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  Workshop Goals

• Introduction

• Overview of SCDC

• Resumes







Resume vs Curriculum Vitae

 How many pages for a CV?

 No page limit!

 How many pages for a resume?

 2 Pages MAX!
 



Resumes

• Average employer reviews a resume in? 

 5-15 seconds!
• What’s it’s purpose?

 To get you an interview!
• Find an excellent job description to use as your guide
• Don’t write a generic resume
• Disclaimer



What do employers want?

• They tell you!

• Analyze job descriptions 

• Use O*net to create a 
skills/key words group

• Review action verb lists

http://www.onetonline.org/




















1st application received 200 seconds 
after a job is posted

75 = average number of candidates that 
apply for openings

10-20 seconds = Time employers spend 
on resume 

Make your personal marketing tool 
STAND OUT



Guidelines

• Reverse chronological order within sections

• Action verbs and watch tenses 

• Technical jargon – appropriate to the reader  

• Be specific to convey your skills and knowledge

• Format – Consistency in style and fonts; 11 point font, margins that are > 0.5 inches

• Visually appealing and easy to read quickly

• Name on each page; number page 2

• Don’t include personal information such as marital status, children etc.



Resume Sections 
Important: the  order of 
the sections
will vary based on the 
story you’re telling!



Format

Header
• Review contact information to ensure updated
• Name 1-2 font sizes larger than the rest of your header

Beyonce Knowles
123 Street Road

Philadelphia, PA 19104
215-895-2185

beyonce@drexel.edu
_____________________________________________________________________________________
Beyonce Knowles
123 Street Road  Philadelphia, PA 19104  215-895-2185  beyonce @drexel.edu

Organized
Easy to read

Consistency 
with 

abbreviations, 
dates and 

titles 

Attention to 
detail

11pt font
2 page max

mailto:beyonce@drexel.edu


SUMMARY

• Over 5 years teaching experience in non-profits, student teaching and community 
activities

• Proficient in …

• Developed curriculum for ??? according to ??????? regulations

• Collaborates with ??? to create/adminster etc. ??????????? programs



 Education

PhD in Education
Drexel University, Philadelphia, PA 
Expected June 2023 

M.S. in Higher Education
Another University, Philadelphia, PA 
December 2018

B.S. in Psychology
My First College, Anywhere, PA
June 2016 



Experience Section

• Prove you are professional through content

• Numbers speak louder than words

• Include results and achievements

• Prioritize bulleted phrases

• Top 1/3 of resume should stand out

• Readers review from left to right



Experience Section

• 3-5 bullets per job are average

• Don’t use the verbs assist, duties include, 
responsible for and worked

• Remove extraneous words 
   (a, an, the, various, as-well-as, both, their, 
    personal pronouns)

• Notice if you repeat the same action verb more 
than once













 List professional associations or organizations to which you belong
 Include honors/awards and the year in which you received them
 Don’t use abbreviations – spell out source of award
 Start with most recent activities and move in reverse 

chronological order
 Activities and volunteer experiences can highlight skills more 

difficult to quantify, such as leadership, team-work, time 
management, organization

Honors/Awards/Technology 
 Activities/Professional Associations



Has poeple chechk for speling and 
grammer miztackes

Send as a PDF

Always completely fill in online 
applications and follow instructions 

ATS (Applicant Tracking Systems) – 
scanning software & key word 
searches



Common Resume Mistakes 

Omissions about employment experience 
or not enough detail about specific duties
Resume is poorly  organized or not reader 

friendly
Lack of keywords specific to profession
Listing very broad or general objectives
Not following reverse chronological order 

or using wrong verb tenses



Resume – Best Practices

 Your resume will only receive about 5-15 seconds for 
the first screening by an employer, to decide if you are 
“interview worthy”.

 Put your most impressive information in the top 1/3 
of the resume.

 There should be no misspellings, typing or 
grammatical errors. Using spell check is not enough – 
at least 3 human checkers are recommended.

 Do not use the word “I” or any personal pronouns.
 Avoid paragraph or narrative structure. Use lists, 

bullets, and easy-to-see layout



More Resume Suggestions
 Highlight, bold, underline the points you want the 

reader to see, but be selective and don’t overdo the 
graphics.

 Use action verbs such as examined, prepared, 
improved, searched, compiled, managed, performed.

 Stick with one format & font and make sure that 
everything lines up. Inconsistent margins and spaces 
look messy.

 Do not include information that you are not prepared 
to discuss.

 Be careful in using templates – they do not allow you 
to change formats.

 Do not mention salary or why you left a position.





Questions?
Click here to schedule an appointment with 

a member of the Career Services Team

OR 

Contact the Steinbright Career Development 
Center Career Services team at

 215-895-2185, scdc@drexel.edu 

https://www.timetrade.com/app/drexelu/workflows/drexelu001/schedule/?locationId=drexelu250&appointmentTypeGroupId=career_services&resourceId=any
mailto:scdc@drexel.edu
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