Describing Your SKI'LS

INSTRUCTIONS

In this activity you will learn how to develop bullet

points for your resume. Read the guidelines below and

then compose one action statement for each skill
listed to the right that could go on your resume.

Remember to consider all jobs, internships, volunteer
experiences, service-learning projects, involvement in
clubs/organizations or other co-curricular activities,
sports, research, study abroad, major/relevant class
projects, and professional memberships or
professional development such as conferences.

GUIDELINES

A proper bullet point is a qualitative or quantitative
action statement that describes a particular task, skill,
and sometimes the result.

Examples:

1. A task only action statement would be, “Assisted
students with scheduling appointments over the
phone and in person.”

2. Askill + task action statement might say,
“Utilized customer service skills in scheduling
student appointments over the phone and in
person.”

3. Although not always necessary or applicable, a
skill + task +result action statement could read,
"Received high customer satisfaction ratings for
customer service provided to students calling to
schedule appointments.”

All of the above examples are correct but the second
and third provide the employer with a clearer
understanding of which skill was used, how it was
used, and demonstrates its successful use.

Additional rules to keep in mind:

e Do not use complete sentences, periods, or
personal pronouns like, “l”, “me”, or "we"

e Action verbs should be in past or present tense
depending on whether you are currently doing
that work or have already completed it. The Career
Education office can provide you with a list of
appropriate action verbs.

e Use a thesaurus to identify synonyms describing
the same action verb in a different way. For
example, instead of saying, "worked with” multiple
times try, “collaborated” or “partnered”.

e Quantify when appropriate. Placing numbers on
the resume provides the employer with an
additional depth of information. For example:

1. Tutored children ages 5-13 with homework
assignments in English and math after school

2. Presented academic research to a group of 50
peers and faculty members

3. Managed club budget of $2,000 and provided
regular financial updates
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