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Breaking down a resume

Formatting and tips



A General Disclaimer

- Resumes and resume advice are subjective; nobody’s 
advice is perfect.

- Resume expectations can differ a lot depending on 
country and/or type of position.



Positions in academia

- Significantly different from resumes needed for 
industry.

- Focus on research and collaboration.
- Focus on quality over quantity: be involved in 

specific, related projects and make significant 
intellectual contributions.

- Note that, to progress in research, one might need 
an advanced degree



Civil Service Positions

- Length doesn’t matter - go as long as is needed to 
describe everything you’ve done

- For some positions you must match all keywords 
listed in the job description or you will not be 
considered (even if those keywords seem trivial)



Our Resumes
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Some Parts May Be Fabricated For Display Purposes



The education always go at the top to tell the recruiter your background. Keep it simple, only add 
extra info if you don’t have relevant experience
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Breaking down a resume: 

name, contact info, & education



Breaking down a resume: 
work experience
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Work experience should be chronological with the most recent experience first. Make sure each bullet point is actionable and 
tells what you did, why you did it, and what the impact was. Got too much to fit on one page? Just list the title.
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Resume Bullets

Action Word What did you 
do

How did you do 
it

Why did you do 
it



Treat this section like work experience in formatting, but don’t put your extracurriculars in work 
experience unless you don’t have experience or it’s related to your field of work
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Breaking down a resume:
extracurriculars and leadership



Place specific, field of study-related projects here. Make sure to emphasize what you did and why you did 
it. Impact is key! 11

Breaking down a resume: 
technical/major-related projects



DON’T PUT SKILLS YOU DON’T ACTUALLY HAVE! Anything that is listed on your resume can 
be asked about in an interview. You can also add your proficiency level next to the skill.
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Breaking down a resume:

skills & additional information



ATS

Applicant Tracking Systems



Application Tracking Systems 
(ATS)

75% of resumes don’t actually get seen by a person

Over 90% of Fortune 500 companies use an ATS

What is an ATS?
– software programs that scan resume content and use an algorithm to search for 

keywords 🡪 COMPLETELY AUTOMATED

– filter which resumes will go on to the next round of the hiring process

– keywords look for certain skills, education, prior work experience and even 
former employers



Tips and Tricks:
Getting past the ATS

– Use an easy-to-read, parseable template

– Check online (Resume Worded is a great place to see if your resume is ATS-friendly)

– Tailor your resume for each job position

– Look through the job description and find keywords to include in your resume

– Find similar job descriptions and use those as inspiration 

– Quantify your achievements

– ATS also scans for numerical keywords to see if a resume talks about impact



Open Q&A

Ask anything, resume-related or not


