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Resumes 101 
Understanding Perspectives and Process



Resume writing is both
art and science.

The job of a resume is to get
you an interview

It does NOT get you a job!



A resume is one part of 
today’s  Job Search 

Strategy.
Career Collateral

Social Footprint
Network

Value Proposition 



“Employers filter/rank candidates 
based on skills, credentials and 
years of experience”

Harvard Business School

90%

75%
“Qualified applicants are rejected 
by ATS programs because the 
resumes can’t be read” 

Forbes



Career Tip 

Understand the Recruiting Process



Can your resume get past 
the three hiring gates?

Career Tip



First Gate



Second Gate

HR Screener



Final Gate

Hiring Manager



How long, on average, will recruiters 
spend  reading your resume?

As little as 6 seconds!*
*The Ladders eye tracking study



In 6 seconds, recruiters see….

✔Name

✔Summary / Key Skills
(Relevant keywords)

✔Job titles/company names

✔Job start/end dates

✔Education



Career Tip

Understand the mind of the 
employer

How will you 
solve our 
business 

problems?

What have 
you 

accomplished? 



Your Resume Should Not Be…

• All inclusive of your entire career (a “CV”)

• A simple chronology of your jobs

• A list of all of your job responsibilities

• Cut and paste list of past job descriptions

• Your LinkedIn Profile

• Filled with mistakes, misspellings

and typo’s



Leadership Resumes Should be 

• Targeted

• Supports your “brand”

• Accomplishment-driven

• Show – Don’t tell

• Concise (Executive Summary)

• Clarity trumps creativity

Interesting!



Build Your Brand



Who do you want to hire?



Best and Worst Resume Fonts for ATS

Career Tip

• Avoid uncommon, specialty or 

‘designer’ fonts-less 

• Save file as a docx or txt file

• Recommend 10-12 pt for text

• 14-16 pt for  headings

• Industry font 

Calibri
Cambria
Corbel

Helvetica
Garamond

Tahoma
Verdana

Trebuchet MS

*Monster.com

Times New Roman

Arial

Forbes.com

X



Is Your Resume Lost in Space?
ATS Do’s and Don’ts

Why not?

Interfere with ATS system’s ability to get 
information from your resumé, causing the 
ATS to simply reject you.

May use formatting tricks that are invisible to 
the eye, but are very real to the ATS.

Graphics
Tables

Columns
Pictures
Charts

Resume Templates

DON’T

Customise Keywords
save as .docx or txt
Print and Proofread

Upload
Use ATS Checker 

DO

Why?

Human eyes only see resumes not rejected by 
the ATS

May use formatting tricks that are invisible to 
the eye, but are very real to the ATS.

It matters!



Branding Elements

Headline

Summary

Key Skills

Highlights

Communicate who you are - what you 
are known for

Show Your professional value

Executive Summary - Let your experience speak 
for itself.

Design Tip! Top third of resume is most valuable. Use formatting to guide the eye but not 
distract. Use Bolding, SMALL CAPS and color appropriately

Can show 3-4 key career highlights



Create a Compelling Story

Show you are a great fit for the job!

Dream Job ME

Qualifications

Requirements

Love to Have 



Compelling Content



Prove and Prioritize Your Value

What would my manager, faculty or 
mentor say are the three things I do 
that add the most value?

Why do my colleagues and 
classmates come to me?

What are 1-3 of my most significant 
accomplishments from the past 90 days, 
six months and one year? What stands out?



ROI Personal Strengths

▪ What do you create?

▪ What do you improve?

▪ What problems do you solve?

▪ What risks or costs do you minimize?

▪ How do you increase efficiency?

▪ What is your subject matter expertise?

▪ How do you strengthen culture? Productivity?

▪ How does my Masters degree add to my value?



Section Options:
• Key Skills or Core 

Competencies

• Reflect key words

• Make it easy to see 

qualifications

• Tailor for the job

Sections for:

• Technology Skills

• Certifications 

• Awards, Honors or 

Competitions, 

Publications etc



Order of Content
• Flexible

• Reflects amount 

of experience

• Decide which 

sections will open 

doors for you

• Education 

typically on top for 

new grads- moves 

to bottom with 

experience

• Leadership 



S Situation
∙ Context / Background

∙ “I was in X job…”

∙ “My role was…”

T Task
∙ Specific problem or challenge

∙ “I was tasked to do X …”

A Action
∙ Identify the steps you took to solve 

the problem and/or add value

R Result
∙ What is the outcome or 

accomplishments from your 

actions?

∙ “Because I took this action, X 

happened…”

∙ Quantify when appropriate

Content Frameworks

STAR 
Model



XYZ 
Framework

Accomplished X by doing Y resulting in Z 
⮚Tie results to business metrics

⮚Have concrete qualitative metrics

⮚Use dollar signs, numbers ($2.5M, 58%, 500+)

⮚Show percentage (increase, reduced, change)

⮚Frequency of process, events 



Showcase your Accomplishments

✔Clearly and concise highlight
your strengths, skills, and 
accomplishments. 

✔Be strategic- what to include and 
how to show it

✔Avoid jargon, buzzwords and 
clichés



What Business Problem Did You Solve?

Review each bullet and ask, 
does this answer the 
question…so what?

So, because you did XYZ, 
what was the 
outcome, result, or 
impact on the 
business? 



Story Telling for Audience Appeal

✔ Provide detail on information on the number of applications, systems, 

engineers, programs, users, locations, budget size, or revenues.

✔ Who does your work impact?  Where ? Locations? Regional, national or 

global users/customer base? 

✔ Who did you work with?  How many on the team or number of teams? 

On premise or distributed or global? Engineers? Data Scientists? Product 

Managers? 



Measurable Results

✔Tie to business metrics

✔Have concrete qualitative metrics (scope/scale)

✔Use dollar signs, numbers ($2.5M, 58%, 500+)

✔Show percentage (increase, reduced)

✔Frequency of process, events 



Leverage Leadership Language

⮚ Show vision and direction - Build and Drive Strategy, Roadmap

⮚ Demonstrate leadership - who or what did you lead? 

⮚ Directed team to execute? Cross functional? Distributed? Cross 
organization? Global?

⮚ Use Strong Action Verbs - Spearheaded, Oversaw, Campaigned, 
Engagement, Mobilized Commitment, Recommended, Presented, 
Led, Directed, Achieved, Awarded, Recognized, Promoted, Drove, 



Sample Bullets

● Guided over $400M and 2800+ project initiatives on time and on budget for 115 
enterprise applications by leading a team of 40 Project Managers (PM) and 110 
developers worldwide.

● Architected a cloud-first IT strategy that eliminated on-prem infrastructure, 
reduced physical attack footprint, and connected all cloud services seamlessly with 
Google Workspace SSO and Zero Trust solutions; saved  $1M+ in resource costs.

● Delivered innovative technology solutions to enable business goals and reduced 
department administrative operational expenses by $5M+ by authoring an IT 
governance strategy and framework.

● Managed 15-member cross-functional team to develop a mobile-wallet prototype 
compatible with Android and iOS using Agile methodology to link voice recognition 
and biometrics software.

● Managed cybersecurity risk by benchmarking against security frameworks 
including ISO 27000, NIST, and CIS critical controls baseline.



What is Relevant? 

⮚ Generally- last 10-15 years experience most 
valued- except if an older experience is relevant

⮚ Demonstrate career path and work history by 
truncating older roles 



Best Practices for Using AI as a Tool 

● Use Prompts Effectively- By role or task e.g. act as if I was a 

software engineer or as a professional resume writer

● EDIT output– review for truth, accuracy, and demonstration of 

desired skills and outputs.  STAR and XYZ Check?

● Make it ATS friendly – Use Google Docs or Microsoft Word and 

review/edit formatting

● Confidentiality Check-NDA?

Use as a tool or starting point



● Generic and vague and overused AI-generated content can be bland, 
fluffy, repetitive, lacks specifics and impersonal 

● Inaccurate or outdated information-verify your facts

● Loss of authenticity or Tone  -make sure your voice and personality are 
clear 

● Lack of personalization and concrete measurable results-makes 
writing appear artificial and disingenuous-

● Veracity test- creates questions of veracity in the eyes of the recruiter or 
hiring manager

● Getting caught -’use white text, keyword spamming and exaggeration of 
skills

Risks when Using AI 



● Read job description carefully 

● Identify and use the same keywords 

● Tailor experience and language to the job description requirements.

● Maximize searchability- use long-form and acronym version of keywords (e.g., 

product manager and PM)

● Do not use tables or columns, can cause parsing errors

● Do not use headers or footers for critical information - may be lost in parsing

● Use standard resume section headings (e.g., Professional Experience)

● Look to improve score by editing appropriately.  

Using Jobscan for ATS Check

Request your own Jobscan Premium account on the I School Careers Page
https://www.ischool.berkeley.edu/careers/students/jobscan

https://www.ischool.berkeley.edu/careers/students/jobscan


Finally, Show Attention to Detail

✔ Spell check

✔ Grammarly

✔ Consistent Tense

✔ Punctuation

✔ Print and Proofread



Show
Don’t 
Tell



Sales 

Leader



Creative Resumes

• Creative styles may help showcase your talents, add  visual 
interest

• Less is more - graphics shouldn’t overshadow content
• Experiment w/ fonts, colors, and layouts before adding  

graphics
• Be careful of using comparison graphs to display skill levels-

all relative
• Get a second opinion, don’t get personally attached to the  design
• Make sure it is easy to read and comprehend – too many visual 

elements can overwhelm the reader
• Online portfolio or website may be a better place to  

demonstrate creativity



Challenge of Creative Resumes



But  

don’t do  

this!



YOU do the work…
so the reader doesn’t have to!

✔Show what is unique about YOU! 

✔Be careful with industry jargon and acronyms

✔Be concise and targeted

✔Use the employer’s words (read job postings)

✔Save resume, Tech.Leader.Resume.2023

✔Remember – you may only get 6 seconds!



Worthwhile Investment

LinkedIn Content 

Interview Preparation

Know your market 
value

Confidence!

Future resumes are much easier!



Resources

Career Advising:

https://www.ischool.berkeley.edu/careers/students/advising

Resume Review:

https://www.ischool.berkeley.edu/careers/students/resumereview

Resume Resources & Templates:

https://www.ischool.berkeley.edu/careers/students/guides#resumes

Contact: 

marymchale@berkeley.edu

https://www.ischool.berkeley.edu/careers/students/advising
https://www.ischool.berkeley.edu/careers/students/resumereview
https://www.ischool.berkeley.edu/careers/students/guides#resumes


Questions and Answers




