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RESUMES

You have unique selling
points, transferrable skills,
and developing technical
skills. Once you learn how
to get that down on paper
In a way that showcases
your “brand” and markets
what you have to offer in a
compelling way, future
updates become easier!



S S

FORMAT

Resumes aren't cookie cutter documents, but they do have
common formats that insure that they are easy to read.

FONT CHOICE FONT SIZE MARGINS

Stick with common 12 - 10 is fine. But do Margins should never

fonts. Do NOT use

o [t o

not go smaller than be less than 0.5.
font size 10.




THINGS TO AVOID
WITH RESUMES

e« HEADSHOTS - NO. Some companies will not
consider resumes with photos.

e« TEMPLATES from Word, Google, etc. - they
look nice but usually do not handle formatting
changes well.

e TEXT BOXES - these don't alway play well with
Applicant Tracking Software portals

e COLUMNS - These usually take entirely too
much valuable white space

« COLOR - Stick with black/white. If you must
add color, only use one color as an accent.



Molly M. Engineer

MNew York, NY | 123-456-TEN0 | firstlasti@pet THEjob.com | linkedincom,/in/MollyEngincer

EDUCATION

UNIVERSITY OF KENTUCKY Lexingron, KY
Bachelor of Scence in Electrical Engincering }".:I:Fx.'r.'::.:l;! May 2022
Mimor i {'l'-|:1!':-|:t|:'r Seiefioe

Cumulative GPA: 3.93/4.0; Dean’s List All
Relevant Coursework: Electneal Engmneering, Iipital Electronies, Logie Design, Power System Analysis

DUBLIN CITY UNIVERSITY Dublin, Ireland

Swidy Abroad Program in Electrical Engincering Jul 2008 - Jul 2019

WORK EAPERIENCE

ACME & CO. (8-employee venmure-backed recruitment staroap) Mew York, NY
Electrical Engineer Intern Jun 2021 — Sep 2021

o Performed analysis on product performance, provided recommendanions that improved product performance by 10675,
o Assisted rwo engineers in developing engineening solutions, which reduced company costs by 15%.
o Ran weekly tests and validity checks on data, equipment, and software, reducing error rates by 12%

ROW THSI Mo York, MNY
Electrical Project Engincer Intemn Juirw 20200 = Sepp 2020
o Worked wih 3 senior electrical engineers to design PV systems that converted sunlight into electricity, reduced costs by 45%,
® Designed and sized solar PV systems for over 30 customers using AutoCAD to penerate demiled computer drawings.

o Conducted efficiency/price comparisons, provided recommendations that increased effidency by 15% and cut costs by 25%.

VOLUNTEERING & UNIVERSITY PROJECTS

COMMUNITY PROJECT Feb 2020

# [nstalled 204 salar 1':-.'1!1:.:':-: o 4 loeal hoimnes anad '|'|-1.1:i.1:l!||'.:.~L'i.-|,'$.r :I'|:.:|;!|.|:|.'j:|'|;._rI clectrieal eosis |!:|:|.' P,

o Ran diagnostics on 5+ businesses and provided recommendations that improved electrical efficiency by 15%,

ELECTRICAL ENGINEERING PROJECT Jan 2020

® Researched and designed a solar-based swimming pool heanng system. Presented to 6 college board members that approved
the plan and cut amenity elecmical costs by 2056,

ACTIVITIES

INTERNATIONAL ELECTRICAL ENGINEER SOCIETY Boston, MA
Head of Events Sep 2020 — Present
® Founded the first-ever Electncal Engineenng Series to onganize hands-on training for 2004 stodents

¢ Oranized and advertised 5+ quartery networking events with 200+ pariapants, securing jobs tor 60% of attendees.

ELECTRICAL ENGINEER CLUB Boston, MA
Committee Member Jan 2020 = Present
® Designed RFID-based prepaid enerpy meter with a team of 10 that the university uses today.

ADDITIONMAL

Technical Skills: Enerpy Efficiency, C++, Microsoft Access, Electrical Desipn, Power Systems
l:.;.i.t‘lﬁl.l:.i.ﬁﬂ: Fluent in French, ]"'.I:I_|.,ﬂ.'ii|:|.; Conversational |¥|:1ﬁt.'.||;'|:'||;j.' i1 ltalian, Cerman
Cerntifications & Training: Online Course in Project Management (Coursera), Passed Resume Worded examinations

RESUME SECTIONS
TO INCLUDE

TOP OF RESUME = vital contact info
EDUCATION SECTION
EXPERIENCES SECTION(S)

SKILLS/ACTIVITIES/ADDITIONAL
SECTIONS




N .
SECTION

e NAME: First Name, Middle Initial, Last Name - make it BIG

(YOU are the headline!)
e CONTACT INFO:
o cell phone: make sure to set up voicemail greeting (delete messages)
o email address
o city and state
- OPTIONAL: linkedin url DR - .y~

= (customized with
your name) UNIVERSITY OF EENTUCEY Lexington, KY
Bachelor of saence mn b -

Flectncal Eagineenny

r in Computer Sclence |'.!'-.|:1-l.'1.'h.:l May 2022

LN | ' .
Cumulauve GPA: 3.93/4.0; Dean's List All
Relevant Coursework: Electneal Engineenng, Digital Electronics, Logie Design, Power System Analysis

DUBLIN CITY UNIVERSITY Dublin, Ireland



EDUCATION
e List your education in reverse chronological order
e Degree (can be listed several ways)
e Expected Graduation Date
e GPA if 3.0 or higher
e Minors

e Relevant coursework FIRST LAST

Mew York City, NY » first. last@ resumeworded.com « (212) 123-4567 « linkedin. com/infusername

EDUCATION
University of Kentucky College of Engineering Lexington, KY
Bachelor of Science in Computer Science EXFECTED May 2025

Major in Computer Science; Minors in Mathematics
GPA: 3.54.0 [Optional, only include 1f impressive|
Relevant Coursework: Software Engineering; Operating Systems; Algonthms; Artificial Intelligence




_ EXPERIENCE
SECTIONS
Headings and categories will change each semester

to showcase growth, experience, etc. Your resume
will look different than your friend's resume!

HEADINGS MAY BE ANY COMBINATION OF THE FOLLOWING:

 WORK EXPERIENCE

e ENGINEERING EXPERIENCE
« RESEARCH EXPERIENCE

e LEADERSHIP EXPERIENCE
e UNIVERSITY PROJECTS




ADDITIONAL
SECTIONS

SKILLS AND OTHER RELEVANT SECTIONS

With each year in school, you will have more information to add - it
can be challenging to get everything on one page. Consider
consolidating valuable information into space-saving horizontal lists.

° °
 Technical Skills
°
e Programming Languages
o geo °
e Certifications ADDITIONAL
® Honors and Awa rds ‘II_‘:-ufhni,;M Skills: Energy Efficiency, C++, Microsoft Access, Electrical Design, Power Systems
anguages: Fluent in French, Enphsh; Conversanonal Probaency in lralan, German
e o, 0o Certifications & Training: Online Course in Project Management (Coursera), Passed Resume Worded examinations

e Activities

° ° ° °
e Languages - fluent in German, conversational in Turkish




WRITING
YOUR
RESUME

Bullet points are an effective way to

showcase your experience.
Details are important and paint a vivid

picture

Avoid "I" or first person
Start with STRONG Action Verbs
o Designed, Led, Analyzed, Researched

o Never use "responsible for"

<D & CO. (8-emplovee venture-backed recruitment s
Pcer Intern
ed analysis on product performance, provided recommendations
ed two engineers in developing engineenng solutions, which reducec

In weekly tests and validity checks on data, equipment, and software, rec

ROWTHSI

Jectrical Project Engineer Intern
® Worked with 3 semor electncal engineers to design PV systems that conve
® Designed and sized solar PV systems for over 30 customers using Auto(C/
¢ Conducted efficiency and price compansons, provided recommendations

25%0.

VOLUNTEERING & UNIVERSITY PROJECTS

COMMUNITY PROJECT

® Installed 20+ solar panels on 20+ local homes and businesses, reducing ¢l

® Ran diagnostics on 3+ businesses and provided recommendanons that im

ELECTRICAL ENGINEERING PROJECT
® Researched and designed a solar-based swimming pool heating system. Pr
the plan and cut amenty elecincal costs by 2004,

ACTIVITIES

IESUME WORDED ELECTRICAIL ENGINEER SOCIETY
ad of Events



CRAFTING BULLET POINTS

ACTION VERB CONTEXT RESULT

Use a STRONG What you did and What happened

ACTION VERB how you and as a result
how you did it

PROFESSIONAL EAPERIENCE

Company A Location

Job Title Duration (Month -Month Year)
e Verb + Context (what vou did and how vou did it) + Result
e Verb + Context (what you did and how you did 1t) + Result
e Verb + Context (what vou did and how vou did it) + Result

Company B Location
Job Title Duration (Month -Month Year)

e Verb + Context (what you did and how vou did it) + Result
e Verb + Context (what yvou did and how you did 1t) + Result
e Verb + Context (what vou did and how vou did 1t) + Result




Worked on
Responsible for
Used
Helped

STRONG

- Developed -
Researched - Designed -

Prepared - Analyzed
-Trained - Maintained -
Measured - Presented




Achieved
Attained
Awarded
Completed
Demonstrated
Earned
Exceeded
Outperformed
Reached
Showcased
Succeeded
Targeted

Administered
Adjusted
Allocated
Analyzed
Appraised
Assessed

Audited
Balanced
Budgeted
Calculated
Computed
Conserved
Corrected
Determined
Developed
Estimated
Forecasted
Managed
Marketed
Measured
Planned
Prepared
Programmed
Projected
Qualified
Reconciled
Reduced
Researched
Retrieved

Action Verb Examples

Addressed
Advertised
Arbitrated
Arranged
Articulated
Authored
Briefed
Campaigned
Clarified
Co-authored
Collaborated
Communicated
Composed
Conferred
Contacted
Conveyed
Convinced
Corresponded
Counseled
Critiqued
Debated

Defined
Described
Developed
Discussed
Documented
Drafted
Edited
Elicited
Expressed
Formulated
lllustrated
Instructed
Interpreted
Interviewed
Introduced
Lectured
Lobbied
Marketed
Mediated
Moderated
Negotiated
Performed
Persuaded

Presented
Promoted
Proposed
Publicized
Reported
Responded
Reviewed
Solicited
Spoke
Summarized
Translated
Wrote
Drafted

Activated
Adapted
Adopted
Advanced

Affected
Altered
Analyzed
Anticipated
Applied
Appraised
Approximated
Assembled
Automated
Built
Calculated
Coded
Completed
Compiled
Conserved
Constructed
Converted
Created
Debugged
Deployed
Constructed
Converted
Created

Debugged
Deployed
Detected
Designed
Determined
Developed
Devised
Diagnosed
Discovered
Engineered
Enhanced
Expedited
Fabricated
Formulated
Functioned as
Installed
Launched
Maintained
Mobilized
Modified
Networked
Planned
Operated

Overhauled
Printed
Programmed
Refined
Regulated
Remodeled
Repaired
Replaced
Researched
Restored
Rewrote
Solved
Specialized
Standardized
Studied
Trained
Transported
Updated
Upgraded
Utilized
Wrote



Action Verb Examples

lllustrated

Visualized Centralized Modified Transformed | Implemented

Improvised Clarified Outpaced Yielded Initiated
Acted Incorporated Conserved Overhauled Instituted
Adapted Influenced Consolidated | Negotiated Integrated Advised
Applied Initiated Converted Reconciled Advised Led Aligned
Brainstormed Instituted Customized | Redesigned | Aligned Leveraged Authorized
Composed Introduced Actualized Decreased Reduced Arranged Mentored Blocked
Conceptualized Invented Accomplished Deducted Refined Built Motivated Coached
Condensed Launched Administered Delivered Refocused Chaired Operated Consulted
Created Modeled Aided Diagnosed Rehabilitated | Championed | Optimized Cultivated
Curated Modified Assisted Enhanced Remodeled Constructed Orchestrated | Delegated
Customized Navigated Implemented Expedited Reorganized | Coordinated | Organized Directed
Designed Originated Completed Furthered Replaced Created Oversaw Dispatched
Developed Performed Developed Gained Restructured | Cultivated Planned Educated
Devised Pioneered Enforced Generated Revamped Delivered Produced Enabled
Directed Planned Executed Implemented | Revitalized Directed Programmed | Enforced
Displayed Presented Fulfilled Improved Simplified Empowered Refocused Ensured
Entertained Revitalized Achieved Influenced Standardized | Enabled Reorganized | Facilitated
Established Revolutionized | Advanced Integrated Stimulated Ensured Restructured | Fielded
Formalized Shaped Amplified Lifted Streamlined Executed Revitalized Forged
Formed Storyboarded Boosted Lessened Strengthened | Formed Supervised Fostered
Formulated Solved Capitalized Maximized Sustained Furthered Trained Guided
Founded Transformed | Captured Merged Updated Hired Hired



Informed
Inspected
Inspired
Iltemized
Mentored
Mobilized
Monitored
Motivated
Navigated
Negotiated
Partnered
Onboarded
Recruited
Regulated
Resolved
Screened
Scrutinized
Shaped
Supervised
Taught
Trained
Unified
United

Action Verb Examples

Verified

Administered
Built
Charted
Created
Designed
Developed
Devised
Engineered
Formalized
Formed
Formulated
Founded
Implemented
Incorporated
Initiated
Instituted
Introduced
Launched
Pioneered

Spearheaded

Analyzed
Assembled
Assessed
Audited
Calculated
Clarified
Collected
Compared
Conducted
Critiqued

Co-researched

Detected
Determined
Diagnosed
Discovered
Evaluated
Examined
Experimented
Explored
Extracted

Forecasted
Formulated
Hypothesized
Identified
Inspected
Interpreted
Invented
Investigated
Located
Mapped
Measured
Organized
Published
Qualified
Quantified
Received
Researched
Reviewed
Searched
Solved
Studied
Summarized
Surveyed

Systematized
Tested
Tracked

Acquired
Captured
Conserved
Forged
Generated
Maximized
Navigated
Negotiated
Outpaced
Partnered
Raised
Secured
Solicited

Blended
Co-authoreed
Collaborated
Cooperated
Co-produced
Gathered
Joined
Merged
Partnered
United

Wove
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Resume Format Examples

(Students Without Much Engineering or Computer Science Experience Yet

KEN N. TUCKY

Laxingban, KY = first.lastuky.adu * (212) 1234567 + inkedin.comfin‘usamama

Lex 1. Ngton

Perrysburg, OH = (419 123-42367 » first lassi@uky, com « linkedincom/in/usemame

EDUCATION

EDUCATION

) g : University of Kentucky College of Enginearing Laxingion, KY
USIVERSITY OF KENTUCKY COLLEGE OF ENGINEERING Lexingion, KY Bachelor of Science in Computer Sclence EXPECTED May 2026
HBachelor -:l’_.‘n.- dence ..lill: armpder Scieeoe May 2026 Major in Computar Science: Minors in Mathematics
Mims dn Comsminter Pyveilonsy amdd Moo miofics PA: 1.5 . | da i i
GPA: 3,540 GPA: 3.5 [Oplional, only include if impressiva)

Relevant Coursework: Software Engineering; Operating Systems; Algonthms; Artificial Intelligancs

Rebevam Coursework: Softeare Empneenng, Operating Systems, Algonthma 1 & 11, Anificial Intelligence
Slathemanics, Discrese Mathemaiics, Siaiisncs

Acme High Schoaol San Francisco, CA,
High School Diploma

PERRYSBURG HBGH SCHO0L Perrysburg. OH
High School Diploma GPA: 4.5 Weighted May 2022
GiPac: 4.3 Weighied May 2022

PROFESSIONAL EXPERIENCE

Acmea International Co. (8 employes vanfure-backed consumer soffware sfarfup)

Avwarnds/ Activities: Class Valediciorian, Cricket Varsity Capiain, Califoria Spelling Bee Finalist (1 000+ pamic ipants)

S5an Francisco, CA

LEADERSHIF AND WORK EXPERIENCE

Softwane Enginaenng inlerm May 2024 - Aug 2024
UNIVERSITY OF TOLEDO COLLEGE OF ENGINEERING Toleda, OH * Led trangition to a paperiess practice by implemaenting an electronic booking system and a faster, safer,
Unidergradvate Researcl Sumimer fitern — Comipiring Lab Mlay MO - Aug 2024 more accurale business system; reduced labor cast by 20% and office overhead by 10%

# (verhauled ohsolete legacy source code of twi productssn applications, resulting in mcreased usability and
reclaced rum time performance by 500G

s Led the tmasition 1o o paperiess practice by implementing an electromie bookmg svstem amd 2 faster, safier and

mowe accurale business system; reduced ost of ksbor by 3004 and of fice overhiead by 1095

+ Overhauled obsolete legacy source code of two production applications, resulling in increasad usability
and reduced run ime performance by 50%

+ Analyzed data from 22000 monthly actve users and used outpuls to guide marketing and product

strategies; increased avarage app engagamant tima by 23, 30% decrease in drop off rale, and 3x

sharas on socilal mada

UNIVERSITY OF KENTUCKEY STUDENT INVESTMEST CLURB Lexmgton, KY
I regrsurer Aug 2023 - Preseni ACTIVITIES AND LEADERSHIP
#  Founded the first ever *Business Senies” 1o onganize finance raining for 300 siudenis
s rganiced and advertised 10+ quarterhy networking events with 300+ paricipams in 3 cities in Kenlocky UI‘II'H'-!I'H'I'H' of linnlu:l:y- Investment Club L'E:"“"g“'}“- KY
Head of Evenis Sep 2023 — Prasani

CeiMGLE =AYy HATKATHON San Framcrsco, C&
T Leadder Jam 2023 = Apnl 2023
#  Led wam of 4 o desipn and implemen Androsd spplication in usiing Java, PHP, and Angular in 3-day hackathon
¢ Presented denss ond pitch 1o Google's SVP: awarded First Prize based product quality oul of 30+ fenms

= Founded tha firsl ever Business Senes bo grganize financa training for 500 studants
« QOrganized and advardised 10+ quarterly nebaorking events with 300+ participants in 3 California cities

UK Computing In Retail Society Laxingion, KY
Commities Member Jan 2023 = Presani

# Led the transilion 1o a paparless practice by implemanting an elecironic booking system and a fasler,
safer and more accurate business system; reduced cost of labor by 30% and office overhead by 10%

+ Organized and advertised 10+ quarterly networking events with 300+ participants in 3 cities in California

UNIVERSITY PROJECTS

Classroom App Feb 2024
« [Designed and implemeantad androld apphcabon in 4-parson leam usng Java in 3-day hackathon
= Enablad students io highlight lecture notes and ask questions o professors anonymoushy

HAY ITALLAN KESTALRANT loleda, OH
Assistant Wanager May 2022 - Aug 2022

s  Led the tmasitvon 1o a paperiess |'I'H|,:Li..'|.! '|1:-. impemending an clectronic booking sysiem amd a lester, safer and
more accuraie business sysiem; reduced cost of lsbor by 3074 and office overhead by 1074

SUNSHINE DAY CAMP Permysburg. OH
Sentor |:'..-|rr||.- Coprmaelor 1'.|.'|:.. | ed | .-'l.||1_' 2021

= Led event planning and programmatic implementation for 10 junior counselors 1o ensure a safe, lealthy, amd fun
atmosphere for special neede'special abilny adult campers,

¢  Provided regular communication to Bamaly members in arder fo allow them peace of mimd during ther loved
ne's respile cane

¢ [raned new counselors on salely procedures Bor special peeds special ahaliny acull campers.

Maodel Operating System Jan 2023
+ Designed and implemented Unix-based operaling system in 4-person team using C++
+ Awarded First Prize in Computing’s Senior Design Projects (out of 100 teams)

OTHER

Technical: Advanced in Java, PHP, JavaScripl, HTML/CSS; Proficient in MATLAR, [add skills from the job
descriplion = use Targeted Resume 10 help you identify the right skills and keywords)

Languages: Fluent in French, English; Convarsational Proficiency in Ralian, German

Volumtesring: Volunmtesnsd 20 hours/month al Alzheimen's Foundation (2012-2014)

SKILLS AND ACTIVITIES

Technical Skills: Advanced in Java, PHP, JsvaScript, HTMLACSS; Proficient in MATLAB; [Add skills from the job
descmiption = use Targeled Resume from Besume Wornded to help identify the nght skalls 1o imclude|

Lanpuages: Flueni in French, English; Conversational proficiency in lialian, German

Activithes: Volundewred 20 hours‘month st Alzheimer’s Foundation, Varsity Soccer (Supporting Conch)




Resume Format Examples
(Students With Co-op/Internship and Leadership Experience)

Molly M. Engineer

Mew Yok, NY | 123-456-TER0 | firsllastifuky edu | linkedin.comfinolyEnginaas

EDUCATION
UNIVERSITY OF KEMTUCKY Lexington, KY

e e e sl You Gan Find These Examples

Cumulative GFA: A0 Dean's List Al
Relevant Coursework: Electrical Enginearing, Digital Electronics, Logic Design, Power System Analyais

DUBLIN CITY UNIVERSITY Dublin, Iraland u
Study Abraad Program in Electncal Enginesanng Junl 02T = Jull 202 n u r w e bs Ite

WORK EXPERIENCE

ACME & CO. (B-amplones vanlung-backed recruitmant starup) Maw York, MY
Elzcirical Enginger Inbem May 2024 = Aug 2024
product perlormancs analysis, provided recommeandaiions thal improved |:-|:=rf-:::|rm_ nce by 105
R gIREErs in el open { SRgInEang S0 ubons, which reduced COMpany cosls by 15%
& Fan l.'-'E-EH.-[.-' lesis and ".':3|r!1||'.' checks on dala, F.'qulﬁl'ﬂﬂr'ﬂ and software re-r.luung error rates I}'[.' 125%.,

GROWTHSI Basion, MA

Elzcirical Project Engindser Intarm May 2023 = Aug 2023
Worked wilh 3 senior engnears [0 design Py sysiems thal converied sunlighl inbo slecincily and redeced energy
costs by 45%

Designed and sized 30+ solar P systems using AuloCAD o generate detalled compuier drawings
ductad afficiency/price comparsons, provided recommendations 1o increasad afficiency by 15% and cul

VOLUNTEERING & UNIVERSITY PROJECTS

COMMUNITY PROJECT Fab 2023
« Installed 20+ solar panets on 20+ local homes and businessas, reducing electncal costs by 30%
« Ran diagnostics on 5+ businessas and provided recommandalions thal impaoved electnical afficiency by 15%.

ELECTRICAL ENGIMEERING PROJECT Jan 2024
= Researched and designed a solar-based swimming pool heatng system. Presanted 1o & college board mambars
thal approved the plan and cul amanily slecincal cosis by 20%

ACTIVITIES

INTERMATIONAL ELECTRICAL ENGIMEER SOCIETY Bosion, MA,
Head of Evants Sep 2022 - Prasant
&« Founded the first-aver Electrical Enginearing Senes to organize hands-on training for 200+ students

« Omganized'advertised 5+ quarierdy networking events with 200+ paricipants, securing jobs for 60% of attendees

ELECTRICAL ENGIMEER CLUB Bosion, MA
Committes Mambar Jan 2021 = Prasani
& Designed RFID-based prepaid energy meter with a team of 10 that the university uses today.

ADDITIONAL

Technical Skills: Energy Effciency, G++, Microsoft Access, Electrical Design, Power Syslems
Languages: Fluent in French, English: Conversational Proficiency in ltalian, German
Cerlifications & Training: OSHA Salely and Health Fundamenlals Training,




o Wil Cat@uky.edu

1234 Engineering Lane
Lexington, KY 40506

Hobbies & Interests

- True Crime Podeasts
- Hiking

Languages

English:

Flipenl Wirtben and Spoken

French
Bagyinmer

Comund ation
Res=arch

Team Plager
Curiaus

Helphul

Eage

Will D. Cat

STUDENT

I'tmi locking for an internship or co-op that will teach me how

to be an amazing enginesar,

Assaciale

Subvasay

May 2024

armn the responsible for serving food.

after customers left. Became assistant manager in second year.

Liniversity of Kentuchky
Engineesing

Cenlral High School
Dipleetia




BAD TIKTOK ADVICE &

BAD TIKTOK ADVICE

e \White font in footers or headers or extra small font to get past the ATS. It's
dishonest, and a really bad plan.

e Citing an NDA (nondisclosure agreement) when asked about a gap on your
resume or LinkedIn history. Unless your work would have required that
regularly, recruiters will know it's a lie.

e Generally speaking, a "quick and easy hack" could be problematic - do your
research before deploying the hack.

IS THERE GOOD TIKTOK ADVICE?

Absolutely! Just like there are some great resources on Instagram as well.
But read the comments - utilize google to see if it is, indeed, too good to be
true. Following bad advice could harm you professionally. But following good

advice may get you an edge in the job search process.

Be Not
Curious Judgmental

Al: LARGE LANGUAGE MODELS CHAT GPT, ETC.

e At its core, Al is a tool that can be deployed quickly and efficiently. (You are
already seeing it every day: Expedia Chat Bot, Instacart, Duolingo, Slack,
Salesforce, and more.)

e [t can aid in searching for jobs with the right prompts and it can help with
resume bullet creation and cover letter drafting, but it is NOT perfect, and
there can be some ethical concerns about using it and/or what happens to the
data you upload.

e Use it wisely - the data you input will be used to help with machine learning,

large language modelling, etc.



Al RESOURCES WORDS OF WISDOM

Proofread Al Responses

Customize/Edit Responses

(don't blindly copy and paste into a resume)

dw Verify Al Answers
Protect YOUR Data

Understand Why It's Free

Only Use True Responses




REMEMBER

e Proofread, proofread, proofread! Typos can cost you opportunities.

e Your resume at this point in time is no more than one page.

o The exception: graduate school applications where you use a CV
Instead of a resume

e Your resume is a living, breathing document - you update it with
new experiences, new opportunities, and transferrable skills
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