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A resume serves multiple purposes

1 You: Highlights your professional background, skills 
and outcomes

2 Briefly: Presents a consistent, concise, format to 
provide quick access to information

3 Customized: Includes variation to highlight personal 
strengths and minimize weaknesses

4 As required: Follows traditional norms, practices and 
guidelines
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A resume works on multiple levels

A quick look: A filtered view: Visual attraction:
Your resume must 
provide access to 
key information 
quickly

Include your best 
highlights (not 
everything will fit)

It should be eye-
appealing and make 
the reader want to 
read it
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UNC Kenan-Flagler template
Contact information

Education

Experience

Additional

Ensure 100% 
accuracy throughout 

resume!

The template is 
required for all on-
campus recruiting.
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Why use a template?

You spend time creating, not formatting

Collective feedback from employers

Input from Top 20 business schools

Provides efficiencies for employers

Aligns with UNC Kenan-Flagler branding
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3 basic stages to create your resume

1 2 3

Understand your 
goals

Conduct self-
assessment

Compose strong 
bullets

• Review job postings 
for desired skills

• Use stretch, target, 
and realistic 
organizations for 
your examples

• Ensure your goals 
align with likely 
opportunities

• Consider your 
background and 
previous experience

• Ensure your 
strengths align with 
key career 
requirements

• Identify gaps and 
minimize

• Focus on your 
impact on the 
organization

• ALWAYS try and 
quantify results

• Prioritize the most 
important 
accomplishments 
and achievements 
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A good place to find job descriptions
Responsibilities

+
Qualifications

=
What they’re seeking!
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How do we translate these?
Target position 
qualification:

Demonstrated ability to perform quantitative and qualitative 
analysis of deals using financial modeling techniques and 
strong attention to detail

Your experience Ad agency associate

Potential bullet
Analyzed website traffic reports and google analytics to create 
forecast modeling algorithm based on client buyer behavior; 
detailed recommendations drove 30% increase in online sales

The goal
Translate your experience into what the 
employer seeks
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Job descriptions & resume bullets

Job 
Descriptions:
Employers want to 
know if you have the 
right toolset

Resume 
bullets:
You need to describe 
the houses you’ve 
built
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Section details
Use your U.S. mobile 

phone number

Use Linkedin module 
to build custom URL

Remove all link 
underlines and colors

Include grad and 
undergrad highlights

Be very selective w/ undergrad bullets. 
Remember, each line is vital. Consider saving 
space for work experience.
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Section details

Bullet the most impressive projects and 
accomplishments first

The most recent/relevant jobs should 
have the most bullets

No job should have only one bullet; no 
job should have more than six bullets
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Use your bullets to advantage
Lead with very strong verbs

Assisted Led, managed, developed, created

Avoid repeating verbs
There are plenty of verbs, use verb sheet and google

Use digits
Use digits, not words, e.g. 8, not eight

Ensure top to bottom progression
Demonstrate your skill-set has advanced

Sell strongly and be proud of results
Be confident, but not braggadocios 
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Each bullet should include 3 parts

Problem:
What were you 
trying to solve, or 
improve?

Action:
What were the 
direct actions you 
took to improve this 
situation?

Results:
What were the 
quantifiable results 
of your actions?
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An example of a structured bullet
Analyzed data to identify 27 under-performing accounts 
and designed free-goods promotion that generated 
incremental revenues of $1M

Problem

Action

Result

Accounts were underperforming

Designed free-goods promotion

Incremental revenues of $1M
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Order may change; structure remains

Problem Action Result
Analyzed data to identify 27 under-performing accounts 
and designed free goods promotion that generated 
incremental revenues of $1M

Result Action Problem
Generated incremental revenues of $1M by designing 
free-goods promotion based on identification of 27 
under-performing accounts
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Quantified creates relativity and impact

Without 
quant

With 
quant

Led cross-functional global product 
team and generated new business

Led cross-functional global product 
team and to launch new product in 
10 countries, generated $120K in 
new business; exceeded plan by 15%

Which candidate would 
you hire?
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Tips to help you quantify
Perfection is your friend

100% completion rate; 0% error rate

Get specific
Managed 3 employees

Worried about confidentiality?
Use general terms  deals in excess of $10M

Heavy-up the quant
Put terms in perspective  105% to quota, $2M over forecast

Quantified results is a 
key requirement for 

resumes and interviews!
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Additional provides creativity

Begin with your professional 
certifications

If you speak the language, prepare to 
have the conversation in that language!

Be specific with your bullets; provide 
details when possible
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Everyone has opinion; this is your story

CMC

BCC

PeersAlumni

2Years

Gather all the feedback you can; then distill that feedback into the best 
resume possible!
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Common questions
What if I don’t have quantified results?

Think harder. Review your old performance work plans. Quantified results can include 
increased revenues, decreased cost, decreased production time, increased student pass rates, 
reduced employee sick-time, increased employee retention, many, many factors. 
Remember: The next resume the employer reviews will have quantified results.

What if I have time gaps on my resume?
Try and minimize gaps that were longer than 1 year. Consider self-employed consulting 
initiatives or volunteer leadership positions to reduce long periods of non-labor market 
activities.  Explain significant gaps during your resume walk.

Should I include my college internship?
Only if it directly relates to the target position, or you have <3 years of traditional work 
experience.

Should I have multiple versions of my resume?
You may, but this is usually unnecessary, unless you have two very distinct career paths (e.g. 
investment banking and operations).

Have more questions?
Review the 2017 resume and style guide FAQs. 
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