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Purpose of a 
Resume

A document to showcase 
your skills and abilities

Help land an interview

Tailored to the job 
description



Marketing Tools | A Packaged Deal

Resume

● Demonstrate your abilities and showcase what you are 
capable of doing

Cover Letter

● Introduction to yourself, highlight areas of 
interest/commonalities, magnify experiences on the 
resume



Marketing Tools | A Packaged Deal

LinkedIn

● Digital tool to research and be recruited 
● Mirror your resume

Portfolio/Online Portfolio

● Digital showcase and artifacts of your work



Master Resume
What have you done 
as a working 
professional thus far?



Master Resumes Should Include:

● All work experience (paid, volunteer, community, side-gigs)
● All education (training, certificates, degrees in progress)
● All awards and recognition

Your Master Resume is for your eyes only!



Format Key Tips
How should you 
present your resume?



The Eye Test
2018 Eye-Tracking Study

Ladders Inc. Successful Resumes

● Recruiters skim resumes for an 
average of 7.4 seconds

● Featured simple layouts, 
● Clear sections and heading 

titles
● Detailed mission statement 
● Overview at the top of the first 

page
● Avoided information overload



Formatting Tips

● 1-2 pages in length
● Uniformed margins 0.6 to one inches
● Name and contact information on top
● Bullets and not paragraphs  
● No fluff information



Types of 
Resume

Chronological Resume



Types of 
Resume

Functional Resume



Types of 
Resume
Hybrid Resume



Content Tips:
Target your resume content to 
each position:

1. Only share content relevant to 
the position 

2. Action verbs for each bullet

3. Speak in accomplishments 
only  (remove job duties) 

4. Show importance of your work 
and quantify success



Targeting your Resume

What is the job description asking for? 

● Pull keywords, target your skills and experience
● The importance of preferred skills

Applicant Tracking Systems

● Jobscan Demo



How to craft bullets:
● Strong action verbs
● Specific accomplishments
● Employment examples
● Quantify the data



Bullet Examples:
Good: Answered phones and took 
messages.

Best: Greeted, screened, and 
directed 200+ calls daily; improved 
customer experience by decreasing 
wait time by 50%.



Student Services Assistant, Senior



Bullet Examples:
Good: Responsible for helping 
students complete transcripts and 
admission records.

Best: Diligently served 100+ first 
generation students daily in 
navigating the admissions 
documentation process through a 
active listening and a student 
centered approach.



Resume Takeaways!
Key Points to 
Remember



Resume Do’s and Don'ts

● Bold name, headings, and job 
titles

● Do be consistent (headings, 
periods vs. no periods, font)

● Do keep font size 10-12, 
except for larger name (up to 
4 points larger)

● Do use keywords/phrases
● Do target every time

● Don’t use “I” or “me”
● Don’t underestimate the 

power of keywords and 
phrases

● Don’t write a book
● Don’t lie or make  up 

information
● Don’t be sloppy with your 

formatting



Cover Letter 
Highlighting the 
artifacts



Purpose of a 
Cover Letter

Point the employer to the 
information you want them 
to focus on.

Showcase your personality

Align your interest with 
their company purpose



Cover Letter Basics

Format 

● Never exceed one page 
● 3 paragraphs maximum



Cover Letter Basics

Content

● Express your enthusiasm and personality 
● Research the employer and showcase the information in 

your letter
● Highlight areas of focus
● Target your cover letter with keywords and skills from the 

job posting



Cover Letter Do’s and Don'ts

● Do show some personality
● Research the name of the 

hiring manager
● Do address letter to “Hiring 

Manager” or “Hiring 
Committee” 

● Do target each cover letter to 
job description

● Do show that you are 
qualified right away

● Don’t be boring
● Don’t use “to whom it may 

concern”
● Don’t use the same letter for 

every job
● Don’t write a book
● Don’t lie or make  up 

information
● Don’t be sloppy with your 

formatting



Final Thoughts
Summary of main 
points for success



Questions?
sknox@sdccd.edu | Job Placement Services | San Diego City College
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Thank You!
Classified Appreciation Week 
We couldn’t do this without YOU


