
Ins and Outs of Resumes and LinkedIn 



 

RESUME GUIDE 
What is a resume? 

-​ Document that summarizes your professional qualifications, skills, and experience 
-​ Designed to highlight your strengths and relevant experience to potential 

employers 
-​ REMEMBER this is an employers first impression of you, this is before 

interviews and such so make sure that you guys start off on the right foot 
🙂 

 
Major Components of Resume 

-​ Heading 
-​ Name, City and State, phone number, appropriate email 

-​ Professional Summary (debatable) 
-​ Something I see sometimes but as college students, I don’t think it is 

necessary 
-​ Situations where it could be necessary in the future 

-​ Non-linear experience, i.e. large gaps in experience. You can use a 
professional summary to explain a little about these gaps and 
what/why you took them. 

-​ Switching fields, i.e. Healthcare to tech. If you apply to a tech job 
and you have mainly healthcare experience, this might be alarming 
to employers so having this summary can help them understand 
why that is. 

-​ Education 
-​ Include University, City and State, Major, GPA, and Graduation year 
-​ Have in reverse chronological order (most recent at the top) 
-​ If you are a freshman, including your highschool is okay but once you get 

more experience, you can take it off. 



 

 
-​ Employment History/Extracurricular activities/Volunteer activities 

-​ Reverse chronological order, this shows your latest and most relevant 
experience 

-​ Position title, club name, city/state, dates of employment, and 2-3 bullet 
points describing the skills learned.  

 
 
How to write about experiences 

-​ Start bullet point with strong action verb 
-​ Action verb list 
-​ ^^ list of strong action verbs to use on resume 
-​ Helps paint the picture of what you did and that can change drastically 

depending on the verb you decide to use 

https://capd.mit.edu/resources/resume-action-verbs/


 
-​ ‘Helped’ vs ‘Coordinated’. ‘Helped’ sounds too passive and general while 

‘coordinated’ sounds more proactive and impactful. 
-​ Try to quantify your skills if possible 

-​ Giving a specific number just helps the employer visualize your impact 
during your experience  

-​ Before: Helped with event planning. 
-​ After: Coordinated and executed events with up to 300 attendees, improving 

attendee satisfaction by 15% 
-​ Formula for writing about experiences 

-​ Action verb + what you did + effect of what you did 

 

Formatting 

-​ Choose a template that are simple, no flashy graphics, distracting fonts, or 
excessive colors.  

-​ Personal favorite is the Eller Template, but there are many free resources online, 
Resume Genius, Resume Now, and Harvard resume template.  

-​ Keep resume to one page MAX 
-​ Employers spend literal seconds on your resume and tend to read in an “F” 

shape. 
-​ This is why you experiences should be in reverse chronological order so 

they read your most relevant information 
-​ If they are barely reading one page, they for sure are not reading two. 

-​ Below are some good examples when it comes to format! 

https://eller.arizona.edu/programs/undergraduate/professional-development/career-preparation/resume-cover-letter
https://resumegenius.com/rg/resume-templates?utm_source=google&utm_medium=cpc&utm_campaign=17060107163&utm_term=free%20resume%20templates&network=g&device=c&adposition=&adgroupid=138545160680&placement=&adid=594802854457&gad_source=1&gbraid=0AAAAAD-TJkCpQPdJa36v9DexwD-A8eOOQ&gclid=CjwKCAjw1NK4BhAwEiwAVUHPUEc5JDxFPN-hLi0XJbnJaAd_TXFZiTz3XOSJ9w8wR7IPSCSyNABJRhoCBmAQAvD_BwE
https://www.resume-now.com/lp/rnarsmsm110.aspx?utm_source=google&utm_medium=sem&utm_campaign=56793571&utm_term=free%20resume%20templates&network=g&device=c&adposition=&adgroupid=2207965291&placement=&adid=335282583045&gad_source=1&gbraid=0AAAAADEP8E44u58E23smvwu9CE0VMs4-P&gclid=CjwKCAjw1NK4BhAwEiwAVUHPUG_CO5wiW_fzMdP534Mf5GgDlFEPls0v_kQ45ezZR1PL4tbLrldLWhoCVggQAvD_BwE
https://careerservices.fas.harvard.edu/resources/bullet-point-resume-template/


 

Other things to add 

-​ Honors and awards, skills, certifications, languages 

Things NOT to add/do 

-​ Do NOT lie (i hope its obvious) 
-​ ‘References upon request’ 

-​ If employers care they will ask, but save the space to talk about your 
experiences 

-​ Interest and Hobbies unless relevant 

 

 
 



 

RESUME VS CV 
Main differences 

Resume 

-​ One page brief summary of your work and experiences 
-​ General applications 
-​ Tailored 

-​ Really important point, different jobs will have different skills that they are 
looking for, so make sure the experiences you put in and the skills you 
gained match the job’s description. 

-​ So your resume will always be changing depending on where you apply 

CV 

-​ Thorough picture of your experiences and qualifications 
-​ Any length 
-​ Gradually add experiences 
-​ Used for academia 

-​ Research, Academic positions, PhD programs 

 
 
 
 
 
 
 
 
 



 

LINKEDIN GUIDE 
What is LinkedIn? 
LinkedIn is a professional networking platform that has many uses for job hunting, 
networking, and learning. It’s basically a social media platform for your resume that 
develops a strong, positive digital footprint.  

Major Components of LinkedIn 
The Profile 
The profile is what people will be instantly attracted to when searching for your name or 
stumbling upon your account. It consists of your headshot, a headline, and your “about” 
section.  

-​ The Headshot: This should be in professional wear, polished, be aware of your 
surroundings, and with a good smile. Show those beautiful teeth :)  

 
 

-​ The Headline: The headline is a quick overview of your roles. LinkedIn will give 
you sample headlines based on your education and work experience. Maintain 
professionalism but feel free to make it unique!  

 
 

-​ “About Me”: The about me is a section to insert a strong elevator pitch. Start with 
a hook, highlight your strengths, show your passion, be concise and clear, and 
tailor it for your audience. Use this to tell a story about yourself, and the future 
plans for your journey.  

 



 
 
The Meat  
The meat of your profile is arguably the most important part since it contains all the 
details about your life. This section contains work experience, education, and 
skills/projects/certifications.  

-​ Work Experience: This should be a throwback to the common app activities 
section. Just like in your resume, use bullet points and strong verb starters to 
describe tangible things during your time. Include how long, changes in positions, 
and even media!  

 
 

-​ Education: This section should be very similar to your work experience section. 
Include your GPA, majors, relevant coursework, honors, and extracurriculars. This 
section also has the ability to connect in skills and media.  

 
 



 
 

-​ Skills/Projects/Certifications: Use this section to brag about extra tidbits of 
information that directly relates to your future journey. Be selective on your skills, 
highlight projects and achievements that are related, and include industry-specific 
certifications.  

 
 
Making Connections 

-​ Send Invitations: The most unique part of LinkedIn is the ability to connect with 
people using personalized invitation. Building a network is so important, whether 
it’s someone you meet at a conference, a professor, mentors, peers, connect with 
them!   

 



 
-​ Groups and Communities: If you are really eager, you can join LinkedIn groups or 

events. Follow the APAMSA group to find club peers to connect with!  

 

 

-​ The Feed: Finally, see what people are posting about and send likes! At the end of 
the day, LinkedIn is a social media app, and it offers some cool ways to hear about 
what others are up to. However, be aware of comparison. Do not be blinded by 
what others are doing to forget you are doing amazing things yourself! <3 
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