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A resume serves multiple purposes

and outcomes

G You: Highlights your professional background, skills

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

strengths and minimize weaknesses

As required: Follows traditional norms, practices and
guidelines

e Customized: Includes variation to highlight personal

=)
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A resume works on multiple levels

A quick look: A filtered view: Visual attraction:
Your resume must Include your best It should be eye-

provide access to highlights (not appealing and make

key information everything will fit) the reader want to
quickly read it
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UNC Kenan-Flagler template

FIRST I. LASTNAME Firstiame_LastHame @kenanflagler me edn
(frea Conde) Phuoe-Finrber
limkedin, coprtAnorlin

EDUCATION
UNIVERSITY OF NORTH CAROLINA, Kmnan-Flagler Business School — Chapel Hill, HE Mgr 2017
Master of Business Administcation,, Full- Tore ME & Program

*  Comcentration in Fnction; GhIA T 3004 [ Optional, ondy 700 orhigher]

o Scholirship /dhctivitytdchissement. [Fane of Scholarship - FullPartial taitio and stipend]

UNIVERSITY OF HORTH CAROLINA at Chapd Hil - Chapel Hill, HC B 2003
Bachdor of Business Administration, Finance , 504 3 300 [Optional, onky i 350 orhigher]

»  Scholarship/fctivitytehievement

EXPERIENCE
COMPANY NAME - City, State [dbbrevdated e.g T or Ciny, Comdry [if v U5 beation] 2011-2015
Chtiomal, comprmp desoriptors v i italics fo desonde i lior comparnes, Eeep to §lime
Posmiiom (2012-2015)

+  Listturions positioze mder 1 anployeradth dates to chowr career progression if applicable

+  Beginballets with awriety of werbe to svoid repetitice (e g Led, Dinected, Superdzed)

»  Open resimme bnllets with direct action verbs and AWOID “Responsible™or “Oesisted™

#  Tlee Times Mewr Fornam fort; ford simes: Hame | 16; Major Section Headings | 12; Text: 105
Posmiiom (2011
Broid reaimne biallets with “aridows™, single words antbe 27 line
Do not adpast margine or spacihs betamea, Hres; do not e 2 pages f0T 01 CAENE TenTte
Tse qidenar-flagler 1 eda exiadl address: ramonre aroe boyperlivis to yondr ernail or Livdiedi profile
Bemvowme gramnar of spelling anderlines i WS Word and aeate o) ad pdf versions

COMPANY MAME - City, State [ahbrewiated .z 0] or City, Conmitry [if zucm- 175 cation] 2009-2011
Cptiomal, compap desoiptors are in ifalics fo descrde wifmmliar comparnes, Keep to [line
Maxk aling Assodate
«  Allywnbers chonld be digits ot words [e.z. 2 1ot eight]
+  Monbers: K=thonsands , M=milions . E=tillione ,+=more than [&.2. F50MH], 2kes than 2.2, =2%],
sf=ciquare feet
»  Cimmerwcies: Cormeert a1l foreigp omrencies to 175 Dollar as of 15 Foe 20015; use F ot TTED ez, FL20E]

COMPANY NAME - City, State [shbrevdated e g FC] or City, Covmdry [if ruom-175 cation] 2008-2009
Optiomaal, comprmp desoriptors ave ii italics fo descnde wiimwlior comparnes, Koep to [lime
Nk eling Analyst
*  Bwhade wmdergraduate Rtemehip ondy i o bamee =3 years work experience of it DIREC TLV elites to
tarzet position
*  Srroid rroatiple serderces 4 single taallet poin; the sani-colon i yomr fiad

ADDITIONAL

T8 pemmareert work sithuorization [Onbye for fterational shadent s arith the right to wods @the T3]
Profescional certifications [CP &, CFA]; professional accocistion memberchips

Hatire Sparvich speabier; Cormeersational Porbiguess [Farfe , Fhaert | or Coperers stiozal]

List rwomi-sbader leaderchip activdties  wobmtesr leaderchip , srards or mndque «lansits

List tevhmical skills oty if relewart o Tole; rever list Dliaosoft Office suite chills

List hobbies snd terests [Be specific, e g, *Wolleyhall rather than “Sports™]

Dont chade cortronrersial material sach 42 religion, politics mdess Uniwwreine-sautioned organization

Contact information

Education

Experience

Additional

Ensure 100%
accuracy throughout
resume!

The template is
required for all on-
campus recruiting.

E
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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

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

Understand your Conduct self- Compose strong
goals assessment bullets

e Consider your * Focus on your
background and impact on the
previous experience organization

* Ensure your e ALWAYS try and
strengths align with guantify results

* Review job postings
for desired skills

e Use stretch, target,
and realistic
organizations for

key career * Prioritize the most
requirements important

* |ldentify gaps and accomplishments
minimize and achievements

your examples

e Ensure your goals
align with likely
opportunities

N
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A good place to find job descriptions

/.\ ® what: here:
'ndeed mba associate wells fargo | Find Johs

one search. all jobs.

Responsibilities
Johs 110404 +
Qualifications

mba associate wells fargo D
jobs 4| lpload your resume - Let employers find you
stment Banking Associate - 1 year

s Fargo 8788 reviews - Mew York, MY
; Fargo Securities Program Associate 1. Wells Fargo Securities. MBA. Specific Associate

onsibilities Include: -
sored by OneWire Inc. - 11 days ago

My recent searches

Intern Wells Fargo

mhba investment banking =]
B
intern we...

mha investrment banking
intern

What they’re seeking!

# Clear searches

8780 reviews - Mew vYork, MY

i Fargo Secunties. Associate Analyst - Tobacco, Beverages & Corwenience Stores. In this

ir Associate position you will partner with a Senior Analyst... Responsibilities
s ago - save job - email - mare...

Sort by: relevance - date

¥ Salary Estimate
$70,000+ (3
£40,000+ (2

Wiarking closely with senior team mermhbers on presentations and financial analysis
Financial underwriting, due diligence review and transaction execution

Associate Ferfarming comprehensive and in-depth company, real estate, and market analysis

¥ Title Wells Fargo Preparing presentations and other materials for clients
» Company Wells Fargo Secities - Eastdil Secured. Our Associate program is designed for recently prarmoted Creating pitches, proposals, and marketing materials
. ! nals with 3-4 of relevant industry. ..
» Location 30+ days ago - save job - email - more...
b loh Tumn

Minimum Qualifications

« Associates must demonstrate a combination of academic aptitude, guantitative skills, personal motivation, and distinguished written and aral
communication skills. Associates are required to manage several projects at once and wark effectively as an individual and as part of a team.

+« Related experience through professional wark or internship

« Strong Argus, financial analysis and excel maodeling skills

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

« [Demonstrated ability to consistently produce high gquality woark onder tight time frames

« [Demonstrated ability to manage moltiple projects and priarities to conclusion swithin agreed upon deadlines

L{NQR ASW 2015 | MBA Career Management Center
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How do we translate these?

Demonstrated ability to perforn] quantitativefand qualitative

analysis pbf deals using financial modelfhg techniques and
strorjg attention toldetail

Target position
gualification:

Your experience Ad dagency, ssociat

Analyzedivebsite traffic geports and google analytics to create
Potential bullet forecasfmodeling algorithm pased on client buyer behavior;
detailed fecommendations drove 30% increase in online sales

Translate your experience into what the
employer seeks

The goal

N
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Job descriptions & resume bullets

Job Resume
Descriptions: bullets:
Employers want to You need to describe
know if you have the the houses you've
right toolset built

UNC ASW 2015 | MBA Career Management Center

KENAN-FLAGLER
BUSINESS SCHOOL



Section detalls

Use your U.S. mobile

First = o
FIRST I. LASTNAME e Las e rgler e phone number
L linkedin com/in/yourlink

Use Linkedin module
to build custom URL

Remove all link
underlines and colors

EDUCATION
UNIVERSITY OF NORTH CAROLINA, Kenan-Flagler Business School — Chapel Hill, NC ~ May 2017 Include gra d and
Master of Business Administration, Full-Time MBA Program . c

e Concentration in Fanetion: GMAT XXX [Optianal, aaly if 700 o higher] undergrad highlights

+  Scholarship/Activity/Achievement [Name of Scholarship — FullPartial tmition and stipend]

UNIVERSITY OF NORTH CAROLINA at Chapel Hill - Chapel Hill NC May 2008

Bachelor of Business Administration, Finance, GPA X XX [Optional, only if 3.50 or lngher]
+  Schelarship/Activity/Achievement

Be very selective w/ undergrad bullets.

Remember, each line is vital. Consider saving
space for work experience.
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Section detalls

EXPERIENCE
COMPANY NAME — City, State [abbreviated e.g NC] or City, Country [if non-US location]
Onfional company descriptors are in italics to dercribe unfamiliar companies. Keep to 1 line

Position (2012-2015)

List various positions under 1 emplover with dates to show career progression if applicahle
Begin bullets with a waniety of verbs to avoid repetition (e g Led, Directed, Supervised)
Open resume bullets with direct action verbs and AVOID “Responsible” or “ Assisted”

Use Times New Eoman font; fontsizes: Name, 16, Major Section Headings, 12; Text: 10.5

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

2011-201%

E
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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

BUSINESS SCHOOL
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Each bullet should include 3 parts

Problem: Action: Results:

What were you What were the What were the
trying to solve, or direct actions you quantifiable results
improve? took to improve this of your actions?

situation?

E
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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 S1M

Problem Accounts were underperforming

Action Designed free-goods promotion

Result Incremental revenues of S1M

ASW 2015 | MBA Career Management Center 14
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Order may change; structure remains

Analyzed data to identify 27 under-performing accounts
and designed free goods promotion that generated
incremental revenues of S1M

Generated incremental revenues of S1IM by designing
free-goods promotion based on identification of 27
under-performing accounts

N
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Quantified creates relativity and impact

: Led cross-functional global product
Without team and generated new business

quant

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?

ASW 2015 | MBA Career Management Center 16



Tips to help you guantify

Perfection is your friend Quantified results is a
100% completion rate; 0% error rate

key requirement for
resumes and interviews!

Get specific

Managed 3 employees

Worried about confidentiality?

Use general terms = deals in excess of S10M

Heavy-up the quant

Put terms in perspective 2 105% to quota, S2M over forecast
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Additional provides creativity

ADDITIONAL

US permanent work authorization [Only for international students with the right to work in the US]
Professional certifications [CPA. CFA]: professional association memberships

Native Spanish speaker: Conversational Portuguese [Native, Fluent, or Conversational]

List non-student leadership activities, volunteer leadership. awards or unique elements

List technical skills only 1f relevant to role; never list Microsoft Office suite skills

List hobbies and interests [Be specific. e.g.. “Volleyball” rather than “Sports”]

Don'’t include controversial material such as religion, politics, unless University-sanctioned organization

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

m
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Everyone has opinion; this is your story

@ O
. .
R

Gather all the feedback you can; then distill that feedback into the best

resume possible!
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Common guestions

What if | 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 | 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 | include my college internship?

Only if it directly relates to the target position, or you have <3 years of traditional work
experience.

Should | 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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