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Why a Resume?

- Quickly share your experience and skills to get the 
interview

- May also show:

- your ability to create a document

- your attention to detail

- your ability to follow instructions/guidance 
(if provided)
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https://opentextbc.ca/workinginfoodserviceindustry/chapter/preparing-a-resume/
https://creativecommons.org/licenses/by/3.0/
https://www.bridgespan.org/insights/library/careers/writing-effective-resumes-cover-letters
https://creativecommons.org/licenses/by/3.0/


WHAT TO INCLUDE
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STOP!

Read the Job 
Description!

5This Photo by Unknown Author is 
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https://commons.wikimedia.org/wiki/File:Dialog-stop-hand.svg
https://creativecommons.org/licenses/by-sa/3.0/


Look a t  the  Job  
Descr ipt ion wi th  

a  Care fu l  Eye  
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• Highlight the key skills or 
qualifications that they 
mention

• Stoplight Method

• Jot down notes for these items 
about how YOU meet those 
needs for the company.
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WHAT TO INCLUDE
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Key Par ts  of  a  Resume

• Na me  &  Co nt a c t  In fo

• Ed uc a t i o n

• Sk i l l s

• Expe r i en c e

• Ac t i v i t i e s
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Note: This template can be found on the BioPath website.

https://biopath.southernct.edu/internships/

https://biopath.southernct.edu/internships/


KEEP IT BRIEF…

Experience

• Use limited details to describe what you did in 
a job/internship, but try to make it connect to 
your prospective position

• Don’t worry if you can’t say it all – the resume 
is to spark interest and your cover letter may 
give some more details.

Skills/Activities

• Skills

• Look at the job description and see what 
skills they are looking for.

• Use the same terms for skills and add 
other related skills

• Activities

• Showcase your soft skills here –
networking, teamwork and leadership
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FORMATTING
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This Photo by Unknown Author is licensed under CC BY

https://yourbasic.org/golang/fmt-printf-reference-cheat-sheet/
https://creativecommons.org/licenses/by/3.0/


Why Formatt ing  

Matter s

S
A

M
P

L
E

 F
O

O
T

E
R

 T
E

X
T

Employers usually only glance at 
each resume for 5-10 seconds 
before they decide if it should be 
reviewed more.  

Headings (and shading in this 
example) can help guide 
employers to look at the ENTIRE 
resume rather than just the first 
few lines.
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This heat map shows yellow and red where the 
recruiter spent the most time.  Look how far the 
recruiter on the right made it though the resume.  



FORMATTING YOUR RESUME

General

• Single Page

• Choose 3 sizes:
• Name (~24 pt)
• Headings (Bold, 14 pt)
• Text (11 pt)

• Use easy to read, professional fonts

• Use clear headings (if you choose not to use the ones we recommend)

• Use Bold font sparingly – just to attract attention
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OTHER HINTS AND TIPS
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Fancy ≠ Better

- Color is fun… unless they print your resume

- Pictures/addresses can be used to screen 
applicants inappropriately

- Don’t distract the eye to your fancy design – keep 
it on YOU!

Note: if you want something more creative, feel free to 
create a personal website to showcase more.  You can 
include that website link on your resume.
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Proofread! !
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NEED HELP?

SCSU BioPath

Staff is available to 
help you 

throughout the 
process!

Your University Career 
Services Department

Look for this group on your 
University’s website.  

Appointments are usually 
available for a wide variety of 

services including resume help.

Your Network

Contact trusted colleagues 
or mentors for help 

reviewing your resume or 
just talking about your 

ambitions.  
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https://biopath.southernct.edu/

https://biopath.southernct.edu/
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