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Guidelines
Resume Writing

ORGANIZATION | Organize your resume with distinctive sections

▪ Headline with your brand (“Hydraulic Project Manager”) instead of 
“Summary” or “Qualifications Summary” at the top

▪ Experience sections can include full-time work, part-time work, internships, 
leadership roles, & academic projects

▪ Experience and Education should be listed in reverse chronological order

DESIGN & FORMAT | Ensure the readability of your resume

▪ Add a blank line between sections, jobs, and educational institutions

▪ Equal margins on all 4 sides of the page (0.5”-1”)

▪ Consider using lines to distinguish sections

▪ Use tabs to align information on the page, such as aligning dates to the right 
margin

▪ Do not use tables

▪ Maximum 1-2 font types, with standardized fonts being best practice (ie: 
Arial, Georgia, Cambria, Calibri, Garamond)

▪ If using 2 font types, make sure they are the same style font (serif vs. sans
serif)

▪ Do not use shading



Guidelines
Resume Writing

CONTENT | Writing should be crisp, concise, and compelling

▪ Use Power Bullets when writing bullets to show your impact, instead of 
listing every task you performed

▪ Start each bullet with an action-oriented verb that helps the reader visualize 
you in action

▪ Keep things short. One page for every 5 years of experience is a general rule
of thumb

▪ Concise bullets – no more than 2 lines for each bullet

▪ Short list of bullets – no more than 6 bullets for each job

▪ If there are multiple projects with a long tenured job, consider using 
subheadings to categorize functions

▪ Use relevant and meaningful section headers (ex: Marketing Research 
Experience or Consulting Experience instead of just Experience)

▪ Contact information only needs to contain your email, phone number, and 
customized LinkedIn URL:

1. Click the Me icon at the top of your LinkedIn homepage.

2. Click View profile.

3. Click Edit public profile & URL in the right rail. You’ll be redirected to the Public 
profile settings page.

4. Under Edit your custom URL in the right rail, click the Edit icon next to your public 
profile URL. It'll be an address that looks like www.linkedin.com/in/yourname.

5. Type the last part of your new custom URL in the text box.

6. Click Save.

Schedule an appointment with a Career Coach in Handshake for a 
resume review, after working on your resume in VMock and achieving 
a score of 85% or higher.



Action Verbs
Resume Writing

You know not to start your power bullets with “Responsible for” or “Duties 
included,” but do you find yourself repeatedly using the same verbs? Avoid this 
common mistake by getting using compelling verbs to catch the hiring managers’ 
eyes. Use these lists to start brainstorming the start of your bullets.

ADMINISTRATION + ORGANIZATION

administered

appointed

arranged

budgeted

catalogued

centralized

charted

classified

consolidated

coordinated

compiled

delegated

dispatched

dispensed

distributed

eliminated

executed

founded

governed

headed

implemented

initiated

instituted

issued

launched

managed

motivated

obtained

offered

orchestrated

oriented

organized

overhauled

oversaw

planned

prescribed

presided

provided

recruited

rectified

referred

regulated

represented

revamped

reviewed

routed

selected

supervised

supplied

terminated

ANALYTICAL

analyzed

ascertained

assessed

compared

compiled

computed

conceptualized

critiqued

deciphered

deliberated

detected

devised

diagnosed

estimated

evaluated

examined

evaluated

forecasted

formulated

identified

integrated

investigated

justified

measured

prioritized

programmed

projected

questioned

rated

recommended

researched

scrutinized

studied

substantiated

synthesized

systemized

tested

validated

verified



Action Verbs
Resume Writing

COMMUNICATION

addressed

advised

advocated

apprised

arbitrated

authored

briefed

campaigned

clarified

communicated

composed

consulted

conveyed

convinced

corresponded

counseled

demonstrated

documented

drafted

edited

explained

guided

illustrated

informed

instructed

interpreted

interviewed

lobbied

marketed

mediated

moderated

negotiated

notified

persuaded

presented

promoted

publicized

published

queried

recommended

reported

summarized

trained

translated

FINANCIAL + RECORDS MANAGEMENT

audited

allocated

balanced

catalogued

charted

classified

condensed

documented

expediated

forecasted

invested

inventoried

itemized

logged

maximized

minimized

monitored

processed

procured

purchased

recorded

scheduled

scrutinized

tallied

verified

INITIATIVE + LEADERSHIP

accelerated

accomplished

achieved

acquired

administered

advanced

allocated

appointed

approved

authorized

bolstered

boosted

chaired

coached

delegated

demonstrated

designated

directed

educated

elicited

empowered

enabled

encouraged

endorsed

enhanced

enriched

established

expanded

expediated

facilitated

fostered

founded

guided

hired

implemented

increased

influenced

initiated

innovated

inspired

introduced

judged

launched

mobilized

moderated

modernized

motivated

officiated

overhauled

pioneered

recruited

revamped

spearheaded

supervised

trained



Consulting
Resume Sample



Finance
Resume Sample



Health Care
Resume Sample



Information Systems
Resume Sample



Marketing
Resume Sample



Real Estate
Resume Sample



Functional
Resume Sample



Mid-Career
Resume Sample



Mid-Career CONT.

Resume Sample



Resume Guide for China
Resume Writing

CONTENT

▪ Use relevant and meaningful section headers

▪ Remove information not relevant to your career objective

DESIGN & FORMAT

▪ Add a blank line between sections, jobs, and educational institutions

▪ Equal margins on all 4 sides of the page (0.5”-1”)

▪ Consider using lines to distinguish sections

▪ Use tabs to align information on the page, such as aligning dates to the right margin

▪ Do not use tables

▪ Maximum 1 font type; standardized fonts are best (宋体、微软雅黑 etc.)

▪ Do not use shading

▪ Use A4 as the paper size for Chinese resumes

▪ 1 page resume is the most common format

ORGANIZATION

▪ Personal Information

▪ Education

▪ Work Experience

▪ Extracurricular Involvement

▪ Honors & Awards (optional)

▪ Interests & Skills



Resume Guide for China CONT.

Resume Writing

PERSONAL INFORMATION

▪ Name

▪ Contact Information

• Include phone number/email address that can reach you directly

▪ Date of Birth

▪ Professional Headshot

• This is standard in China, not the in U.S. Consider going to a professional.

▪ Political Status

• Required for state-owned firms, optional for foreign companies

EDUCATION

▪ Should appear in reverse chronological order (present to past)

▪ High school information should not be included

▪ Include:

• Graduation Date

• Institution and Location (be sure to check the official translation of the 
institution’s name before putting it on your resume)

• Degree

• GPA; as shown on the transcript

• Any additional information related to your academic career (ex: Honors program, 
scholarship)

WORK EXPERIENCE / COMMUNITY INVOLVEMENT

▪ Include your previous internships and full-time positions in the work experience 
section.

▪ Include your student organizations and volunteering experiences in the community 
involvement section. If space is limited, only list the activities with leadership 
positions.



Resume Guide for China CONT.

Resume Writing

WORK EXPERIENCE / COMMUNITY INVOLVEMENT CONT.

▪ Include:

• Dates of employment

• Organization name and location

• Position title

• Job functions
• Writing should be crisp, concise, and compelling

• Short paragraphs – no more than 3 lines

• Short bullets – no more than 2 lines for each bullet

• Short list of bullets – no more than 6 bullets for each job

• If there are multiple projects within a long tenured job, consider using subheadings to 
categorize functions

• Use quantitative numbers to describe specific accomplishments

• Utilize STAR (situation, task, action, result) technique

HONORS & AWARDS (optional)

▪ You can include any awards, achievements, or academic distinctions in this section. All the 
information in this section can also be included as part of the education or other sections.

▪ Include:
• Name of the Award

• Date

• Short Description of the award; use quantitative numbers to describe the importance of the award

INTERESTS & SKILLS

▪ Foreign Languages
• Only list the languages that you will be comfortable speaking in a professional setting

• Indicated the level of proficiency on your resume (native, work proficient, basic)

▪ Achieved Certifications (CFA, CPA, etc.)

▪ Computer Software
• Include coding skills (C++, R, Python, etc.) if applicable

• It is optional to list basic computer software, such as MS Word, Excel, and PPT

▪ Hobbies (optional)
• Good way to potentially create connections with recruiter and have something interesting that may 

stand out from other applicants (ex: marathon running)



Resume Sample for China
Resume Writing



Guidelines
Cover Letter Writing

WHAT’S THE PURPOSE? 

While cover letters are seemingly disliked by most, they’re still a standard part of the
process. While they may not be required for some opportunities, it is still best practice to 
submit one, as your competition may be doing so in order to stand apart.

▪ It demonstrates your ability to communicate professionally and organize your thoughts 
in a cohesive manner, both of which are pertinent to most positions.

▪ A well-written cover letter commands the reader’s attention. It demonstrates interest 
and knowledge in the industry and employer.

▪ The opportunity to interview is the ultimate goal of your cover letter and resume.

TOP TIPS

▪ Send to the appropriate person. Your letter will be more effective when you address it 
to a specific person within the organization. Do due diligence in finding the hiring
manager’s name. If you are unable to get a specific name, “Dear Hiring Manger,” and 
“Dear Human Resources Manager,” or acceptable alternatives.

▪ Research the employer. Use information obtained through research to demonstrate 
that you know about the company while also explaining why you want to work for the 
organization.

▪ Keep it to one page. Any longer and it may not be read.

▪ Leave qualifiers out of your letter. Don’t use the expressions “I feel that…” or “I think 
that…” as these qualifiers only weaken what comes after them. Usually, these 
statements can be left out and the remaining sentence can stand as is.

▪ Count the “I” in your letter. If you start your sentences with “I” more than 3-4 times, 
you’ve used it too much. Starting most sentences with “I” can give the impression of 
poor communication. This can usually be fixed with some rephrasing. For example, “I
have had experience in…” could change to “My experience includes…”

▪ Create your own letterhead. Using the same format of listing your name and contact 
information on your resume and cover letter gives a consistent look across documents.

▪ Reread your letter. Keep in mind that this is typically your first professional impression 
with a prospective employer. Keep it easy to read/scan, grammatically correct, with no 
typos.

Schedule an appointment with a Career Coach in Handshake for a cover letter review.



Traditional Sample
Cover Letter Writing

Schedule an appointment with a Career Coach in Handshake for a cover letter review.



Creative Sample
Cover Letter Writing

Schedule an appointment with a Career Coach in Handshake for a cover letter review.
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