10. Resume Builder Worksheet

UNIVERSITY MATTERS

Action: Recruiters like to hear what you DID, using action verbs in short bullets, like | fixed, improved, changed, increased, decreased, doubled, etc.

Action Word Describe what | did:

What are the Achievements | am most proud of?

SKill: Recruiters like candidates with skills — software capability, selling skills, people skills — be liberal here, you can always pare the list down later.
They also like to hear about situations in which you successfully used these skills.

Skill Experience




Attributes: Recruiters are looking for personal attributes that correlate with job success. Are you persistent, thorough, thoughtful, cautious, gregarious,
a team player...? They also like to see evidence of you capitalizing on your attributes.

Attribute | used this attribute to achieve success in the following ways:

Character: Recruiters like candidates with the character to overcome adversity.

Difficulty How | turned things around to success:




Specific Examples of My Experience

Description

Work History

Volunteer Experience




Community Involvement

Extra-Curricular Activities

Academic




