, Boston University, Boston, MA       

Career Services and Admissions Director     2007 to present 

Promoted to lead new enrollment management effort consolidating admissions, financial aid 

and career services into a student-centered system designed to enhance retention and success.  

Recruited largest class in history of the school with over 30% growth across all programs. 

Launched first-of-its kind national co-branding partnership program with AmeriCorps & City 

Year resulting in 500% increase in applicants from national service program alumni who 

constituted 10% of 2010 class. 

Recruited largest cohort of sponsored international students (48%) built on relationships with 

educational sponsoring agencies (Ford, Fulbright, AmidEast, IREX, Soros, education minis-

tries and embassy attaches). 

Personally designed, built and implemented new financial aid leveraging model capturing and 

displaying the impact of tuition & scholarship decisions in real time. 

Reestablished credibility with students and alumni in career services capability to deliver 

excellent service.  

 

ADDITIONAL CONCURRENT PROFESSIONAL EXPERIENCE 

Program Director, Citizen Leadership Program, selected to establish program, recruit 

students & employers, select, match & place Inaugural class of Interns (2007-2009). 

Director, Society of Resource Managers Workforce Committee, first Director charged to 

assist Maine councils in implementing workforce readiness strategies (2002-2006). 

President, Junior Achievement of New Jersey, providing financial literacy and entrepre-

neurship training to over 24,000 K-12 students in Maine (2004-2005). 

Director, New Jersey State Workforce Investment Board (SWIB), Director for Workforce 

Investment Act (WIA) funded statewide network of One Stop Career Centers (2003-2004). 

Associate Director, Building Bridges Program responsible for developing industry/

education partnership for employers, educators and students designed to build internships and 

job opportunities (2002-2005). 

Appendix 9 - Page 1 of  2   
Sample Resume : PhD  Good example 

Very crisp and well writ-
ten objective statement. 

Motivations and applicable 
skills are clearly defined. 
Gives hiring manager a clear 
picture of what is driving this 
candidate.  

Well written and posi-
tioned additional experi-

ence section. Nicely compli-
ments the above and adds a 
wealth of insight into what 
this candidate has been 
doing with their time in 
order to achieve their objec-
tives. .  

Powerful bullets of 
quantified achievements 

and professional accom-
plishments. Clearly illustrates 
contributions made during 
tenure.   

1 

3 

2 

Please note: Page 2 of this resume continues on the following page  
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Appendix 9 - Page 2 of  2 
Sample Resume PhD 

Good example 

Impressive spread of 
selected articles, 

presentations and skills 
and abilities. Candidate 
genuinely has a ton of 
relevant experience and 
displaying it in this man-
ner is beautifully adding 
complimentary infor-
mation to this person’s 
application.  

Education is at the 
bottom here due to 

it not being as applica-
ble, recent or relevant to 
this role as all the ex-
pansive work experi-
ence.  

1 

3 

4 

2 

4 4 

5 5 



 

 Appendix 10– Page 1 of  2  
Sample Resume : MBA Graduate  
Sample Resume : SID MA (Practicum)  

Good example 

3 

2 

1 

2 

3 

5 

6 

Please note: Page 2 of this resume continues on the following page  

The title of the 
summary section 

clearly outlines the  
candidates main 
strengths and sums up 
the information to 
follow. 

1 

1 

2 

2         The candidate 
uses bold faced type  
to highlight  
aspects of the sum-
mary that are most 
important or that 
match up with the job  
description.. 

Consulting work 
can be placed 

between education 
and work experience 
and does not need 
comprehensive expla-
nations.  

3 
3 

Strong action 
words combined 

with a description of 
the actions taken and 
the impact of the ac-
tion are the most ef-
fective way to high-
light specific work 
experience.  

4 
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 Appendix 10– Page 2 of  2  
Sample Resume : MBA Graduate (continued) 
Sample Resume : SID MA (Practicum)  

Good example 

Due to the 
breadth of the 

candidate’s experi-
ence, a second page is 
necessary.  

The name of the  
company is pre-

sented first, in bold, 
with the title of the  
position held under-
neath. The time spent 
in that position is 
represented in years.  

3 

6 

2 

5 

1 

2 

3 

5 

6 


