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Resume Introduction



Introductions
• Name
• Year
• 1 thing you want to highlight on your resume



Agenda
• Introductions
• Purpose
• Formats
• Sections
• Process
• Style
• Checklist
• Resources
• References



Why do I need one?
• Purpose: 

• Screen for the most qualified applicants for an interview
• The means by which an employer decides to hire you
• To get you a job interview!
• Provide enough information to make an interview decision
• Highlight your most relevant skills, experiences, qualifications, 

accomplishments and more

• Resumes are your own personal marketing tool!

• Your personal 'brand' includes:
• Resume
• Cover letter
• Website
• Social media
• Business cards



Do the details REALLY matter? YES!
• Employers make decisions in as little as 10-20 seconds
• Keep in mind the employers perspective

• What are THEY looking for?
• Why should they hire YOU?

• Targeted to a specific job description
• Addresses specific needs
• Use keywords from the job description in your materials

• Tailored to what they need
• Shows you are a good fit for THEIR job
• How will you contribute positively to the company?



What are employers looking for anyways?



Formats
• Chronological, Functional, and Hybrid
• 1-2 pages
• Relevant
• Recent history
• Targeted towards a specific job
• Identify skills and accomplishments that address employers 

needs
• Show how skills contribute to the organization
• Highlight outcomes and achievements
• There is not one single correct resume format, it depends



Sections of a Resume
• Required Items

Header

• Name
• Address
• Phone Number
• Email
• Website

Education

• Degree
• Institution/Location
• Major/Minor
• Date

Experience

• Company
• Location
• Dates
• Tasks/Responsibilities



Example Header

Michelle R.Z. Holland
1002 Sandpiper Trail, Cottage Grove, WI 53527

michelle.holland@wisc.edu | 608-438-1549



Example Education
Ph.D. Physics
University of Wisconsin-Madison
08/2014-Current
Minor: Astronomy
Research Area: Theoretical physics at the interface of nuclear physics, 
particle physics and astrophysics

M.S. Nuclear Engineering
University of California Berkeley
08/2012-05/2014

B.S. Mathematics
Carleton College: Northfield, MN
Certificate: Computer Science, Electrical Engineering
08/2008-05/2012



Experience Section
• Reverse chronological order
• Company, Location, Dates, Title
• Only include most important and relevant experiences
• Jobs (paid/unpaid), internships, student organizations, 

volunteering, community involvement, etc.
• Sections of experience: research, teaching, leadership, writing, 

outreach, service, etc.

• Example
• Organize all new student orientation activities for a PhD incoming class 

of 20 new students and coordinate the biological sciences picnic for 15 
graduate programs with over 200 students and faculty attending



Writing Impactful Bullet Points
• Identify the tasks of what you did
• Demonstrate achievements vs. just doing tasks
• Include results where possible
• Incorporate key words from job description
• Use numbers, figures, and facts

• WHAT did you do?
• WHY does it matter?
• HOW did you go about your work with methods, means, or 

approaches?
• WHAT results were achieved and how important was this?



From Good to Great!
• GOOD

• Organize recruiting events in physics

• GREAT
• Strengthened and improved two prospective student visit weekends for 

60 visiting students



Activity: Individual
• Pick a current or previous experience
• Identify the list of tasks that you did
• Take 1-2 of the tasks and make them into a good bullet point for 

your resume



Activity: Neighbor
• Exchange your bullet point with your neighbor
• Help each other refine the bullet point
• Take it from good to GREAT!



Other Resume Sections

Skills Publications Military 
Service

Additional 
Trainings Honors Achievements

Memberships Extracurricular 
Activities



Details Matter!

• 1-2 pages MAX 
• Single space within sections; double space between sections
• Consistency in wording and formatting
• Font 10-12 point
• Margins ½ to 1 inch
• One font for the whole document
• Use bold for section headers or subheadings
• Give it style, but not too much style!
• Keep the content updated regularly



More of this, less of that

• Save file to PDF
• Save file as 

titleofjob_last_firstname.pdf
• Proofread! Double-triple 

check your work before 
submitting

• Spell out all acronyms first 
before using abbreviations

• Submit as a word document
• Name your file "resume.doc"
• Include spelling or 

grammatical errors
• Fill your resume with fancy 

acronyms to sound like you 
really know your stuff



Who can help you?
• Colleagues in the Physics department
• Professionals in the field
• Success Works: L&S Career Center
• Friends and family



Resume Checklist
1. Qualifications: resume submitted for job description

2. Skills: clearly communicated to the employer

3. Communication: thoughtful use of words

4. Concise: sometimes less is more

5. Focus: include relevant skills to the job

6. Style: a representation of your personal brand

7. Length: 1-2 pages

8. Format: consistency is key

9. Proofread: spelling and grammar is correct

10. Feedback: ask your colleagues, friends, and family



Sample Resumes



The Process: It's as easy as 1-2-3!
1. Create the MASTER resume document

2. Tailor the master resume to EACH specific job you are 
interested in

a. Remove items or experiences that are irrelevant
b. Update language to mirror wording or phrases from the job posting
c. Rearrange the order of bullet points to highlight 
specific experiences

3. Submit the CUSTOMIZED document



Resources
• SuccessWorks at UW-Madison https://successworks.wisc.edu/
• Handshake at UW-Madison https://wisc.joinhandshake.com/login
• MyIDP Science Careers Individual Development Plan 

http://myidp.sciencecareers.org/
• Harvard University Office of Career Services: Resumes & Cover Letters for PhD 

Students https://ocs.fas.harvard.edu/files/ocs/files/phd_resume_cover_letRters.pdf
• The Versatile PhD: Writing Resumes and Cover 

Letters https://versatilephd.com/partner-help/writing-resumes-and-cover-letters/
• MIT Career Advising & Professional Development Resume 

Samples https://capd.mit.edu/sites/default/files/jobs/files/sample-resumes.pdf
• Verbal Origami: Inside Higher 

Ed https://www.insidehighered.com/advice/2015/07/27/essay-how-new-phds-
should-prepare-resumes-nonacademic-job-searches

https://successworks.wisc.edu/
https://wisc.joinhandshake.com/login
http://myidp.sciencecareers.org/
https://ocs.fas.harvard.edu/files/ocs/files/phd_resume_cover_letters.pdf
https://versatilephd.com/partner-help/writing-resumes-and-cover-letters/
https://capd.mit.edu/sites/default/files/jobs/files/sample-resumes.pdf
https://www.insidehighered.com/advice/2015/07/27/essay-how-new-phds-should-prepare-resumes-nonacademic-job-searches


References
• National Career Development Association (NCDA) Chapter 8 Job 

Seeking and Employability Skills
• Success Works at UW-Madison: Resume & Cover 

Letters https://successworks.wisc.edu/the-basics/resume-and-cover-
letters-2/

• Action 
verbs: https://www.labor.ny.gov/careerservices/PDFs/action_verbs.pdf

• New York State Department of 
Labor https://www.labor.ny.gov/workforcenypartners/pdfs/uniformcurric
ulum/resume-writing-powerpoint2012.pdf

• The Information School at UW-Madison Career Services 
Toolkit https://ischool.wisc.edu/current-students/

• National Association of Colleges and Employers (NACE): Employers 
want to see these attributes on students 
resumes https://www.naceweb.org/talent-acquisition/candidate-
selection/employers-want-to-see-these-attributes-on-students-
resumes/

• Resumes for Dummies, Laura DeCarlo

https://successworks.wisc.edu/the-basics/resume-and-cover-letters-2/
http://Achttps:/www.labor.ny.gov/careerservices/PDFs/action_verbs.pdf
https://www.labor.ny.gov/workforcenypartners/pdfs/uniformcurriculum/resume-writing-powerpoint2012.pdf
https://ischool.wisc.edu/current-students/
https://www.naceweb.org/talent-acquisition/candidate-selection/employers-want-to-see-these-attributes-on-students-resumes/


Email for your free 30-minute resume review appointment!

Michelle Holland
Michelle.holland@wisc.edu

2320 Chamberlin Hall

mailto:Michelle.holland@wisc.edu

