
Resume Workshop 
Meeting Two:



Ice-Breaker (11:15-11:25)
❖ Think about your upcoming career plans 

➢ Are  you interested in pursuing full-time work? An 
internship?

➢ What industry are you looking into?
➢ What would be your ideal position?

❖ Find someone with similar interests and share your 
plans with them!
➢ It can be more than 1 person if multiple people have 

similar interests!



Workshop Time (11:25-11:50)

❖ Please pull out your materials 
➢ We recommend pulling up  your resumes  on your 

device, and select “make a copy”
➢ If you do not have a resume, pull up either a Google 

Docs or Microsoft Word Template to start out. 
Simple is good!

➢ Work on this new resume at the same time!
➢ Also pull up your job/internship preview to refer to!



What Are Resumes For?
❖ Filtering, or, “selecting out”

➢ Typically done by ATS
■ Important to use one of the three most 

ATS-friendly fonts:  
● Times New Roman, Helvetica, or Arial. 

➢ Meant to find a handful of candidates who are the best 
fit
■ Filters out those who are not qualified, or are less 

qualified



What Should be on a Resume? 

❖ Essential: 
➢ Brief Applicant Information: 

■ First/Last Name 
■ Contact Info: 

● Email, Phone, Number, and Address
■ LinkedIn Link 

➢ Education  Section 
➢ Experience Section 



What Else Could be on a Resume?

❖ If you have a lot of extra space: 
➢ References 

■ Not essential, but extremely helpful 
➢ Objective 

■ Not essential, but can help if you’re not also 
submitting a cover letter

➢ Certifications/Awards 
■ Good to add if you have a lot of extra space. 

Essential if this job requires that certification. 



Education Section 
❖ Essential: 

➢ University  
➢ Degree/Status 

❖ Extra:
➢ GPA (if 3.5 or above) 
➢ Distinctions 



Example: 



Experience Section 
❖ What you can include: 

➢ Jobs
➢ Class Assignments 
➢ Internships 
➢ Volunteer Activities 
➢ Important Extracurriculars 



Experience Section

❖ Here is where the “tailoring” happens!
➢ Look at the job description you brought with you!
➢ Look for “keywords” “skills” “job requirements” and pull 

out the things that you can use to tailor your experience 
section to show that you are the right fit.

➢ Therefore, you want to take your experience AND mold 
it to show  how you FIT into the position. 





❖ Good things to include: 
➢ Community-Building  
➢ DEI
➢ Notable COMS 

projects/internships
➢ Outreach/Marketing/PR
➢ Ability to effectively 

educate others
➢ Event planning
➢ Social media work 
➢ Research 
➢ Management 
➢ Organization 
➢ Computer Skills  
➢ Teamwork 



Experience Section Formatting 
❖ What to include: 

➢ Company/Organization/Class title 
➢ Location
➢ Title 
➢ Date/Duration 
➢ Bullet Points 



Generic Example



Experience Section Bullet Points
❖ Poor Example: 

➢ “I demonstrated strong leadership, organization, 
and teamwork skills” 
■ Too abstract. Be specific! HOW did you 

demonstrate these skills? 
➢ “Managed a team of 6 class peers and trained them 

in social media marketing and journal research 
techniques” 
■ Explicit. Used numbers. Clear verbiage. 



Practice!

❖ For the next 5 minutes: 
➢ Add your information (name, contact, address, 

LinkedIn), your education, and practice tailoring 1 
experience you have to the job description you brought!

➢ Call over a COMS Club Executive Team Member if you  
need any help :-)



If you decide to add any extras
❖ Reference List: 

➢ Company, Recommender’s name, their position, and their 
email and/or phone number. 

❖ Objective: 
➢ This is typically the 1st thing they see. 
➢ Use the “you” attitude, what you can provide to the 

organization, NOT what you want to get out of the 
organization.

➢ 2 sentences is ideal. 
❖ Certifications/Awards: 

➢ Cert/Award name, company/organizations that provided it 
to you, and an expiration date if applicable.  



Resume Design
❖ ONE PAGE MAX
❖ Short and Concise: 

➢ Only add the essential information, you can elaborate in 
the cover letter and (hopefully) in the interview. 

➢ If a person reads through it, they are reading a LOT, so 
they will be skimming it. 
■ Make it easy to read!
■ Have white space. 

❖ Unless you are  applying to a “creative” job (UX, GrC, 
Marketing) be extremely simple: 
➢ Do not use fancy fonts, symbols, formatting, headshots, 

or colors. 

❖ Don’t make your name GIGANTIC 



Here is an example of how 
you can format a simple 
resume! 



Here is an example of a 
“creative” resume (for a 
design-centered job)



Additional Tips
❖ O*NET: 

➢ https://www.onetonline.org/
➢ Search for the job title you are 

applying for
■ It shows you how you want to 

portray yourself 
● Provides tasks, KSAO, work 

activities, interests, work 
styles/values. 

■ Use this to tailor your experience 
section. 

❖ Career Services: 
➢ https://careerservices.calpoly.edu/exp

lore-services/resource-toolkit/resume
s-letters 

https://www.onetonline.org/
https://careerservices.calpoly.edu/explore-services/resource-toolkit/resumes-letters
https://careerservices.calpoly.edu/explore-services/resource-toolkit/resumes-letters
https://careerservices.calpoly.edu/explore-services/resource-toolkit/resumes-letters


Some Cover Letter Tips
❖ Heading: 

➢ Name, address, phone  number, email address. 
➢ Date, and if applicable, the person/address for  job you’re 

applying to. 
❖ Introductory Paragraph: 

➢ Grab attention, share the position  you’re applying  to, why 
you want to work for this company. 

❖ Body (1-2 Paragraphs):
➢ Describe your most important qualifications  to show why 

you are a good match. Do not copy resume, but elaborate 
on the points. Show, in detail, the  skills you possess.  

❖ Closing Paragraph:  
➢ Sum up your qualifications and tell them your plan. End by 

thanking them 



Thank You

See you in 2 weeks for 
career networking!

Follow us on Instagram @calpolyslocomsclub


