
FOSTER CAREER SERVICES: RESUME QUICK GUIDE

GUIDELINES
•	 The purpose of a resume is to show skills, experiences and attributes that make you the 

best candidate for a particular position. A resume needs to concisely and efficiently convey 
all of your relevant information.

•	 Resumes should be no longer than one page. Margins should not be less than 0.5 inches.
•	 The purpose of formatting a resume is three-fold: (1) to make it easy to read; (2) to make 

specific items stand out (i.e. name, headers); and (3) to differentiate aspects of a resume 
(e.g. employer vs. title vs. accomplishments).

•	 If you are asked to submit your resume online, you should convert your Word document 
to a PDF (unless otherwise noted by the employer). A PDF ensures the formatting of a 
document remains intact, regardless of the type of software the employer is using.

AVOID
•	 Pronouns (I, you, they)
•	 Helping verbs (have, had, may, might) say 

“managed” instead of “have managed”
•	 Being verbs (am, is, are, was, were)
•	 Exaggerations or lies

•	 Personal statistics (age, sex, race, etc.)
•	 Graphics, photos or logos
•	 Any salary information
•	 Relying on only one person to edit your 

resume and/or relying on only computer 
editing

MAGNIFY YOUR EXPERIENCE
Your experiences can include work, internships, volunteer experience, class work/projects 
and students clubs/activities. Be sure to focus on accomplishments, skills gained/utilized and 
results for each bullet point. A typical format for building a bullet point is starting with an 
action verb, then stating your responsibility/role/type of event or document you worked with, 
and finishing by explaining the outcome, quantifying your experience, describing how your 
task added value, or who you were completing the task for (e.g. senior manager, a specific 
team). Below are examples of ways to enhance a resume. By following this format or adding 
details you can show the extent of your experience.

EXAMPLE 1
BEFORE: Answered phone calls at front desk
AFTER: Answered 50-100 phone calls per shift, 
while maintaining hotel’s new membership 
database 

EXAMPLE 2
BEFORE: Led a team to revamp an internal 
customer satisfaction data website
AFTER: Led a 4 person IT contractor team 
in upgrading a $200,000 internal customer 
satisfaction data website, affecting over 
1,500 employees

EXAMPLE 3
BEFORE: Increased communication skills 
through leadership position
AFTER: Delivered bi-weekly presentations to 
groups of 10 - 30 students, which contributed 
to an increase in membership by 20%

EXAMPLE 4
BEFORE: In charge of fundraising events 
throughout the year
AFTER: Organized and executed 4 fundraising 
events that raised over $1,200 in additional 
donations, exceeding fundraising goals by 15%

RESUME SECTIONS
Contact Information 
Name, Phone Number, E-mail, Address, LinkedIn address

Objective
Objectives are often used by professionals with decades of experience to help focus their 
search. Because of this, Foster Career Services usually  does not recommend using an 
objective for a one page, undergraduate student resume.

Education 
The name of the school is the "Michael G. Foster School of Business, not “Foster School of 
Business.”
•	 The concept of an “Option” is not widely 

understood, insert “Major” instead.
•	 GPA: Include if 3.0 or above, or if requested 

by the employer. You can report your 
Foster GPA, major GPA, cumulative GPA or 
combination.

•	 You may list relevant coursework if 
applicable to the position or if you have no 
work/internship experience.

•	 High School: Leave off resume, unless you 
are a first/second year college student 
applying for an internship. 

•	 You may want to include SAT/ACT scores  
if you are above the 75% percentile for UW 
students, otherwise, only include these 
scores if specifically requested by employer 
(more common in finance and consulting). 

Content entries are the most important part of a resume. Entries show what you can do and 
show employers the skills you could bring to their company. Focus on accomplishments and 
results. Typically, the listings should be in reverse chronological order, listing most recent 
activity first. 

Leadership Experience, Extracurricular Activities, or Volunteer Experience 
This section should mirror your work experience (i.e. listed in reverse chronological order 
starting with your most recent activity). If your leadership and extracurricular activities are 
more substantial than your work experience, you’ll want to include this section before “Work 
Experience.” 

Honors & Awards 
•	 If you have little work/internship experience, 

this section can be critical to show 
employers your past achievements, skills, 
knowledge and abilities gained through 
academic or extracurricular activities.

•	 Outstanding scholarship recognition  
or multiple academic awards can be  
moved under the “Education” section  
of a resume.

Additional (Languages, Computer Programs, Interests)
•	 Language Proficiency: Fluent implies written 

and oral language skills. You know exactly 
the right word to use in any situation. 
Conversant implies you could get along in 
a conversation, but need to improve oral 
and/or written skills.

•	 If listing interests, be specific. While these 
may not be pertinent to the job, they are 
a great opportunity to connect with your 
interviewer about shared interests.  
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Clerical or Detailed 
Skills
Approved 
Catalogued 
Collected 
Executed 
Generated
Implemented
Monitored
Operated
Organized 
Prepared 
Processed 
Screened 
Specified 
Tabulated
Communication/ 
People Skills
Advertised
Arranged
Articulated
Authored
Collaborated
Communicated
Composed
Condensed
Consulted 
Contacted 
Debated 
Developed 
Directed 
Discussed 
Drafted 
Expressed 
Formulated 
Incorporated 
Interviewed 
Involved 
Joined 
Lectured 
Marketed 
Mediated 
Motivated 
Negotiated 
Participated 
Presented 
Promoted 
Publicized 
Recruited 
Reported 
Responded 
Suggested 
Summarized
Translated
Wrote
Creative Skills
Acted
Adapted
Combined

Composed
Conceptualized
Created
Customized
Designed
Developed
Directed
Entertained
Established
Formulated
Founded
Initiated
Integrated
Introduced
Invented
Modified
Originated
Performed
Planned
Revised
Solved
Data/ Financial Skills
Administered
Allocated
Analyzed
Audited
Balanced
Budgeted
Calculated
Computed
Determined
Developed
Forecasted
Managed
Marketed
Measured
Planned
Prepared
Programmed
Projected
Qualified
Reduced
Set goals
Stimulated
Helping Skills
Advocated
Aided
Answered
Arranged
Assisted
Clarified
Collaborated
Counseled
Devised
Diagnosed
Educated
Encouraged
Facilitated
Furthered

Guided
Motivated
Prevented
Provided
Represented
Resolved
Simplified
Supplied
Volunteered
Management/ 
Leadership Skills
Administered
Advised
Appointed
Chaired
Communicated
Consolidated
Converted
Coordinated
Delegated
Developed
Eliminated
Emphasized
Enabled
Encouraged
Enhanced
Executed
Facilitated
Generated
Handled
Headed
Incorporated
Increased
Initiated
Instituted
Led
Managed
Overhauled
Planned
Prioritized
Reorganized
Restored
Scheduled
Streamlined
Supervised
Organizational Skills
Arranged
Catalogued
Categorized
Coded
Devised
Executed
Generated
Incorporated
Maintained
Operated
Processed
Provided
Responded

Reviewed
Screened
Supplied
Standardized
Systematized
Validated
Research Skills
Analyzed
Collected
Compared
Critiqued
Diagnosed
Evaluated
Examined
Formulated
Identified
Investigated
Researched
Reviewed
Solved
Surveyed
Systematized
Teaching Skills
Adapted
Advised
Communicated
Coordinated
Critiqued 
Enabled 
Encouraged 
Facilitated 
Guided 
Individualized 
Informed 
Instructed 
Motivated 
Stimulated 
Taught 
Tested 
Technical Skills 
Adapted
Applied
Assembled 
Calculated 
Constructed 
Converted 
Developed 
Engineered 
Fortified 
Installed 
Overhauled 
Regulated 
Remodeled 
Replaced 
Solved 
Specialized 
Standardized

ACTION VERBSSO WHERE DO I START?

STEP 1: LIST EDUCATION, HONORS,/AWARDS, & SKILLS
In addition to listing your Foster degree, your education section can include the following:
•	 Study Aborad: Exploration Seminar, Alternative Spring Break, Direct Exchange, etc.
•	 Class Projects: Include class name – i.e. "Business Communications 301, Strategic Management 430"
•	 Foster Excel Credential Certificate: Available on Canvas for all Foster students.

Honors & Awards can vary depending on your personal preference. This section can include:
•	 Honors Program, Foster Honors, and/or Dean's List

•	 Scholarships: List scholarships and year awarded, exclude amount awarded

•	 Work-Related Awards: Associate of the Year, Employee of the Month, etc.

•	 Case Competitions: Winner or Participant

If relevant to a particular position, you can highlight certain skills including:
•	 Technical Skills: Microsoft Office suite (Excel, PowerPoint, Access), QuickBooks, Tableau, etc.

•	 Language Skills: Remember to state your level of competency – beginner, conversational, fluent

STEP 2: BRAINSTORM EXPERIENCES
Start by listing all of your past experiences that include:
•	 Paid work experience:
•	 Part-Time/Summer/Seasonal Jobs (Barista, Sales Associate, Office Assistant, etc.)
•	 Note: If you worked to fund college, an example explanation is "Worked 20 hours/week financing 

50% of college expenses"
•	 Internships
•	 Mention parts of your internship that are beyond the job description!
•	 Note: Include any final projects, presentations, or deliverable from your experience
•	 Volunteer Experience
•	 Unpaid Work and/or Community Involvement
•	 Note: Highlight dollars fundraised, hours volunteered, events participated in, etc.
•	 Clubs/Extracurricular Activities
•	 Examples: Business Related Clubs, Community Service, Fraternities/Sororities
•	 Note: All roles (member, volunteer, officer) count as experience!
•	 Class Projects or Case Competitions
•	 Strategy, team, size, length of time, role and responsibility
•	 Note: Write about your specific contributions to the team project or case competition

STEP 3: DEVELOP BULLET POINTS
A good format to use when creating bullet points for your resume is:

ACTION VERB   +   WHAT YOU DID   +    VALUE-ADD
The value-add section can include the outcome, why the task was significant, who the task was for, or a 
quantified metric. See "Magnify Your Experience" for tips on making your bullet points stand out!

STEP 4: FORMAT, CATEGORIZE, & ORGANIZE
Remember, a recruiter may take less than 30 seconds to look at your resume. Be sure to highlight 
your most relevant experience FIRST.

An Easy Trick: Group your most relevant experiences to the job/internship you're applying to by 
renaming your header sections. For example, by creating a section called "relevant Experience" you 
can move previous/current jobs, volunteer experience, internships, or leadership experience to the 
top of your resume.
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