


Résumé Building – Who Am I?

This photo of a 
dog was chosen 

to make me 
seem more 

relatable and 
likeable

Austin Hudson
Class of 2008

• B.S. Psychology

• Director of Special Projects
• Author
• Community Volunteer
• Résumé Person



Résumé Building – Résumé Service

• As part of my job, I hire people

• Most résumés are terrible

• Candidates aren’t bad; the way they’re 
presented sucks

• Since mid-2016, I’ve done over 600 free 
résumés for people in need

• Of people who have been out of work 
for more than 60 days, ~85% reported 
getting significantly more interviews or 
hired after a résumé overhaul



Goofs and 
Misconceptions



Résumé Building – Mistake #1

“I need a really fancy, really 
colorful résumé to let people 
know how rad I am!”

No. Résumés to 
corporations are frequently 
screened by machines.



Résumé Building – Mistake #2

“My résumé needs to be 
thick and stacked to make 
me stand out.”

No. Be descriptive, but try to 
keep it to a page (maybe two 
if you’re very impressive).



Résumé Building – Mistake #3

Actually read your 
damned résumé.
If you say you have an ‘attention to 
detail’ and I find errors on your résumé, 
I will laugh and not call you back. You 
would be shocked how common this is. 
When it comes to your info, look at it 
and verify it.



Résumé Building – Mistake #4

Don’t be timid about your 
professional history.
If you’re applying at a business that is hiring for a 
position, they need you as much as you need 
them. Don’t sell yourself short and don’t be timid 
about your experiences.



Actually Writing a 
Résumé



Résumé Building – Formats (Short & Long)

Short Form Résumé
One page long, comfortable to read. Detailed, but 
not laborious.

Long Form Résumé
Complete. Thorough. Faintly obnoxious.

• One page
• Clean and organized
• Succinct

• Two or more pages
• Clean and organized
• Elaborate



“Completed work history 
and references available 

upon request.”



Résumé Building – Structure

1. Your name

2. Your contact info – phone number 
and e-mail at a minimum

3. Your ‘summary’ (elevator pitch)

4. Your skillset

5. Your work experience

6. Your educational history

1 2

3

4

5

6



Résumé Building – Name

Hopefully I don’t need to 
explain this one. Put what you 
want to be called here.

If you go by something other 
than your legal name:

Austin (Hank) Hudson



Résumé Building – Contact Info

List your phone number and 
e-mail address at a minimum; 
you can put your mailing 
address if you want, but it’s 
not necessary.

Make sure your e-mail 
address is appropriate for a 
résumé.



Résumé Building – Summary

Imagine it like a short elevator pitch. This can be either sentences or 
bullet points (as shown below). If you wanted someone to take 
anything away from your résumé, these would be the points you 
want them to know.



Résumé Building – Skill Set / Proficiencies

Things you’re good 
at. Make sure they’re 

work appropriate, 
and applicable to 

what you’re doing. 
For instance, the 

banking job doesn’t 
need to know you’re 

great at sewing. Here 
are some nice ones 

for you to borrow in 
case you’re not sure 
how to write them:

• Computer savvy with extensive experience in modern operating systems
• Proficient in the Microsoft Office Suite
• ___ words per minute typing speed
• Skilled in sales and group communication
• Excellent organization and time management
• Dedicated, hard working, and self-starting
• Able to rapidly learn complicated new tasks and skills
• Effective, professional, and friendly in all interactions and communications
• Quick learner and self-motivating worker
• Years of experience in task management and process oversight
• Conflict resolution and problem-solving skills
• Expertise in the organization and prioritization of necessary tasks
• Neat, clean, professional appearance
• Personal, friendly communicator
• Superior customer service and person to person skills
• Experienced manager in small and large group situations
• Excellent organization and time management
• Wide range of work experience to allow for a broader view of best business practices



Résumé Building – Work Experience

• Last ten years, or your last four jobs

• Don’t list your job duties, list your 
accomplishments

• Action words, not passive words

• Avoid jargon when possible, but use 
the language they’re using



Résumé Building – Work Experience

Your last ten years, or your last four jobs, or whatever 
jobs you’ve had.
You’ll usually have a sense of which of these to select. Generally speaking, if you 
haven’t done it professionally or as an amateur, you’re probably not going to get 
hired to do it. If you’ve been in a period of transition, list your last four jobs 
without hire and end dates. If you haven’t had a job before, pad your résumé with 
your skills and your student experiences.



Résumé Building – Work Experience

Don’t list your job duties, list your accomplishments.
Compare these two identical job items:

• Helped my coworker enter phone numbers into spreadsheets

• Served as part of a information processing team
• Entered data quickly and accurately to assist in providing superior customer care

The first one sounds tedious. The second sounds like you actually did something 
that mattered.



Résumé Building – Work Experience

Don’t list your job duties, list your accomplishments.
Compare these two identical job items:

• Helped my coworker enter phone numbers into spreadsheets

• Served as part of a information processing team
• Entered data quickly and accurately to assist in providing superior customer care

The first one sounds tedious. The second sounds like you actually did something 
that mattered.



Résumé Building – Work Experience

• List your accomplishments in order that it would be relevant to the job you’re 
applying for; aim to have somewhere between five and ten accomplishments 
per job that you’re listing.

• There’s a fine line between ‘polishing’ or ‘massaging’ your experiences and 
exaggerating your experiences. Make sure that no matter what you write, you 
can back it up and explain what you meant by it. If you’re unsure, stay on the 
side of caution and don’t get too fancy with it.



Résumé Building – Work Experience

Fashion model job description:
• Maintains all administrative and book-keeping functions for a small business

• Oversees scheduling and client support during bookings

• Executes all social media promotion and development, including brand 
management and promotional events

• Provides superior customer service, teamwork, and excellent communication 
over intensive, high stress production periods



Résumé Building – Work Experience

Action, not passive, language to describe your job.

• Oversees

• Assists

• Maintains

• Executes

• Provides

• Responsible for

• Manages

• Handles

• Monitors

• Collects

• Reconciles

“Oversaw food 
preparation”

will always sound more 
professional and
appealing than

“Cooked fries and burgers”



Résumé Building – Work Experience

Avoid jargon, but speak their language.
Review the job posting, and adjust your language to fit how they’re describing the 
job. If they’re talking about needing someone to ‘optimize client relationships’, 
rework your ‘managed customers’ line to indicate that you’ve optimized client 
relationships too. Don’t just copy and paste it, though – explain it.

Optimized client relationships by streamlining communication to ensure better 
customer service



Résumé Building – Work Experience (Special Circumstances)

Homemaker/Stay-At-Home Parent/Out of the Workforce
Not as big a deal as you think. Your resume should list your qualifications/skills first, and really lay into 
them. Job experience comes towards the bottom of the page, because you probably don't have a lot to 
work with, or if you do, it's pretty old. You can ignore the rule about the last three jobs or ten years; just 
list what you've got. 

Just Out of Jail
Omit from your resume, and don't give more information than you need to. If asked about the gap in 
time, say that you were dealing with some personal issues, and then shift the focus back to the amazing 
things you can do for the company or business. If pressed for information on your incarceration, don't 
talk about the crime or use any legal jargon; talk about what you learned, how it made you better, and 
how you can use your experience to help benefit other people.

Young Kid/First Job
A simple one-sheet with your name, contact information, and a list of skills is great. Most employers 
expect that young kids will need a first job, so they'll be a little more lenient on this one. Note, don't 
talk about video games on this one, I'm serious.

You've Been Fired (A Lot)
You weren't fired, your 'employment contract was ended' and you 'decided to pursue other challenges'.



Résumé Building – Education

List the school’s name, what type of program it 
is, and what you’re expecting to graduate in.

Westminster College, Bachelors of Science, 
Psychology

If you have anything beyond High School, don’t 
list your High School. Nobody cares.

If you’re worried about your age, don’t put 
graduation years next to anything. They legally 
can’t ask you how old you are.



The Application 
Process



Résumé Building – Application Process

• Tailor your résumé to each job you apply for, if necessary

• Keep copies of each version on file in case you need it for a similar application in the 
future

• Yes, you probably have to write a cover letter (I hate them too, but I’ll explain them on 
the following page)

• Should you follow up? Sure, but don’t be obnoxious, only follow-up once. Some 
businesses will tell you not to follow up. Wait at least a week and a half after submitting 
before following up to ensure they’ve received your résumé.

• Sending an e-mail           ß Companies with younger HR managers love this
• Hiring a sky writer
• Sending a letter via the mail
• Calling them on the phone            ß Companies with older HR managers love this



Résumé Building – Cover Letters

Subject line: Include your name and the job title you are applying. If a job has been given a posting 
number, put that in the subject line too.

Greeting: If possible, address your email to a specific person. If a name isn't available, you can open 
with "Dear Hiring Manager," or, “To Whom It May Concern.”

First paragraph: Why you're writing. Mention where you saw the job application and the date when it 
was posted. If you were referred by a friend or colleague, mention it in the first paragraph.

Middle paragraph: Pitch why would you be a good fit for the job. Highlight relevant jobs, 
responsibilities, and accomplishments. Don’t just copy your résumé.

Final paragraph: Use this space to thank the recipient for reading your email, and mention that your 
resume is attached. It is also the space to thank recipients for their consideration of your application; 
you can also mention when and how you will follow up.

Polite closing: Use "Best" or "Sincerely." Then, type your full name. You can also include your e-mail 
signature, which is an easy way to provide contact information to recipients.

Attach your resume: Attach it to the email message in the format requested by the employer. If a 
specific format isn't required, send as a PDF or Word document.

https://www.thebalancecareers.com/how-to-email-a-resume-2063299


Ask Me Some 
Questions?


