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Presentation Overview:
• Introduction of Guest Speaker 
• What is a resume?

• What to include in a resume? 
• Resume formatting 
• Sample resume

• Do’s and Don’ts of resume writing
• Common resume mistakes 
• Resume myths 

• Resources 
• CareerQuest
• Closing Q & A 
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Our Special Guest:

Emily Walsh, Branch Manager, Finance & Accounting
Emily Walsh has been a part of the Addison Group since February 2015. 
Throughout her professional career, she has obtained extensive insight 
into the staffing industry. Emily started her career in operations and 
then transitioned into a recruiting role in our Finance and Accounting 
division. During her time as a recruiter, Emily demonstrated a high 
capacity to service candidates and clients and was promoted to her 
current role as Branch Manager. Emily’s professional experience has 
proven her capability to be an effective champion as it relates to finance 
and accounting hiring initiatives. She serves her clients as a dynamic 
partner related to their finance and accounting recruiting needs.
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Our Special Guest:

Adrienne Barry, Branch Manager, HR & Administrative Staffing

Adrienne Barry has been with Addison Group for over 4 years and possesses 
over 6 years’ experience in the staffing industry. Honing her professional skills 
in client relations, business development, as well as full life-cycle recruitment, 
Adrienne provides deep knowledge and insight to her clients. Adrienne 
received her bachelor’s degree from Trinity University. She has become a go-to 
resource for client staffing needs throughout Maryland.
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What is a 
resume? 

A resume is a document that 
sums up a job seeker’s 
qualifications for the jobs they 
are interested in. 

It is your marketing tool; 
according to theladders.com 
“statistics show you have 7.4 
seconds to make an impression.”

Simply put when creating your 
resume, “you should create it for 
the job you want not the one that 
you currently have.” 



6

What to include in a resume? 

Contact 
information 

A summary 
instead of an 

objective 

Tailored language 
for the industry 

Highlight of skills, 
experience, 

contributions and 
achievements 

Quantifiable data 

Clear, concise and 
non vague 
language 
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Creating a header: 
• Your name – full, searchable name (usually the 

biggest header on your resume) 
• * Your Location – at least the city, state and if 

you are open to remote or relocation 
• Your Phone Number – most used number 
• Your Email Address – a professional and easy 

to read address 
• Any relevant links – creative industry may link 

to a portfolio or LinkedIn 
What to include in the header 

https://www.themuse.com/advice/heres-exactly-what-should-be-included-in-your-resumes-header
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Examples of functioning headers: 
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Objectives Vs. Summary: 
• Usually one or two 

lines 
• Tends to be vague 
• Full of fluff 
• Focus on what the 

employer can do for 
you

• This is an outdated 
method for an 
introduction 

• Usually four to six lines 
• Clear and concise 

language about your 
skills and experience 

• Shows your individual 
contributions 

• Focus on what you can 
provide to the employer 

• An updated method for 
an introduction 

Objective Vs. Resume

https://www.topresume.com/career-advice/ask-amanda-how-are-a-resume-objective-and-a-resume-summary-different
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A summary should include: 
• How many years of experience you have? 
• The results you can bring to the role (your 

impact and individual contributions)
• Highlight your background (relevant skills & 

experiences) 
• Clearly state the position you are seeking 
• The summary can be in bullet form as a 

highlight of your qualifications or it can be in 
paragraph form. It should be brief about 6 lines 
or less. 

Create a summary

https://www.idealist.org/en/careers/an-easy-formula-to-help-you-craft-the-perfect-resume-summary
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Example of a summary: 

Create a summary

https://www.idealist.org/en/careers/an-easy-formula-to-help-you-craft-the-perfect-resume-summary
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Highlight 
transferable 
skills 

Skills acquired from one’s 
education and experiences. 

These skills can be hard skills, 
such as management 
experience, technology 
experience and language 
proficiencies. 

These skills can also be soft 
skills, such as written and 
verbal communication, 
customer service skills, and 
organizational skills. 

Transferable skills 

https://www.livecareer.com/resources/resumes/basics/transferable-skills-set


13

Highlight 
your 
experience 

Experience is not solely work experience. 

Add in volunteer, internship and freelance experience. Include 
your individual contributions and achievements. 

Relevant coursework and special projects. 

If you do not have any of the above-mentioned experience, 
you may consider joining professional organizations, reach out 
to your network, research state and county opportunities to 
get engaged with your community. 

Gaining experience sometimes means you may have to get 
creative and find unique ways to build your skill set. 
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Verbs & Action Words: 
Did you lead a project? 
• Executed 
• Operated 
• Coordinated 
• Oversaw 

Did you change or improve something? 
• Customized 
• Converted
• Integrated 
• Merged

Powerful Verbs 

https://www.themuse.com/advice/185-powerful-verbs-that-will-make-your-resume-awesome
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Verbs & Action Words: 
Did you increase efficiency? 
• Accelerated 
• Enhanced 
• Boosted 
• Delivered 
• Generated 

Powerful Verbs 

https://www.themuse.com/advice/185-powerful-verbs-that-will-make-your-resume-awesome
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When creating job descriptions:
• Answer at least 3 of the 4 questions when creating 

your job description: 
• Who - i.e. type of client, the roles you interfaced with 
• What - were the results of your work
• When - timeline/era if possible or applicable 
• Where - as in the environment if applicable, whether 

virtually or physically 
• How - software, databases, hardware, office equipment, 

did you collaborate with other team members? 

“Asking yourself and answering these questions for each 
bullet point will help you identify opportunities to 
strengthen the content” – Cathy Francois, Assistant Director 
of Career Programming 
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Examples of job descriptions: 
Instead of saying: “Answered phones” or 
“responded to customer emails” 
Consider saying: “Resolved customer issues 
through phone, email and chat conversations.” 

Instead of saying: “Took customer orders and 
delivered food.” 
Consider saying: “Served customers in an 
upscale 100-seat restaurant.” 

How to write job descriptions

https://www.thebalancecareers.com/how-to-write-job-descriptions-for-your-resume-2063182
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Add in quantifiable data: 
• Quantify as much information as possible, add in numbers, 

percentages and dollar signs. 
• Ask yourself, “how many clients or customers have you 

worked with?” 
• Ask yourself, “are you responsible for increasing or 

decreasing revenue?”

Examples: 
• Resolved customer concerns efficiently and expeditiously, 

answering approximately 300 calls per week.
• Achieved 100% of call performance goals for accuracy, 

speed, volume, resolution of issues, and customer 
satisfaction.

How to write job descriptions

https://www.thebalancecareers.com/how-to-write-job-descriptions-for-your-resume-2063182
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Industry Keywords: 
• “ Resume keywords are critical to helping you 

get your resume noticed by employers.” 
• Keywords: Words or short phrases that are 

unique to the industry 
• These can be found in the skills, duties and  

responsibilities, and/or the core competencies 
sections of the job description. 

• Keywords can be added to the summary, job 
duties, or skills section of the resume. 

Resume Keywords 

https://www.thebalancecareers.com/resume-keywords-and-tips-for-using-them-2063331#:%7E:text=In%20order%20for%20an%20employer,your%20resume%20that%20seems%20appropriate.
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Industry Keyword Examples:  
• A customer service representative could 

include:
• Customer service
• Customer tracking system
• Computer skills
• Order entry experience

• A candidate for an employee benefits 
management position might use :

• Employee benefit plans
• Health care benefits
• Benefit policy

Resume Keywords 

https://www.thebalancecareers.com/resume-keywords-and-tips-for-using-them-2063331#:%7E:text=In%20order%20for%20an%20employer,your%20resume%20that%20seems%20appropriate.
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Additional Areas to Highlight: 
Achievements or 
Honors 

Relevant Coursework 
or Special Projects 

Publications Professional 
Organizations 

Freelance or 
volunteer work 

Additional trainings 
and certifications 
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Resume Formatting: 

Font Style 

• Times New Roman 

• Calibri

• Arial 

• Helvetica 

• Cambria 

• Georgia 

• Garamond 

• Avenir Next 

• Muna

Font Size – 12 is ideal nothing less than 10 
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Resume Formatting: 

• Choose the right format to tell your career story 
• Chronological: listing experience from your most recent to oldest; 

this is the most traditional resume format 
• Functional: a focus more on relevant skills than work history 
• Combination: a blend of chronological and functional; you would 

list from most recent to oldest while emphasizing both work 
experience and relevant skills 

• Use margins 

• Use section headers 

• Use bullet points 

• Make sure it is easy to read, get a friend or family member to read it 
over for typos or misspelled words 

• Spell out words, shy away from the use of abbreviations 

• Remove tables or photos, not all systems can pull in the formatting 
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Resume Section Headings: 

• Make them stand out
• Use a larger font size then your content, use bold font 

• Keep it simple 
• Professional and polished 

• Keep them brief
• Short, sweet and to the point 

• Don’t use vague headings 
• Be clear, what will this section highlight 

• Don’t overcrowd the resume
• It should be legible, highlight the most important parts 

• Use a resume template 

Resume Section Headings 

https://www.resumecoach.com/resume-section-headings/
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Resume Section Headings: 

• Professional Profile or Summary or Summary of qualifications 

• Core competencies or Skills 

• Education 

• Work History or Professional Experience 

• Volunteer Experience or Internship Experience or Relevant Experience

• Professional Organizations or Professional Affiliations 

• Achievements 
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Sample 
Resume: 

Sample resume 

https://www.businessinsider.com/why-this-is-an-excellent-resume-2013-11


27

Resume Do’s and Don’ts: 
Do’s

• Do tell the truth 
• Do use clear and 

concise language 
• Do create a targeted 

resume 
• Do add in quantifiable 

data 
• Do include relevant 

skills

Don’ts 
• Don’t lie on your 

resume 
• Don’t try to hide gaps 
• Don’t be vague 
• Don’t use more than 2 

fonts 
• Don’t go overboard 

with the design and 
text effects 

Do's Vs. Don'ts

https://www.themuse.com/advice/42-resume-dos-and-donts-every-job-seeker-should-know
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Common Resume 
Mistakes: 

• Spelling and grammatical errors, missing contact 
information, unprofessional email address 

• Including outdated or irrelevant information 

• Writing in the improper tense: If you're employed 
and writing about the responsibilities and 
accomplishments in your present job, use the 
present tense. If you're writing about a past job, 
use past tense.

• Writing in the third person: The resume should not 
be written in third person but in first person, do not 
use the pronoun “I”, instead of “I answered 
telephones” just say “answered telephones…”
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Common Resume 
Mistakes: 

• Resume is too general, and it is not tailored to 
the job of interest 

• Repetitive words or phrases 

• Formatting or design is too elaborate 

• Failure to demonstrate results, not quantifying 
your individual contributions 

• The resume is hard to read, too many bullets or 
dense blocks of text 
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Resume Myths: 

“My resume has to be 1 page” 
No, it does not have to be it depends on how many years 
of experience that you possess. 

“My resume can be general” 
A resume should be targeted for the industry you are 
applying to. 

“ I do not need a separate resume for federal and private sector 
jobs” 

Yes, you do need separate resumes, for private sector you 
need a standard resume which is usually 1 to 2 pages, for 
the federal sector you need a federal resume which can be 
from 3 to 6 pages. 
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Resume Myths (cont’d):

“I need a fancy design to get noticed”
Fancy designs are more acceptable for creative industries, if 
you are not in a creative industry you want to put more time 
into your content and highlighting your skill set. 

“I need to put all of my work experience on the resume” 
A resume should show 10 years of relevant experience. 
Employers want to see your most up to date skills and job 
duties. 

“ I can use one resume to apply to different positions”
Resumes should be tailored to each position, a resume you 
would use to apply for an administrative assistant role would 
not be the same as a cybersecurity role. 

Resume Myths Vs. Facts 

https://theundercoverrecruiter.com/resume-myths-facts-infographic/
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What makes a great resume? 

Do include your contact information Do include

Provide a summary instead of an objective Create

Highlight your skills and add in relevant coursework and experienceHighlight

Use clear and concise language; do not be vague; check for typos/misspelled words Use

Add in your individual contributions and achievements, while using quantifiable dataAdd in

Create a tailored resume, add in keywords Create

Don’t use crazy fonts, colors or elaborate designs Don’t use
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Additional Resources:

Get instant resume feedback using VMock
which can be found in the “tools” section of 
CareerQuest. 

Visit the UMGC Career Services platform, 
CareerQuest.

Book a meeting with any of our Career 
Advising Specialists. 

https://careerquest.umgc.edu/hub/umgc-careerquest/resources-v2/post/resumes-2
https://careerquest.umgc.edu/hub/umgc-careerquest/home
https://careerquest.umgc.edu/hub/umgc-careerquest/advising/people
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Upcoming 
Events:

• Webinar: Building your Professional 
Network – Dec. 2, 2020, 7-8pm

• Webinar: What Can Career Services Do 
For You? – Dec. 8, 2020, 7-8pm



Questions?
UMGC Career Services and

Alumni Relations

(240) 684-2720
careerservices@umgc.edu

We want to hear from you:
https://www.surveymonkey.com/r/CNYJWCX

mailto:careerservices@umgc.edu
https://www.surveymonkey.com/r/CNYJWCX
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