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RESUMES:

● A summary of your professional 

skills, abilities, and 

accomplishments submitted with 

an application

● The purpose is to get you to the 

interview stage

They represent you when you are 

not in the room to do it yourself.
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The Best Resume is one that...

• Showcases your achievements, experiences and 
strengths.

• Relates to a specific position.

• Highlights relevant experiences.

• Is formatted correctly, conservatively, and 
consistently.
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This means the “best resume” for you may (and should) not 

look the same as someone else’s. 



Before you get started, keep in mind:

• Time and effort are two components of a good resume
• Critically think about ALL of your experiences

– You often have more experience than you think!
• Experience does not have to equal just paid positions!

– Think: internships, volunteer, job shadow, organizations, 
memberships, etc.

• Target your resume – Know your audience



Anatomy of a Resume
1. Heading: Name and Contact Information 

(email, phone, linkedin, professional website)

2. Education

3. Targeted/Relevant Experience 
• Jobs, internships, volunteer, shadowing 

4. Additional Experience
• Part-time jobs, unrelated work 

experience, activities

5. Skills
• Computer, Technical, Foreign Languages



Writing About Your Experience – Use Bullets

• Bullets allow you to provide information and evidence about the skills 
and abilities you have brought to a current/previous role

• Bullets are not sentences in the traditional sense, but rather statements 
that start with ACTION VERBS
– Hint: Ask yourself, “What did I do?”, “Why?”, “How?”, “What was the 

result?”
– Quantifiable Information: 

• e.g. Organize X school event- how many people attended? 



https://www.udel.edu/students/career-center/students/resume/


https://www.udel.edu/content/dam/udelImages/Career%20Services/Pdfs/resume-mad-libs.pdf


Anatomy of a Great Action Statement 

What did you do?

Promoted the 
organization...

How did you do it?

...on social media platforms 
(ex. Facebook, Instagram)...

Why did you do it?

...to increase event 
attendance by 50%.

Strong 

action verb
Quantify 

achievements
Specific 

Examples



Resume Tips

• Create a master resume that lists all of your experiences and update it regularly. 
When applying for a position, tailor this document accordingly. 

• Update and modify the format and content of your resume often
• The resume that you show to others or use to apply for jobs should be the one 

that highlights what you think are the most relevant experiences for the types of 
positions you are seeking.
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Stay away from:

■ Objectives 

■ Specific address in heading (City, State is fine)

■ Pictures

■ Personal opinions & pronouns

■ Social security number, religion, political 
preference, salaries, or marital status

■ “References available upon request” nor a list 
of actual references

■ Exaggerations

■ Templates found on the internet

■ Soft skills (friendly, outgoing, hardworking, 
organized, etc.)

■ Typos (big no no!)

■ More than one page 

■ Color (unless pursuing a creative field and still 
looks professional)



Resources 

Resume Samples & Templates

https://www.udel.edu/students/career-services-center/st
udents/resume/

Action Verbs 

https://www.udel.edu/content/dam/udelImages/Career%
20Services/Pdfs/actionverbs.pdf 

Resume Bullet Writing

https://docs.google.com/document/d/1f-TYJ9fp0DWgqZJ
WK6u1jvpIE8SCK-ozAfnWLciCd64/edit 
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https://www.udel.edu/students/career-services-center/students/resume/
https://www.udel.edu/students/career-services-center/students/resume/
https://www.udel.edu/content/dam/udelImages/Career%20Services/Pdfs/actionverbs.pdf
https://www.udel.edu/content/dam/udelImages/Career%20Services/Pdfs/actionverbs.pdf
https://www.udel.edu/content/dam/udelImages/Career%20Services/Pdfs/resume-mad-libs.pdf
https://www.udel.edu/content/dam/udelImages/Career%20Services/Pdfs/resume-mad-libs.pdf


Cover Letters
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What is a cover letter?

“Cover letters show your interest in a position and showcase your 
writing abilities. They link your resume and background to the 

position, showcasing your knowledge of the employer and 
highlighting relevant skills.”



Best Practices

● Research the employers

● Find name of hiring manager or supervisor of position, if possible 

● Identify key skills desired in posting

● Proofread!

● Avoid starting all sentences with “I”

● Same font as resume

● Stay positive! Don’t say “I don’t have much experience, but…” Stick to your strengths.
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Customize

● Who you’re writing to

● The exact position and company

● Why you’re interested in this specific opportunity

● How you will be an asset to this specific position/company
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Sections
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• Header

• First paragraph

• Middle paragraphs

• Closing paragraph

• Signature

 



First Paragraph

Dear Hiring Manager/Recruiting Team/HR Manager, etc.

To Whom It May Concern 

○ Why are you interested in this position & employer?

○ What in the position description got you excited for this opportunity?

○ Grab the reader’s attention

○ Mention if someone referred you
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Middle Paragraphs (1-2)

● Think: What makes you perfect for this position?

● Decide on 2-3 experience that connect knowledge, skills, and accomplishments directly to 
the position.. Show how you are a good fit.
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Your 
Cover Letter

The Job 
Description

Your 
Cover 
Letter

Your 
experiences



Closing Paragraph

● Can you summarize your main points in one sentence?

● Final statement of interest.

● Thank the employer for their time.

● Reiterate ways to contact you.
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Your Heading

Today’s Date

Contact Name (include Mr., Ms. or Dr.)
Title
Company/Organization Name
Street Address or P.O. Box
City, State, Zip Code

Dear Mr./Ms./Dr. Last Name:
First Paragraph - The first paragraph should include information regarding why you are writing.  Mention the position for which you are applying and 
how/where you learned of this opportunity.  If someone referred you, include his/her name.  

Middle Paragraph - Explain why you are interested in this position or this employer.  You need to describe what you have to offer the employer, NOT why this 
position would be a good opportunity for you.  Make strong connections between your abilities and their needs.  Mention specifically how your skills and 
experience match the job.  Do not simply repeat information in your resume, but expand on your qualifications which make you a good fit for the employer’s 
needs.  The goal is to convince the reader that they should consider you for an interview.

Final Paragraph - Include information on how/when you will follow-up (e.g., phone call in one week).  State that you will be happy to provide additional 
information if needed.  Conclude your cover letter by thanking the employer for considering you for the position.

Sincerely,
(handwritten signature)
Your name typed



https://www.udel.edu/students/ca
reer-center/students/resume/

https://www.udel.edu/students/career-center/students/resume/
https://www.udel.edu/students/career-center/students/resume/


Preparing for Varying 
Interviews



First Thoughts

• Research and preparation are the keys to successful interviewing
• Knowing how you’ll answer common questions, and practicing 

being comfortable with them, will get you halfway through most 
interviews

• Interviews are two sided- both parties are interviewing
• Interviews show your competence with subject matter required 

for the position and your fit with the company – be yourself



Virtual Interview 
Considerations



Virtual Considerations

Virtual Types

• Live video
• Live phone
• Recorded video



Live Video
• Look into the camera (pretend it’s the eyes of the 

interviewer) when answering
• Clear, blank background if possible, with good posture
• Don’t panic with tech issues- everyone has them and your 

perseverance will be an asset
• Look for non-verbal cues
• Notes are still ok!
• Have water ready



Recorded Video

• Practice your answer before pressing record if it’s an option
• Without feedback, give more detail than normal
• Smile through the silence
• Feel free to still take breaks
• Notes are still ok! 



Video Backgrounds

• Avoid distracting background wall art
• Use your computer’s photo booth app (or Zoom settings) to 

test your lighting- make sure it gives you a clear, bright 
image

• Try to keep the camera at eye level (avoid laps- use books if 
needed!)

• Avoid wearing the same color as your background
• Avoid virtual backgrounds if possible (if there is a clear space 

you can use) or use just a blank, solid color if needed



Live Phone

• Prepare a quiet space for 15 minutes before and after
• Smile while talking
• Take notes even more than you normally would - summarize 

each question 
• Use a checklist of stories, skills, and examples if you would 

find it helpful
• You WILL talk over each other- don’t sweat it!



Remember to:

It sets the tone for your brain!



Tips for Preparing Your 
Answers



Interview Question Types
• General Questions

– Tell me about yourself
– Strengths/Weaknesses 

• Behavioral Questions
– Tell me about a time…
– What’s an example of… 
– STAR 

• Organizational Interest Questions
– Why here? What do you know/like about us?
– What specific area would you….

• Reasons for Hire Questions
– What accomplishments….
– How are you prepared for…



The STAR Method
Situation: Describe a specific event or situation, not a generalized description of what you 
have done in the past. This situation can be from a previous job, from a volunteer experience, 
or any relevant event.

Task: What goal were you working toward?

Action: Describe the actions you took to address the situation and keep the focus on YOU. 
What specific steps did you take and what was your particular contribution? Use “I,” not “we” 
when describing actions.

Result: Describe the outcome of your actions and don’t be shy about taking credit for your 
behavior. How did the event end? What did you accomplish? What did you learn? Provide 
multiple positive results.



STAR Method Example
Situation: My student organization had a speaker fall through for a major event we had 
coming up, and we weren’t going to have time to find a new one.

Task: As one of the event planners, I needed to think quickly to still make the event a success.

Action: After collaborating with my team to problem solve, we realized that there was a 
teacher who had a similar expertise to our former speaker. I asked the teacher if they would 
be able to fill in for us, explaining the situation and working to convince them to lend their 
time to our event.

Result: The teacher agreed to help and I worked with them to get what they needed to fill in 
at the event. Even though the speaker was different, students still really enjoyed and learned 
from the event. I understood the value of teamwork in problem solving after this, and learned 
to trust myself in influencing stakeholders.



“Tell me about yourself”

30 second elevator pitch

Quick summary of path up to now

Quick why for field and position (or university)

Option to include 2-3 personal details (hobbies, interests, etc.)



“What are your top strengths/weaknesses?”

Start with strengths

Be specific- use a word from a thesaurus not just a general skills

Be specific to the field and to how you’ll work with people

DO NOT IGNORE THE WEAKNESSES

Provide 1-2, how they affect you, and how you are working on 
them

Be learning oriented and explain your coping plan



Strengths/Weaknesses
•Organization skills

•Collaboration

•Time management

•Committed to tasks

•Good with people

•An influencer

•Autonomous work

•Accountability

•Generating ideas

•Problem solving

•Creativity

•Difficulty prioritizing

•Need clear instructions

•Communicating needs

•Organization skills

•Advocating

•Sales

•Public speaking

•Future orientation

•Budgeting or finance

•Specific technologies



General Tips for 
Interviewing



Concise, Complete, Confident (through practice)

• Concise- answer the root of a question quickly and spend 
remaining time proving that answer

• Complete- Remember that interviewers want detail, even if 
it feels like forever- give it 30 more seconds

• Draw from all different types of experiences- even outside of 
formal internships/jobs

• Remember to explain organizations, events, and jargon 
• Confident- Practice makes perfect in this area of career 

development



Questions?

Thank you!


