
R E S U M E S
A resume is used to highlight your skills and demonstrate why you’re the right fit for a

position.  While the content of your resume is unique to you, it’s important to ensure the

formatting and content of your resume is consistent with the expectations of the industry

you’re applying to. 

T I P S
Use action verbs in past tense for your

bullet points, even if you’re still in that

position. You’re highlighting

accomplishments that have already

occurred.

Think of your resume as a writing

sample you’re giving to a prospective

employer. Proofread carefully to ensure

there are no spelling, grammar, or

punctuation mistakes.

Do not include information in headers

or footers.

Edit your resume using the same

software each time to avoid data

corruption that interferes with the file

being properly read.

Avoid using acronyms or abbreviations. 
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Start by reviewing the job description to identify required skills and

qualifications. Match these with your own skills and experience. In your

experience section, use bulleted ‘accomplishment statements’ detailing how

you applied your skills, the tasks you completed, and the results achieved.

This helps hiring supervisors see the value and contributions you could bring

to the role.

H O W  T O  T A I L O R  Y O U R  R E S U M E

WHAT IS AN APPLICANT
TRACKING SYSTEM?
Applicant Tracking Systems (ATS) help

many companies streamline hiring by

scanning resumes and cover letters

submitted through platforms like

Indeed, LinkedIn, or employer job

portals. The ATS uses algorithms to

assess your qualifications and predict

your success in the role, assigning a

score to each resume. High-scoring

resumes are recommended for further

review. To improve your chances in

online applications, follow the

formatting recommendations in this

guide to ensure ATS compatibility



START with an action verb that describes the skill you want to highlight.
WHAT: State the task you completed clearly and concisely to provide context to the reader
HOW: List the skills you used to complete this task. The skills you choose to highlight should align with
those listed in the job description.
WHY: State the outcome of the task, focusing on what was accomplished, or how the organization
benefitted, to show the value you brought to this role.
Original statement: "Improved recycling options on campus"
WHAT: Improved recycling options on campus
HOW: By partnering with campus organizations to install 20 recycling centers on campus
WHY: To reduce excess waste
Accomplishment  Statement: "Improved on campus recycling options by partnering with PLU’s
Green Club to install 20 new recycling centers, resulting in a 15% reduction of excess waste”

CONNECTING WORDS:
by, through, utilizing

CONNECTING WORDS:
resulting in, in order to, for

Accomplishment statements refer to the bullet points in each experience block on your resume.
Writing about your experience in accomplishment statement format helps provide ‘evidence’ of
having specific skills, demonstrates how you’ve used your skills, and highlight your
accomplishments. If possible, quantify your achievements numerically to give your statements
even more credibility. Try using this ‘formula’ to make your statements stand out:

A C C O M P L I S H M E N T  S T A T E M E N T S

A C T I O N  V E R B S
Each bullet point should start with an action verb.
Here’s a list of possible verbs to use. Avoid using
first-person words like "I" or "me."

Planning

Teamwork

Communication

Leadership
Arranged
Created 
Designed
Developed  
Distributed
Executed
Established

Administered
Advised
Approved
Collaborated
Connected
Co-produced

Advertised
Articulated
Clarified
Contacted
Delivered
Encouraged

Assembled
Communicated
Conducted
Coordinated
Counseled
Developed
Directed

Research
Analyzed
Assessed
Calculated
Computed
Created
Critiqued

Facilitated
Generated  
Instituted  
Monitored
Operated
Organized
Prepared

Processed
Revised
Scheduled
Solved  
Transformed
Utilized
Implemented

Delegated
Designated
Directed
Informed
Integrated
Led

Managed
Negotiated
Networked
Resolved 
Supervised
Trained

Endorsed
Exchanged
Informed
Interpreted
Negotiated
Persuaded

Presented
Produced
Solicited
Transferred
Translated
Transmitted

Diagnosed
Evaluated
Experimented
Extracted
Investigated
Observed

Organized
Projected
Researched
Reviewed
Studied
Verified

Evaluated
Facilitated
Guided
Instructed
Led
Maintained
Managed

Mentored
Organized
Oversaw
Reorganized
Supervised
Taught

What was
the task you
completed?

How did
you

complete
it/gain
skill?

What was
the benefit
or reason

you did it?
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*Please refer to the key on the following page for detailed explanations 



Length should be one page with  1/2" - 1"  margins on all sides. The font size should be
between 10.5-12 pt using a font that is clear and easy to read.
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K E Y

Header: Your resume should include a header with your name in bold and slightly larger
then the rest of the text, your email address, phone number, and the city and state where
you live.

Education should be listed at the top of your resume. List the name of the school you
attended, the name of your degree (Bachelor of Arts, Bachelor of Science, etc.), and the
month and year you earned/will earn your diploma. Including your GPA is optional unless
the job description mentions it as a requirement. 

Experience can be just about anything you have done, including volunteer experience,
work experience, internships (paid or unpaid), research, or class projects. Each “experience
block” should be formatted the same way and include these five details: (1) organization
name, (2) location, (3) your title, (4) dates you were there, and (5) accomplishment
statements.

Include 3-5 bullets when describing experience that is very similar to the position you’re
applying for. For positions that are not closely related, focus on highlighting transferrable
skills, and include approximately 2-3 bullets.

List entries in the education and experience sections in reverse chronological order (most
recent at the top).

AI can be used in the resume writing process, though it should be used carefully. While it has
many potential uses, here are some things to consider before using AI for your resume.
Be aware:

There is no way to secure personal data, avoiding inputting sensitive information.
AI-generated content is identified and flagged by ATS screening software, which may be
viewed by hiring supervisors.
Information generated by AI may be inaccurate or biased. Always review outputs critically
and do additional research.

Ways AI can help:
Input your resume and job description into a chatbot and ask if you are a good fit you are for
the position. The AI model can suggest ways to tailor your resume to the application.

Avoid:
Copying and pasting AI outputs. While AI can offer recommendations and inspiration, your
resume and cover letter should be your own writing. Additionally, AI models do not know
you better than you do, so their output will often be incomplete.
Using the AI output formatting. It’s very important to make sure your resume formatting is
ATS-compatible if you plan to apply online using platforms like Indeed or LinkedIn.
Over-reliance on AI. Employers will ask you questions based on the content of your resume
during an interview. If you didn't write the content yourself, it can be challenging to answer
appropriately.

ARTIFICIAL INTELLIGENCE



FAQS

Should I include an Objective or Summary section?

It depends. Objective or summary statements may be used if the position you’re

applying for does not allow you to submit a cover letter, otherwise they’re optional.

Do I need to list every single job or experience I've ever had?

No, your resume should highlight jobs and experiences that demonstrate the skills

and qualifications the hiring supervisor is looking for. If you’ve never held a position

like the one you’re applying for, focus on experience involving transferrable skills,

like communication and team work, that are valuable in many positions.

Should I use a template from Microsoft Word or another resource?

It’s best to use a simple, easy-to-read layout, so a template isn’t necessary. Templates

can interfere with online resume submission software, and many are difficult to edit,

making it challenging to update your resume as needed.

How much does my formatting matter?

Formatting best practices exist so that the content of your resume can be quickly

and easily read by hiring managers and ATS’s. Make sure the formatting is

consistent, clear, and not too text-heavy. 
‘s

Do I need to use keywords from the job description in my resume? 

Using key terms from the job description is important to ensure your resume aligns

with the desired qualifications of the position you’re applying for. ATS can recognize

comparable terms, so the keywords you use don’t have to be an exact match. 

Should I have a skills section?

Your skills have the greatest impact when you write about them in the context of an

experience in your bullet points. A skills section may be included if you have specific

certifications, or specialized technical or language skills.

What do I do if I’ve never held a job?

You can still write a resume without any previous job experience. A resume is a

showcase of your skills which can come from a variety of experiences such as clubs,

athletics, volunteer work, and even coursework.

Do I need to list my references at the bottom of my resume?

No. If you are asked to provide references, they should be listed in a separate

document. See our References Guide for more information.

To have your resume reviewed and receive personalized recommendations,
schedule an appointment with a career advisor! 


