
Welcome!

Resume Refresh will start soon…
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Resume Refresh



Today we’ll cover…

• The best practices for every resume, regardless of industry/experience level

• How to maximize the impact of each application 

• Common missteps that may land your resume in the reject pile

• Answers to YOUR questions!



Happiness in our careers can make us healthier, and, 
being healthier enables us to thrive in our jobs. 

• Villanova University, BA in Psychology

• Northeastern University, MS in Counseling

• 15+ years of career coaching

• Integrative Nutrition Health Coaching, 200 
Hour Yoga, Meditation and Breathwork 
Certifications 

• One-on-one coaching + workshops  



Resume Refresh
• Refresh! Best practices
• What have you seen to be effective, or ineffective?
• How long do you think an employer spends reading your resume?



Know yourself
One common misstep: you don’t know what you truly want (no judgment!)



Tailor your materials
• Common pushback to this:
• I don’t know what employers want to hear

• I don’t know how to make my experience sound good

• I don’t have time

• ATS being used, so you need to dissect the job post…                                                         
the answers are there!



98% of Fortune 500 companies use an ATS of some kind



3 things every resume should do 
…when possible ☺

• Start with strong and varied action verbs, aligned with language the position 
description uses, and starting with bullets 

• Be results-oriented

• Quantify 





Characteristics of effective resumes
• Fit the needs of your potential employer

• Highlight relevant skills, interests, education, and experience 
using language your target audience will understand/value

• Omits/downplays irrelevant past experiences

• Free of errors (fiancé vs finance)

• Visually appealing 



“How long should my resume be?”
• Determine your target sector and reflect on your years of experience

• Think about additional information you want to include based on your target industry

• Understand your target geographic location

• Sections to consider:
• Summary- TBD

• Experience

• Skills

• Education 

• Volunteer Experience

• Interests- TBD



Writing about Accomplishments – the PAR Method
• Use bullets and begin with an action verb

• Ask yourself:
• What Project or Problem did you face?

• What Actions did you take?

• What Results did you achieve?

• Be concise

• Demonstrate your transferable skills



Example – “so what?” bullet
• Worked at an international non-profit researching funding and writing grants



Example – PAR Bullet
• Researched funding sources and co-wrote proposals to the US Agency for 
International Development (USAID) and two private foundations.

• Generated $2,000,000 in grants as part of proposal team to implement 
humanitarian assistance efforts in the Democratic Republic of the Congo 
(DRC). 



30 second scan

• Turn the tables- pretend you’re the employer and give your first reactions:

• Easy to read or overwhelming?

• Any major errors jump out right away?

• First overall impression? 



Gap strategies
• Add parenting as a job – seeing this on LinkedIn 
more (~143,000 results!). +/-

• Have “related experience” and “additional 
experience” sections

• Use years vs months and years

• Include any volunteering/trainings as experience 

• Functional style 









Calm amongst the chaos
Get and STAY organized!

• For any of this to work, you have to know what you want, and                                     
that should be clear to employers.

• This will feel like a time suck in the beginning, but it gets easier.

• Carve out time, set goals, and reward yourself!

• Remember quality vs quantity, and ask for help when you need it.



Next Steps
• Use the tips from today to update your resume 

• Next session: answers to questions that arise + additional notes, all things cover 
letters
• Need 2 volunteers to send me a sample job posting!

Next class: Wednesday February 8th at 12:30pm





Questions + Resources

Resume examples 

More Functional Resume examples/tips

https://www.themuse.com/advice/how-to-make-a-resume-examples#resumeexamples
https://www.themuse.com/advice/what-is-a-functional-resume-example
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