
RESUME BUILDING



Attend the Career Fair

• Don’t miss the opportunity to 
network and land your next job! 

• Many students find their 
internships and job by attending 
the Career Fair

• Consider all options, don’t limit 
your opportunities! 

Spring 2025 List of Companies

https://www.csum.edu/career-center/media/spring2025_career_fair_company_list_01242025.pdf






HOW LONG DOES AN 
EMPLOYER INITIALLY  TAKE 

TO REVIEW AN 
APPLICANT’S RESUME? 

7 
seconds



•Generally one page
•Easy to read and good use of  space

•0.5-1 inch margin

•Standard font (Times,  A rial)

•20-22 point font name, 10-12 for body of  resume

•Most important information toward the top and left

•R everse chronological order

•Consistent formatting

•A void templates,  colored ink,  & boxes

FORMATTING GUIDELINES
For General Undergraduate



RESUME CATEGORIES

STANDARD (MUST HAVE)
• NAME &  C ONTAC T INFORMATION

• EDUC ATION 

• EXPERIENC E 

OPTIONAL CATEGORIES:
•OBJ EC TIV E/PROFESSIONAL SUMMARY
•SKILLS OR SUMMARY OF QUALIFIC ATIONS
•PROJ EC TS
•LEADERSHIP
•C OMMUNITY SERV IC E
•PUBLIC ATIONS
•RESEARC H 



RESUME CATEGORIES
Order and Organization Samples

•Resumes are read top to bottom, left to right. 

•Place priority information toward the top & left.

•Within each section/category, list experience 

in reverse chronological order.

•Most recent experience will go first. 

Full Name
Contact Info

Education

Experience

Skills



RESUME CATEGORIES
Order and Organization Samples

•If your relevant experience is not your most 

current experience, use this formatting tip!

Full Name
Contact Info

Education

Relevant Experience

Other Experience

Skills



RESUME CATEGORIES
Order and Organization Samples

•If you have limited experience but are actively 

involved through Leadership/Community Service.

Full Name
Contact Info

Full Name
Contact Info

Education

Skills

Experience

Leadership Experience



RESUME “RESCAPE”
A LANDSCAPE FRAMEWORK FOR INCREASING YOUR 

RESUME’S VALUE

• RELEVANT
• EDUCATION
• SKILLS
• COMPETENCIES
• ACCOMPLISHMENTS
• PRACTICE
• EXPLAINED



RESUME “RESCAPE”
Relevant •Tailored to the position

•Lists relevant knowledge (coursework and training); 
•Cites skills (computer, tech, or other related to the 
internship position)
•Minimum qualifications in the 6-second window
•

Education 
Skills

•Shows off high GPA if applicable, major, grad date
•If applicable, highlights specialized educational 
experiences (travel abroad, projects, etc., training)
•Indicates proficiencies

Competencies •Highlights high-demand attributes, such as leadership (in 
clubs, projects, events, community), communication 
(presentations, public speaking, customer service), 
analytical ability (research, analysis)
•Gives insight into your values and interests (globally-
minded, service-oriented, innovative)

Accomplishments •Showcases who situation/task, action, result; quantifies if 
possible

Practice •Starts with Action Verbs
•Experience section highlights application of 
competencies, skills, and education whether paid, 
volunteer, school, or community (writing constitution, 
delivering speeches, reporting on policy)

Explained •Clear descriptions, spells out acronyms, key words from 
job description, dates

Overall Format •Readable font, alignment, white space, education and 
skills at the top; not a template!



What competencies are employers 
looking for? 

National Association of 
Colleges and Employers



Minimum Qualifications College Students
Below are the minimum qualifications for applicants.
1. Residence
Reside in the San Francisco Bay Area during the internship period. Nine-
county: Alameda, Contra Costa, Marin, Napa, San Francisco, San Mateo, Santa 
Clara, Solano, and Sonoma. Preference is given to residents of Alameda and 
Contra Costa counties.
2. Education
Applicants must have a high school diploma or equivalent and be currently 
enrolled in and attending college at the time of applying for the program. Those 
who have graduated from college within six months prior to the start of the 
program are also eligible to apply. All applicants must meet a minimum GPA of 
2.75. Applicants must submit an official or unofficial transcript with their 
application.
3. Skills
Knowledge of Microsoft Office, including MS Outlook, MS Word, and MS Excel, is 
required.



Relevant
• Tailored to the position
• Lists relevant knowledge (coursework and training); 
• Cites skills (computer, tech, or other related to the 

internship position)
• Minimum qualifications in the 6-second window

Education 

Skills

• Shows off high GPA if applicable, major, grad date
• If applicable, highlights specialized educational 

experiences (travel abroad, projects, etc., training)
• Indicates proficiencies

Competencies
• Highlights high-demand attributes, such as leadership (in 

clubs, projects, events, community), communication 
(presentations, public speaking, customer service), 
analytical ability (research, analysis)

• Gives insight into your values and interests (globally-
minded, service-oriented, innovative)

Accomplishments
• Showcases who situation/task, action, result; quantifies 

if possible

Practice
• Starts with Action Verbs
• Experience section highlights application of 

competencies, skills, and education whether paid, 
volunteer, school, or community (writing constitution, 
delivering speeches, reporting on policy)

Explained
• Clear descriptions, spells out acronyms, key words from 

job description, dates

Overall Format • Readable font, alignment, white space, education and 
skills at the top; not a template!



Strong accomplishment statements...
Answer the questions:

What, How, With 
whom, where, and 

who

Describe results or 
benefits that came as 
a result of your work

Identify relevant skills 
and accomplishments 
from your background 

that relate to the 
position

Quantify your 
accomplishments when 

possible



Action Verb

W hat did you do?  

Task

How did you do it?

Result

W hat were the 
results?

ACCOMPLISHMENT STATEMENTS

ACCOMPLISHMENT 
STATEMENTS

•Highlight your achievements and specific contributions, not just job 
duties 
•Provide proof of the value you can bring to prospective employers with 
examples of your transferable skills in action



PROGRESSIVE ACCOMPLISHMENT 
STATEMENT EXAMPLE:

• Marketed an event.

• Marketed an art festival through mass email and social media.

• Marketed an art festival through mass email and targeted social media campaigns on Instagram, 
Facebook, and Twitter aimed at millennial and GenZ audiences.

• Marketed an art festival through mass email and targeted social media campaigns on Instagram, 
Facebook, and Twitter aimed at millennial and GenZ audiences, resulting in 15% traffic increase 
from previous year.





Resume Writing Tips

• Eliminate first person and possessive pronouns: I, my, mine, etc.

• Avoid overusing abbreviations

• Avoid using articles: a, an, the

• Spell out any acronyms the first time used (CMA, ME, TWIC, MMC, etc.)

• Start with building/collecting/editing content (experiences, skills, achievements)  

• For additional help generating accomplishment statements, look up jobs & job descriptions

• www.onetonline.org or www.bls.gov/ooh/  

• Review each job posting to identify the desired qualifications and what it most relevant to employers

• Create a “master resume” including all experiences & reference when applying to positions

• Expect to produce multiple drafts! 

• Goal = To communicate you are the right fit

http://www.onetonline.org/
http://www.bls.gov/ooh/


RESUME “RESCAPE”

• RELEVANT
• EDUCATION
• SKILLS
• COMPETENCIES
• ACCOMPLISHMENTS
• PRACTICE
• EXPLAINED
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