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Creating Your Dream Resume


Prep Work
If you don’t yet have a resume or if you want to start from scratch, complete the following table and save it (just the table) as a separate Word document titled “resume-details.docx”. We’ll come back to this later.
	Name:
	Firstname Lastname

	Location:
	City, ST

	Phone Number:
	XXX-XXX-XXXX

	Email address:
	Email@domain.com

	LinkedIn URL:
	LinkedIn.com/in/profilename

	EDUCATION:

	College Name:
	The University of Arkansas, Sam M. Walton College of Business

	College Location:
	Fayetteville, AR

	Major:
	

	Emphasis:
	

	Awards and Honors:
	·  
·  

	EXPERIENCE:

	Position 1 Job Title:
	

	Employer 1 Name:
	Company Name

	Employer 1 Location:
	City, ST

	Date started:
	MM/YYYY

	Date ended:
	MM/YYYY

	Job responsibilities:
	·  
·  
·  
· 

	Position 2 Job Title:
	

	Employer 2 Name:
	Company Name

	Employer 2 Location:
	City, ST

	Date started:
	MM/YYYY

	Date ended:
	MM/YYYY

	Job responsibilities:
	·  
·  
·  
·  

	Position 3 Job Title:
	

	Employer 3 Name:
	Company Name

	Employer 3 Location:
	City, ST

	Date started:
	MM/YYYY

	Date ended:
	MM/YYYY

	Job responsibilities:
	·  
·  
·  
·  

	RELEVANT SKILLS:

	Technical skills (software platforms and applications):
	·  
·   
·  

	Professional skills (industry-specific):
	·  
·   
·  



Part 1: Find out what is important for your industry. 
Using a free online AI tool like Claude, ChatGPT, Gemini, or CoPilot, enter the following prompt to get important details needed for building a great resume. Be sure to follow each of the steps listed and replace the text in bold parentheses before submitting.
Prompt #1:
Act as both a professional recruiter and labor market analyst specializing in (degree focus or your chosen career industry). Research (entry-level roles or internships) in the U.S. job market, specifically: (2-4 general job titles you are interested in).
List the top 10 most in-demand skills based on: 
· Actual, related job descriptions from the last 12 months 
· Preferences and hiring guides from recruiters in the industry mentioned above
· Reports or surveys on industry hiring trends 
For each skill, include: 
· A concise explanation of why it is critical in these roles 
· Examples of how candidates can demonstrate it on resumes or in interviews 
· Common ATS keywords or phrases recruiters use at the end encompassing all the technical, professional, and soft skills needed for the positions listed 
· Links to the sources used for future reference
Rank the skills by industry demand and list all the relevant ATS keywords in order.
 Part 2: Build your experience section based on ATS keywords 
As part of the same AI tool conversation, and with the following prompt, attach an existing resume or the “resume-details.docx” document that you saved earlier.
Prompt #2:
Act as a professional resume writer. In the attached document, I will provide all basic information needed to (create or revise) a professional resume from the information I provide. Your task is to craft a high-impact resume that reflects the skills and experience needed to excel as a (job title) in the field of (career field). For each position listed in the “Experience” section, create bullet points for each responsibility or accomplishment that: 
· Highlight my fit for the industry
· Incorporate relevant soft skills I possess where appropriate 
· Add my quantifiable and results-driven accomplishments whenever possible 
· Use a strong action verb to describe how each accomplishment was achieved
· Optimize with ATS keywords connected to my career field and related positions 
When developing the accomplishments, focus on answering these questions: 
· What was the task?
· Why was it important? 
· How did I solve or complete the task? 
· What was the result or outcome? 
 Example bullet: 
· “Directed a comprehensive line review strategy for product assortment recommendations, which resulted in a 5% increase in sales year-over-year.”
Output 3–5 bullet points per job, keeping them concise, results-oriented, and tailored for entry-level roles in the (career field) industry. Use a common, easy-to-read, bolded serif font for the section headers and a common, easy-to-read sans-serif font for the body, and include line separators between the individual sections.


Part 3: Add a Professional Summary (Optional)
Append the AI-generated resume by using the following prompt to add a brief summary of your interests and experience at the top of the document.
Prompt #3:
Still acting as a professional resume writer, use the information in the generated resume to craft a short 2-3 sentence paragraph describing my interests, education, experience, and skills as they relate to the specific job role. Place it immediately below the header containing my name and contact information, directly above the education section, and title this new section “Professional Summary”.

Part #4: Check, Verify, and Rewrite 
Prompt #4:
Check the newest generated document for contradictions or exaggerations across all sections and make sure the entire resume aligns with what a recruiter would expect. Look for overused words in my resume and opportunities to improve sentence structure.  
Rewrite my experience to sound human. Make my words impactful and realistic based on previous changes, and double-check for overused words, grammar mistakes, excessive use of EM-dashes, and make sure each bullet point includes a unique action word. 
Ensure that bullet points are all the same size, limit bullet points under the Experience section to no more than 3, and condense the wording throughout the document for better readability and to remove superfluous and unnecessary language.
If the document is over a page long and shorter than 1.5 pages, try to condense the information in all sections so that everything fits on a single page with standard one-inch margins on all sides. The balance of text to white space on each page should attempt to be as close to 50/50 as possible, but it’s not a requirement.
Once complete, include in your response a list of the changes that were made so I can compare the finished version with previous iterations. 


Part #5: Using a template to create an alternate version (Optional)
After the AI tool creates your finished resume, you can attach a template for a different resume format and use the additional prompt below to generate a new version to match the uploaded template.
Prompt #5:
Using the same process with the content from the generated resume, place it into the appropriate places on the attached resume template, ensuring that the fonts and formatting from the attached resume are preserved, and make adjustments as necessary to fit everything on one page.

Last Step: Give it your own final approval
As helpful and advanced as AI tools are, they are no substitution for your own keen eye and your own opinions on how the resume best represents you. Read over the final version a couple of times to check it yourself and to ensure that you are satisfied with it. If not, you can ask the AI tool to make additional changes that you feel are necessary, or you can edit it yourself and make changes to wording, layout, formatting, etc. If you like the way it looks though, you’re all set to share it with employers. Best wishes on your job hunt!
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