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Quick Survey

■ On a scale of 1-10, how excited are you to help students 
with their resumes? Please think for a moment about your 
level of enjoyment and creativity

■ 1 = Not excited at all….I am not inspired!
■ 10 = Cannot wait for resume review sessions with your 

students!



Resume Writing Academy

■https://resumewritingacademy.com/

https://resumewritingacademy.com/


Goals of this workshop:

■ 1. Share a bit of what I learned from the RWA class
■ 2. Hear ideas from people in this room
■ 3. You take one or more ideas with you to help 

students



Helping students with their resume:
REFRESH/REBOOT
■ Simple changes:

– Finally ready to lose “Objective” 
– Headlines 
– Summaries

■ Upgrading student skills with Skills Proof Statements   

■ Grammar/Punctuation 

■ Minor formatting changes

■ Q&A 



Replacing the word ‘Objective’

■ Updated alternatives:
– Job Target
– Career Focus              
– Career Goal
– Headline





Going one step further:  writing a creative 
headline in lieu of an objective
Headline: 
■ Electrical Engineering student 

trained in C, C++, CAD, and Java, 
seeking entry-level engineering 
position in a manufacturing 
setting.  



Going one step further…

CAREER TARGET: Investigative Division Internship 
■ Hardworking Business Administration student passionate 

about legal systems. Experienced leader with hospitality and 
retail experience. Adaptable problem-solver who excels at 
prioritizing, completing multiple tasks simultaneously, and 
following through to achieve goals. 





2. Summary of Qualifications
■ Summary or Positioning Statement

– Summarizes all your qualifications in one place.
– Can be a paragraph 
– Can be a series of bulleted statements 
– Can be a paragraph followed by a list of competencies works 

great
– Benefit: Can be attention grabbing for reader
– Benefit:  Requires your student to metacognate about their 

skills, qualifications and what they are able to contribute







Using parallel structure

■ When writing your summary or other passage, use the same word 
form for every item in a list of sequence.
– Example:  Noun, Noun, Noun

■ Effective coordinator of interagency actions with 
transportation Security Administration. Consummate 
professional with powerful analytical skills, a drug-free record 
and detail/results orientation. Effective collaborator motivated 
to get the right people at the table to achieve best results.

– Example:  Verb, Verb, Verb
■ Led team in defining needs, creating and implementing project 

plan, testing and troubleshooting. 



Example:  New MBA grad (p. 9) 



SKILLS 
Moving away from Resume Fluff to fact-based statements about skills



Write facts, not opinions 
■ Encourage students to start with job description
■ List 4-5 skills needed for the position
■ Make 2 columns, left side lists the skill, right side lists 

the proof. 
■ (Show examples) 
■ These ‘proof’ statements become the content of the 

skills summary 



Skills Proof Statements (p.14-17) 

SKILL
■ LEADERSHIP

■ ORGANIZATION, TIME 
MANAGEMENT, PLANNING

PROOF 
■ RECOGNIZED BY MANAGER FOR 

EXPERTISE AND ABILITY TO 
COMPLETE EXTRA PROJECTS WHILE 
MAINTAINING HIGH CALL VOLUME

■ FULL TIME COLLEGE STUDENT  
WORKING FULL TIME WHILE 
RAISING TWO CHILDREN AS SINGLE 
PARENT



Tips for a strong skills summary

■ Avoid 1 or 2 word skills statements like “Team Player” or “Good 
Communicator”

■ Use words/phrases such as
– “Recognized for….
– “Track record of…..”
– “Earned reputation for….”
– “Achieved __________standing”
– Experience doing ____________” 



Skills Proof Statements – Pairs activity

■ Use Skills Proof Statements handout
■ Think of a job and write it in the top
■ For each skill listed in the left column, write a statement 

that supports your claim for that skill
■ Think about the skill and how/where/when you 

demonstrate that skill
■ Write proof statement in right column



What goes on a resume?

*ANYTHING THAT MAKES STUDENT QUALIFIED TO APPLY.*

Jobs & 
Internships Volunteering

Classes & 
Related 
Projects

Clubs

Skills & Awards Family 
Responsibilities

Leadership 
Experience

Community 
Involvement



LANGUAGE, NUMBERS 
AND GRAMMAR

Numbers, En-Dash, Em-Dash, Education, More than, Hyphenation, 



Numbers…
■ More than vs. Over

Incorrect:  
Increased sales by over 20% in first 6 months. 
Correct: 
Increased sales by more than 20% in first 6 months. 

■ Numbers in a range:
Incorrect:  
Reduced waste by 4 – 5%. 
Correct:  
Reduced waste by 4% – 5%. 



En-dash  (remember “n” for numbers)

■ Correct: 75–100 staff; budget of $4M–$5M; 2008–2010

■ Explanation: The en-dash is used to indicate “to” between numbers.

You can create the en-dash in these ways:
■ By typing space-hyphen-space. When you type the next letter (or hit a tab or return), 

the hyphen is transformed to an en-dash. (Most MS Word settings.)

■ By using “Insert-Symbol-Special Characters–En dash.”

■ By using a keyboard shortcut. You can see the keyboard shortcut on the “Insert-
Symbol” menu, or you can create your own.



Em-dash (remember m for emphasis)
■ Correct: Closed $4M in new sales—a new company record—through 

aggressive cold-calling.
■ Explanation: A dash is used to set off a word or phrase to give it extra 

emphasis or otherwise distinguish it from the surrounding text. You must use 
an opening and a closing dash except when the dash expression ends the 
sentence—as in this example. 

■ You can create the em-dash in these ways:
■ By typing hyphen-hyphen. When you type the next letter (or hit a tab or 

return), the double hyphen is transformed to an em-dash. (Most MS Word 
settings.)

■ By using “Insert-Symbol-Special Characters–Em dash.”
■ By using a keyboard shortcut. You can see the keyboard shortcut on the 

“Insert-Symbol” menu, or you can create your own.



Periods after bullets

■ Correct:
– Delivered 17% cost reduction by leading office-wide belt-tightening efforts.

■ Explanation: Bullet point is a complete sentence (written in resume style without the 
word “I”) and therefore requires a period at the end.

■ Correct:
– Construction Management
– Subcontractor Selection & Oversight
– Budget management and cost control

Items in a list do not require a period at the end. 



Listing Education

Correct Incorrect

Bachelor of Science degree Bachelors of Science

Bachelor’s degree Bachelor’s of Arts

Master’s degree Master’s of Business Administration

Master of Business Administration Masters of Business Administration

Associate’s degree Associate’s of Arts

Associate of Arts Associates of Applied Science



Hyphenation

■ Correct: Led a high-profile campaign to introduce best-in-class business practices.

■ Explanation: When 2 or more words are used as a one-thought modifier before a noun, 
they are hyphenated.

■ Note: Adverbs ending in “ly” do not take the hyphen. “Built a highly productive team.”

■ Note: Common compound names used as adjectives are generally not hyphenated –
“supply chain management, high school education, real estate agent, safe deposit box.”

■ Correct: Hired new staff to cross-check all entries.

■ Explanation: Verbs composed of 2 or more words combined to form a single thought are 
hyphenated.



Write it Right

■ Review Page 8 on Language handout



Julie Collier, M.S. 
Coordinator, Work Experience & 
Internship Program

Folsom Lake College
Julie.Collier@flc.losrios.edu


	RefreshIng Your Resume Skills�Julie Collier, M.S. ♦ Folsom Lake College 
	Quick Survey
	Resume Writing Academy
	Goals of this workshop:
	Helping students with their resume:�REFRESH/REBOOT 
	Replacing the word ‘Objective’
	Slide Number 7
	Going one step further:  writing a creative headline in lieu of an objective
	Going one step further…
	Slide Number 10
	2. Summary of Qualifications
	Slide Number 12
	Slide Number 13
	Using parallel structure
	Example:  New MBA grad (p. 9) 
	SKILLS 
	Write facts, not opinions 
	Skills Proof Statements (p.14-17) 
	Tips for a strong skills summary
	Skills Proof Statements – Pairs activity
	What goes on a resume?
	Language, Numbers and Grammar
	Numbers…
	En-dash  (remember “n” for numbers)
	Em-dash (remember m for emphasis)
	Periods after bullets	
	Listing Education
	Hyphenation
	Write it Right
	Julie Collier, M.S. �Coordinator, Work Experience & Internship Program

