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How Long Does a Recruiter Look at a Resume?

2 SIX SECONDS



Challenges
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• Employers only have what you write
• Employers cannot fill in any gaps
• Employers cannot imagine anything 
you haven’t mentioned explicitly



A Good Resume
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Only Presents Accurate and True Information
Capitalizes on ALL Experiences
Focuses on Quality over Quantity
Quantifies Whenever Possible to Provide Context
Uses Consistent Formatting Throughout 
Document
Targets a Precise Audience



A Good Resume
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Considers Function over Form
Employs Past and Present Tense
Uses Strong, Precise, Active Verbs
Avoids Complete Sentences
Never Uses Font Sizes Smaller than 10pt
Always Keeps Margins to at Least 0.65”
Is Always a Work in Progress
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Tracking 
Recruiters’ 
Eyes

From
TheLadders

Eye Tracking Online Metacognition: 
Cognitive Complexity and Recruiter 

Decision Making. Will Evans, Head of 
User Experience Design,

TheLadders. 2012.



Expert Tips
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 EDUCATION  

University of Pennsylvania – School of Engineering and Applied Science | Philadelphia, PA     May 2017 
Candidate for Bachelor of Science in Engineering 
Major: Digital Media Design Minors: Fine Arts, Mathematics  
Cumulative GPA: 3.18/4.00  
Relevant Coursework: Programming Languages and Techniques I and II, 3D Computer Modeling,   
Introduction to Computer Graphics, Technology, Introduction to Computer Architecture, Mathematical 
Foundations of Computer Science  

TECHNICAL SKILLS  
Operating Systems: Windows, Mac OS, Linux  
MS Office: Word, Excel, Power Point  
Programming Languages: Java, Assembly, C, HTML  
2D Software: Adobe Illustrator, Adobe Photoshop  
3D Modeling and Animation Software: Maya  
Familiar with: Adobe GoLive, Dreamweaver, Flash  
 

MULTIMEDIA EXPERIENCE  
 
Basic Technical Support/Modeler at Archeological site (Tiwanaku), Tiwanaku, Bolivia June-August 2014  
Created 8 accurate digital reconstructions of ceremonial buildings at Tiwanaku using Maya  
Presented models and process used to make the models in poster format at the 25th Northeast Attended 
Conference on Andean Archeology and Ethnohistory.  
Received NSF grant for project  
Models have been accepted for a special program by History Channel  
 

Highlight directly 
applicable skill sets

Include relevant 
coursework 

Tailor your resume for 
a specific audience
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Expert Tips
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Use a targeted 
experience section 
title

List your GPA 
exactly as it 
appears on 
PennInTouch

Create different 
versions of your 
resume for different 
audiences!



Expert Tips
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Think broadly about 
different experience 
types & skill sets

Service and Volunteer Experience
Emergency Services Volunteer, University of Pennsylvania Veterinary Hospital Fall 2016- present
Monitor and restock veterinary supplies, clean cages and workspaces, dispose of deceased animals,
assist veterinarians with animal restraint
Pennvelopes, Philadelphia, PA Spring 2015 - present
Exchange letters with disadvantaged elementary school pen pals in West Philadelphia      
ALLIES, Philadelphia, PA Fall 2014 - present
Provide education and raise awareness about issues concerning the Lesbian Gay Bisexual Transgender 
(LGBT) and Allied communities
Bubel/Aiken Foundation December 2015
Recruited volunteers and coordinated a day of gift-wrapping as part of the Foundation’s Wrapping 
for Inclusion project, a nationwide holiday fundraiser to benefit children with disabilities
Empty the Shelters, Fill the Homes, Philadelphia, PA Fall 2014- Fall 2015
Created and distributed informational flyers on poverty and homelessness, planned educational events and
fundraisers on campus, participated in protests coordinated with the Kensington Welfare Rights Union 
Good Schools Pennsylvania, Philadelphia, PA Fall 2014- Spring 2015
Learned about and advocated for greater equity, accountability and quality in public education in Pennsylvania

Employment 
Barista, Café Prima, Philadelphia, PA Fall 2014- present
Prepared a variety of hot and cold beverages, sold snack foods and rented videos
Room Service, Amelia Island Plantation, Amelia Island, FL Summer 2014
Took orders, assembled trays and delivered meals to guests and property owners at a AAA-Four Diamond 
hotel and resort 

Additional Information
Language Skills: Fluent in French
Computer Skills: Adobe Photoshop, Macromedia Dreamweaver, Basic HTML programming knowledge
Experience Abroad: Lived in Africa for 14 years where father was posted while working for USAID — grew up in 
Burkina Faso, Madagascar and Kenya



Describe
Your Impact
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Avoid Im precise 
Verbs …and phrases that don’t begin 

with a verb at all 

Worked on

Responsible for
Duties Included
Member of

Shadowed

Observed

Assisted

Helped

Received
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Awarded

Generated
Analyzed

Catalogued

Spearheaded

Streamlined

Investigated
Edited

Drafted

Scheduled

Overhauled

Preserved

Pinpointed Specialized

Eliminated

Expanded

Implemented

Delegated

Instructed

ExploredMediated

Conducted

Chaired

Led

Initiated

Modified

Designed

TrainedExhibited

Use Great Verbs
Restructured



• Assisted in program planning and implementationWhich is Better?

• Planned and implemented 4 neighborhood 
public outreach projects by supporting program 
manager in all aspects of project development
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• Helped professor with book researchWhich is Better?

• Completed review of 170 journal papers on 
inflammatory disease mechanisms and 
communicated summary of findings to professor 
within 2 weeks
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Are your bullet points active?
Strong Verbs Include: Accelerated, Conceived, Determined, Initiated, 

Launched, Pinpointed, Reduced, Spearheaded

Do you see any passive verbs?
Always Avoid: Assisted, Duties Included, Helped, Observed, Participated

Responsible for, Shadowed 
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RESUME CHECKLIST



Is you’re resume complet eley free of tpoys? 

Within each section are your experiences 
in reverse chronological order?

Is your formatting consistent? 
Do all dates align? Are all dashes the same size? Is the style the same for all 

employers, all titles, all cities and all states?

RESUME CHECKLIST

Yikes. 
(Special note – if you have headers in ALL CAPS, spell check may not catch errors!)



Employers look 
for….
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and

Interest

Aptitude
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Performing Arts
Resumes
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ACTING RESUME

• List of acting credits
• Show title, role played, theater 

name, director
• Other important information, 

such as playwright, in 
parenthesis when applicable 

• Film/New Media/Voice
• Title, Role Type, Producer, 

Production Type

• Training/Education

• Skills (List only those you excel in)
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DIRECTING RESUME

• List of shows directed, broken 
out by type of theater

• Does not have to be 
chronological

• Title of show/Theater/Job

• Additional Information and 
Awards listed as needed

• Education/Training/Affiliations

Choreographer, stage management and design
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PLAYWRIGHT RESUME
• Publications

• Awards/Affiliations/Education

• Premiere and notable 
productions

• Theater/producer, location

• Descriptions and additional 
information as needed
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Transferable 
Skills
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"Theatre students have done 
extremely well with us and we 
usually hire them because 
they're well - disciplined workers 
who learn quickly and give of 
themselves to the 
company."

"We like to hire theatre 
students," he said, " but it is a 
shame that when they apply to 
us they don't seem to realize 
their strengths and 
advantages." 1

Source: https://lecatr.people.wm.edu/majorslearn.html

CEOs on 
Hiring 
Theater 
Students
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Oral Communication
Creative Problem Solving Abilities
Take Pride 
Doing Things at Your Very Best Level
Motivation
Commitment
Work Cooperatively
Work Independently
Time Management
Initiative
Respect for Deadlines
Promptness
Acceptance of Rules
Listening
Respectfulness

Adaptability
Flexibility
The Ability to Work
Under Pressure
Healthy Self - Image
Resiliency 
Self - Discipline
Goal - Oriented
Concentration
Dedication
Responsibility
Leadership
Enjoyment
Self - Confidence



Next Steps
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Check out our online 
resources:

careerservices. upenn.edu

Meet with career or 
advisor to create an 

action plan or to 
schedule

a mock interview 

Submit your resume and/or cover 
letter to Career Services for review

Land exciting 
internship or 

job!

💃💃

Explore  Handshake
and  build  your p rofile
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Connect With Us!
C A R E E R S E R V I C E S.UPENN.EDU 

@PENNCAREERSERV U N I V E R S I T Y  O F  

P E N N S Y L V A N I A   

A L U M N I  G R O U P

U N I V E R S I T Y  O F

P E N N S Y L V A N I A   

C A R E E R SERVICES
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THANKS

Any Questions?
jmdeange@upenn.edu

👏👏
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