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There are plenty of misconceptions surrounding resumes.
Here are a few:


Misconception: The resume is just a way to show work history.

Reality: The resume is your highlight reel.
- It’s showcasing your best of the best. This is because recruiters see past behavior as a predictor for
future behavior. You select to write what prime examples demonstrate what you are capable of with
purpose.
EXAMPLE: Employers assume if you’ve done amazing customer service as a front desk worker, then
you’ve probably done quality service for other experiences and can do it again – for their company.


Misconception: No one really reads resumes.

Reality: Employers look for what is wrong.
- It is easy to weed out applicants for quick errors. Inferences are made about grammar, spelling and
accuracy, which effects recruiting decisions.
EXAMPLE: Do you mention having great communication skills, yet there’s misuse of “their,” “there”
or “they’re”?


Misconception: Writing complete sentences are usually frowned upon.

Reality: The resume reveals your critical thinking and thought processing abilities.
- It’s okay if the sentences are long. What you select to write about is important. You need to provide
the context for how you do the work and show why you chose to write about it.
EXAMPLE: The employer thinks: “With this limited one-page space what does this applicant think is
critical to share and why?”


Misconception: The Education section should be at the bottom, placement of sections do not matter.

Reality: Placement does matter.
- A recruiter does mini sorting when going through resumes. Placement of Education, and other sections
are quick visual cues that signals the length of time spent in the field—after graduation.
EXAMPLE: Placing Education at the top immediately signals you are in school or about to graduate.
If you have graduated and have 3-5 years plus in the working world, then Education is placed at the
bottom of the resume. We want all applicants to be competing at their current level and
not eliminated due to this misunderstanding.


Misconception: Employers only want to see paid work listed on a resume.

Reality: Employers define experience as how you practice the knowledge and skills learned in class.
EXAMPLE:
 Course projects
 In-depth volunteering (On a continual basis over a long period of time.)
 Leadership roles
 Part or Full-Time jobs, and internships
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Efficiency & Efficacy
Let’s address the pain of resumes: It is challenging to write to one page. It is emotionally draining to face the
past. It is frustrating to guess what employers even want. We hear you. As a result, we created a positive and
productive process that works. Spend 10-15 minutes a day, no all-day resume bingeing, to see the results.

STROLL MEMORY LANE
STEP 1 Start with a pen and paper. Why? Because writing is better for memory recollection than a computer.
STEP 2 Print a Story Map for each of your experiences. Why? Doing story mapping serves multiple purposes. It
helps organizing facts. It helps recalling facts faster. It helps increase efficiency for writing. Later on, these can
also be used for interview preparation.
EXAMPLE: of a story map being used in this context. A blank story map is at the back of this packet.
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RESEARCH WHAT REALLY MATTERS
STEP 3 With story maps in hand, go to ONETonline.org. Why? All will be revealed in the followings steps. What
is it? It is a U.S. Department of Labor website. It lists the majority of occupations in the United States and is a
compilation of census data and statistics gathered from employees working in those U.S. occupations.
STEP 4 In the search box type the job you are interested in. The results will list job titles relevant to the search.
Click on the one closely related to your career interests.
EXAMPLE:

Step 3

Step 4
Select the job that is
closest to what you
would like to do.
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RESEARCH WHAT REALLY MATTERS, continued
STEP 5 Upon opening, you’ll see a Summary Report for the job. Within the report it lists the Tasks people do in
that job. It lists Tools and Technology typically used for that occupation. It also lists the Knowledge, Skills and
Abilities, or KSAs, needed to perform those tasks in the role.
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MATCH EXPERIENCES TO TASKS
STEP 6 Read over the Tasks section. Ask yourself: Have I done some (or parts) of these tasks that people in the
job do? Yes? Then is it on your resume? If you have more than one experience tied to a task, select the best
one to showcase.
EXAMPLE:

Step 6

STEP 7 Start drafting sentences. There should be one idea per sentence. Ask what contextual evidence would
best support the focus of the sentence. Use #, $, % or how often, like daily, weekly, quarterly, to give a clearer
picture to how the tasks are done. It’s okay for these to be long sentences. Present experiences are written in
present tense. Past experiences; past tense. Overall, the resume must be written in third person.
TIP: To prevent getting off-track, write and circle what is the focus of the sentence.
EXAMPLE
Let’s play recruiter. Read these sentences. What do you notice? What makes it compelling to you?
MEH:
Conduct telephone interviews with customers.
GOOD: Conduct weekly telephone marketing research interviews with customers across the nation.
GREAT: Conduct an average of 50 -75 marketing research phone interviews weekly with customers from key
Midwestern markets; which contributed to a larger data pool for the research and development
team to analyze in developing new products for clients.

LAST, BUT NOT LEAST: THE GRANDMA TEST (Or the Elderly-Person-Who-Loves-You Test)
How it Works

Imagine your grandma, or someone elderly who loves/d you. Got them in your mind? Great. Now imagine you
are coming home, and they greet you happily at the door, asking: “What did you do today?”
Now - here is the test - literally read your resume sentence aloud as your “response” to grandma - if it sounds
weird - then it reads weird. If it causes grandma to respond, “What does that mean?” You wouldn’t leave
grandma hanging, you would further explain yourself. And THAT helps with the writing process. This test
makes you aware of excess verbiage and helps catch jargon. Upon finishing all sentences, you can type them
and place them into the appropriate section.
EXAMPLE TO READ ALOUD
Helped guiding new arriving students to the different resources available on campus and other important
academic skills.
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Formatting: You Do You
Here are best formatting options with explanations regarding the benefits to each one. So, it is up to you to
decide which layout you feel best presents and communicates your experiences to employers.
These format visual representations show where the sections should be placed. The order of the sections
are the same unless shown differently in the below graphic.
*Remember you can select a different layout to suit your needs as your career evolves.

Option A
This format is a typical layout with sections that are organized for the reader.
Summary is asterisked and is discussed at the end of the section descriptions on purpose.
Option B
This can be helpful if you have little to no experience directly related to your career interests. Only the
upper-level class titles should be utilized here. The lines represent visually how the classes should be neatly
presented.
Notice you can either choose the ‘Experience’ section layout to look like A or C depending on how you would
like recruiter to obtain the information.
Option C
This layout is great in allowing the recruiter to quickly see your experiences that are more relevant to the
job. By organizing in this manner, it allows relevant experiences to be brought to the forefront, which would
otherwise be buried if using the typical format (Option A).
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EXAMPLE

OPTION A: TYPICAL FORMAT
Experience
Ramen-san, Chicago, IL
Aug. 2009 — Present
Part-Time Host
 Efficiently assisting 100 clients daily; increasing to 300-600 for weekend traffic at upscale ramen restaurant in
River North, contributing to more than $50,000 in monthly sales.
 Collaborate with servers and manager for an efficient rotation of clients throughout shift and attend to
special requests, such as attending to the privacy needs of Grammy-Award winning artists or politicians.
Target Hope, DePaul Chapter, Chicago, IL
Sept. 2014 — Present
Secretary
 Document, report and file communications from 50 members at bi-quarterly chapter and Executive Council
meetings in Google Docs, which upon creating and developing, increased trust and transparency for members
in giving 24-7 access to information.
Aban Aya Youth Project, Chicago, IL
Sept. 2010 — Aug. 2014
Volunteer
 Coached 6th graders who were considered high-risk for dropping out of school due to living in Englewood,
which as of 2000 had poverty rates of 44%, compared to 20% for the city.
 Supported academic success by exposing students to resources and alternatives for professional development.
 Taught students coping skills for stress, resulting in noted improved behavior by teachers on report cards.
EXAMPLE

OPTION B: LITTLE TO NO EXPERIENCE
Education
DePaul University, Chicago, IL
BSB Economics
GPA: 3.0/4.0
Relevant Coursework
Behavioral Economics
Business Communication

Expected June 2018

Econometrics
Business and Economics Forecasting

International Trade
Consumer Behavior

EXAMPLE

OPTION C: SOME EXPERIENCE
RELEVANT EXPERIENCE
UNICEF, DePaul Chapter, Chicago, IL
Sept. 2014 — Present
Secretary
 Document, report and file communications from 50 members at bi-quarterly chapter and Executive Council
meetings in Google Docs, which upon creating and developing, increased trust and transparency for members
by giving 24-7 access to information.
OTHER EXPERIENCE
Ramen-san, Chicago, IL
Aug. 2009 — Present
Part-Time Host
 Efficiently assisting 100 clients daily; increasing to 300-600 for weekend traffic at a small, upscale Asian ramen
restaurant in River North, contributing to $50,000 in sales per month.
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Sections for a Successful Resume
The resume is organized by sections, which quickly indicates to the hiring manager where to find important
information. Each section is discussed below; what information it should contain and what it tells the reader:

INFORMATION HEADER
Do not include your address. This has been discussed among recruiters, employers and HR. In this digital age
and safety for personal information, no one needs to know where you live. Also, sadly, there have been
incidents where discrimination occurred based upon where one lives, such as can they get to work living so
far away? So, let’s prevent any potential biases and remove your address!
Header (name and
Your preferred name and how to contact you. The reader shouldn’t have to think
contact information) about this (e.g., wonder what name you go by.)
This section is located at the top of the page.
EXAMPLE

Lisa M. Simpson
lisamsimpson@gmail.com

312.362.8437

https://www.linkedin.com/in/lisamsimpson

EDUCATION
This section immediately signals to recruiters you are in school or recently graduated. Otherwise they
assume you have 3-5 years of experience out in the working world after graduation. Education at the top is
important!
- If your GPA is 3.0 and above then include it on your resume; if not, leave it off. For transfer students and
freshmen, please refer to the Specialized Resume section on how to list Education.
NOTE: Finance and Accounting majors have different GPA requirements. Refer to the Accounting and Finance
resume handout.

Education

Whether you meet the education requirements. Again, helps the reader quickly
match you to the position requirements.

EXAMPLE
DePaul University, Chicago, IL
Expected June 2015
Driehaus College of Business
BSB, *Marketing, Sales Leadership concentration
Hospitality Minor
GPA: 3.0/4.0**
Dean’s List: All Quarters in Attendance, or list the Quarter year.
EXAMPLE
Spring 2013, Winter 2014, Fall 2015
Academic Scholarships: List names only, not associations.
NOTE: If your major is within the College of Liberal Arts & Sciences, such as Economics, then write ‘BA’ to
indicate Bachelor of Arts.
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Sections for a Successful Resume, continued
EXPERIENCE
Employers want to learn how you practice the knowledge and skills learned in the classroom that relate
to your field of study or even better, the job you are aiming for.
Experience

What you’ve accomplished that’s relevant. Explain what you’ve achieved
that could also benefit the reader's company.

Employers define “Experience” as:
-FT/PT jobs and/or internships
-In-depth volunteering (defined as spending consecutive time at an organization)
-Course projects
EXAMPLE
Compensation and Benefits course, Chicago, IL
July 2015 – Present
Pay Scale Project
 In a group of four, researched and analyzed pay scale data, plus producing a competitor analysis for
customer service roles for a global telecommunications company; ultimately presenting findings and
making recommendations to hiring managers and HR at the end of the course.

SKILLS
The Skills section should always be last. Why? Because recruiters quickly refer to that location and expect
to see it there when reviewing thousands of resumes.*
Skills

Whether you have the required skills. Helps the reader quickly match your skills to
the position requirements.

The Skills section lists only your hard skills: computer programs, languages, and/or certifications.
You need to indicate your skill level: basic, proficient, or advanced in these skills.
EXAMPLE
Basic in verbal and written Spanish
Proficient in SPSS, Salesforce, Outlook, Excel, Word, and PowerPoint
Basic in Prezi
*The potential exception is for Management Information Systems (MIS) majors focused more on IS careers. Refer to the College of Digital Media (CDM) resume packet.
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SUMMARY
The Summary is three to four sentences, high-level look at your accomplishments, or unique skills. We
recommend to work on this last because after writing, your mind should be refreshed and ready.
Top portion of resume
(first third to half)

If your resume is worth reading further. This opening “snapshot” should entice
readers to read more.

Another way to think of the Summary:
Let’s say you want to buy a song online, but there are two versions. So, you listen to a sample of each
song. What plays is typically the chorus. The resume is like the song and the summary is like the chorus.
Then it would be odd if you purchased the song and didn’t hear the chorus. Just like the song, the
EXAMPLE

Summary
Motivated senior with relevant Category Management experience; background in using syndicated
data, Nielsen Answers, and developing presentation skills through Toastmasters.

RELEVANT COURSEWORK
The benefit to adding this section is it adds more opportunity to pick up keywords by the computer.
Only upper level courses should be mentioned.
EXAMPLE

Coursework
Category Management
International Marketing

Advanced Marketing Management
Science of Retailing

Quantitative Methods in Marketing
Selling Professional & Collegiate Sports

FINAL CHECK
Check the list below. When done save the resume as a PDF. This guarantees format consistency, no matter
what variation of Word the reader has. Now reopen and re-link all hyperlinks to make it easy for the hiring
manager to contact you.
Bullets

Bulleted text allows you to break down complex information into readable chunks,
and also highlight key points

Easy-to-scan
headings

Your reader should be able to quickly locate key sections on your resume, such as
Education, without extensive searching.

Limited number of
fonts

Use no more than two fonts styles — one for headings and the other for body text.
More than that is distracting.

Selective use of bold

Use bold carefully and consistently. For example, if you bold the name of one
company you’ve worked for, do it in all cases.

No underlining
(except links)

Reserve underlined text for web links. If you need to emphasize something, use
bold or a different font size instead.

Consistent spacing

Use the same amount of space before and after headings, between bullets, etc. This
gives your resume a uniform look.
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Specialized Resumes
Athlete Resume
Remember “Experience” is defined by employers as in-depth volunteering, in addition to full and part-time
jobs. Being a student athlete is a combination of these two experiences.
Quick Tips:

Go to ONETonline.org, using the search box, type the job you are interested in. Upon selecting the job,
scroll down and review the Knowledge, Skills and Abilities (KSAs) sections, which are needed to perform
tasks in that role. Now, opening a new tab, type in “Athletes and Sports Competitors.” With these two
tabs open, review and match the KSAs that are transferable; which ones can be used for both roles.
Then focus sentence writing around those that are transferable.
EXAMPLE
Searched job: Operations Manager
Stars note the Skills and Abilities needed as an Operations Manager and for Athletes and Sports Competitors.

Do mention any accolades; athletic and/or academic awards received.
EXAMPLE
DePaul University Track and Field Team, Chicago, IL
Aug. 2010 – Present
 Led the nation with the highest cumulative team GPA (2009-2010) as a walk-on recruit for 300 hurdles.
 Named to the 2009, 2010 and 2011 Big East All-Academic team
 Head team liaison for more than 25 annual community service efforts with the Sports Community Service
Council, resulting in more than $10,000 raised for Chicago charities
DePaul University Athletic Academic Advising (AAA) Career Development
https://offices.depaul.edu/student-affairs/about/departments/Pages/aaa.aspx#about-sa
*Reference Page 21 for a full example
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Specialized Resumes, continued
Freshman Resume
Quick Tips:
 Education section either/or high school and DePaul University.
 Make sure to add your GPA when the first quarter ends.
 It’s okay right now to leave your high school experiences; sophomore year remove them and update with
your new collegiate experiences.
EXAMPLE:
DePaul University, Chicago, IL
Driehaus College of Business
BSB, Marketing
Shermer High School, Shermer, IL
High school diploma
GPA: 3.5/4.0

Expected June 2020

May 2016

*Reference Page 16 for a full example

International Student Resume
Quick Tips:
If you utilize an American name in place of your birth name:
 To prevent confusion in the information section, only write your American first name.
 Make sure your emails and contact information are consistent with your American first name, such as
email, voice mail messages and email signatures.
 However, write out birth name when filling out internship or job paperwork as you might be asked these
legal questions:
- What is your name?
- Have you worked for this company under another name?
- Have you used a name such as an assumed name or nickname the company would need to
know to check your previous work and educational records? If so please explain.
Things you do not include on your resume:
 Personal photos
 Country of origin or nationality
 VISA status
Office for International Students and Scholars (OISS)
http://oiss.depaul.edu/
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Specialized Resumes, continued
Military Resume
Quick tips:
 Translate military jargon into civilian terms
o Assume the hiring manager knows nothing about the military
“Commanded”= “Supervised” or “Directed”
o Quantify your statements: “250 personnel,” “$3M budget,”etc.

Focus on skills, qualifications and accomplishments that are transferable
o Soft skills: decision-making, resourcefulness, teamwork, performing under pressure, leadership, flexibility,
attention to detail, self-motivated

Do not use acronyms; spell out all affiliations

If you’ve held numerous ranks and duties, choose the ones with the most responsibilities/are most relevant to
the position for which you are applying
 Offer brief explanations for any phrases or titles that may not be self-explanatory
o Example: if you attended NERS (Navy Enlisted Recruiter School), describe it as an in-depth, three-week
sales training course
From University of Tennessee Career Center

Job and Skills Translator
http://www.military.com/veteran-jobs/skills-translator/
Univ. of Tennessee
http://career.utk.edu/CS/wp-content/uploads/pdf/Military-Resume.pdf
DePaul University Veterans Office
http://offices.depaul.edu/student-affairs/support-services/for-specific-populations/Pages/veteran-services.aspx
*Reference Page 16 for a full example

Study Abroad Experience
Quick tips:
It is a wonderful opportunity to see the world, expand our understanding of cultures and reflect upon our character in the process. With this experience; however, unless it is an in-depth class or internship abroad, we want to list
it humbly. It will be placed within the Education section, after the GPA.
EXAMPLE:
Huaqio University, Quanzhou, China
Study Abroad Program, Winter Quarter 2015
*Reference Page 17 for a full example

Transfer Student Resume
Quick tips:
During your first quarter at DePaul, your former and new college will be listed. Upon completing your first quarter
obtaining a DePaul GPA, then remove your former college. Recruiters are mostly concerned with where you will
receive a Bachelor’s degree. By deleting former college it opens up more space for other sections. You can always
add more information, such as your former college, to your LinkedIn profile.
EXAMPLE:
DePaul University, Chicago, IL
BSB Management, Entrepreneurship concentration
Oakton Community College, Des Plaines, IL
Associate in Arts, Marketing Management
GPA: 3.3/4.0
*Reference Page 18 for a full example

Expected June 2020
May 2018
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Resume Samples

General Management
(Freshman)

Economics
(Military Background)

16

Hospitality
Hotel & Lodging
Concentration
(Study Abroad)

Management,
Entrepreneurship
Concentration
(Business Owner)

17

Management,
Sports Operations
Concentration
(New Transfer Student)

Management,
Human Resources
Concentration
(Leadership)

18

Marketing,
Sales Leadership
Concentration
(Class Project)

General Marketing
(Leadership role)

19

Marketing,
Sales Leadership
Concentration
(Double Major)

Marketing,
Sales Leadership,
Category Management
Focus
(Relevant Coursework)

20

Management,
Operations Management
Concentration
(Double major and
concentration)

Real Estate
(Student Athlete)
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Resume Writing Resources
ACTION VERBS AND TRANSFERABLE SKILLS
Beginning each bulleted accomplishment statement with a strong action verb helps to highlight your successes and
allows a reader to get a sense of your skills by scanning the page prior to reading each individual bullet point. It is a
good idea to vary the action verbs on your resume in order to appeal to different audiences. Below is a list of verbs
to help get you started.
A
Achieved
Acted
Adapted
Adjusted
Administered
Advanced
Advised
Altered
Analyzed
Appraised
Arranged
Assembled
Assessed
Audited
B
Balanced
Budgeted
Built
C
Calculated
Calibrated
Categorized
Charted
Classified
Coached
Collected
Combined
Communicated
Compiled
Composed
Computed
Conducted
Configured
Consolidated
Constructed

Consulted
Contrasted
Controlled
Converted
Convinced
Coordinated
Counseled
Counted
Created
Cultivated
D
Decided
Decreased
Defined
Delivered
Demonstrated
Designed
Detected
Determined
Developed
Devised
Diagnosed
Differentiated
Distributed
Documented
Doubled
Drafted
E
Edited
Eliminated
Encouraged
Engineered
Enhanced
Ensured
Established
Estimated

Evaluated
Examined
Executed
Expanded
Expedited
F
Facilitated
Filed
Filled
Forecasted
Formulated
Fostered
Fulfilled
G
Gained
Gathered
Generated
Grew
Guided
H
Handled
Headed
Hired
I
Identified
Illustrated
Implemented
Improved
Increased
Influenced
Informed
Initiated
Inspected
Installed
Instituted
Instructed

Integrated
Intended
Interviewed
invented
Investigated
L
Launched
Lectured
Led
Liaised
Logged
M
Maintained
Managed
Manufactured
Marketed
Measured
Mediated
Mentored
Migrated
Minimized
Monitored
Motivated
N
Negotiated
O
Obtained
Operated
Orchestrated
Ordered
Organized
Originated
Oversaw
P
Performed
Persuaded

Planned
Posted
Prepared
Prescribed
Presented
Priced
Processed
Produced
Promoted
Proposed
Protected
Provided
Purchased
R
Realized
Received
Recommended
Reconciled
Recorded
Recruited
Redesigned
Reduced
Referred
Removed
Reorganized
Repaired
Reported
Represented
Researched
Resolved
Restructured
Revamped
Reviewed
Revised
Revitalized
Routed

S
Scheduled
Selected
Separated
Served
Serviced
Set up
Simplified
Sold
Solved
Specified
Started
Strategized
Streamlined
Strengthened
Studied
Summarized
Supervised
Supplied
Supported
T
Tested
Tracked
Trained
Transformed
Translated
Troubleshot
U
Updated
Upgraded
V
Verified
W
Weighed
Wired
Won
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Story Map
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Career Center Resources
 Career Center Online

Careercenter.depaul.edu
The starting point for all things career-related, from resources like career outcomes data to
career and major advice.
YouTube Channel
Videos of previous panels, events and more can be accessed here.
 Career Advisors

Each College has a Career Advisor and assist students and alumni for their respective
majors. The Driehaus College of Business Career Advisors are located in the Loop Campus.
 Peer Career Advising

Located at both the Lincoln Park and Loop campuses. Peers are helpful for those beginning
to craft their resume, or are working on editing their first-drafts.
 Alumni Sharking Knowledge (ASK)

Ask.depaul.edu
A network of DePaul alums who recently graduated or have been in the field for a while
who volunteer to share their knowledge with students. They can assist in numerous ways,
from sharing career insights to practice interviews. Some are willing to openly share their
unique life experiences, like being first in family to graduate, LGBTQ, being an international
or out-of-state student, as a way to help others currently going through similar
circumstances.
 The Writing Center

From Grammar and Mechanics resources to individual attention regarding all kinds of
writing projects, like resume sentence writing, the center’s tutors are available to help.

DePaul University Career Center

Lincoln Park Campus
2320 N Kenmore Ave., SAC 192
Chicago IL, 60614
(773) 325-7431

Loop Campus
1 E. Jackson Blvd, Suite 9500
Chicago IL, 60604
(312) 362-8437
24

