
Resume Writing

Goal: Create a resume that highlights your relevant 

experiences and accomplishments to assist in 

securing a job interview



Types of Resumes

Chronological

•Lists work experience beginning with most recent

Functional

•Focuses on areas of skills and strengths

Federal

Combination
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Company, Location, Duration
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Rules for Accomplishment Bullets

Say the most with the least amount of words

Show your breadth of experience

No personal pronouns – I, Me, My

Use quantifiable information  (#, %, $)

Start each bullet with an action verb – managed, developed, trained, maintained

No fluffy language



Accomplishment Bullets

Answers 3 important 
questions…

• What did you do?

• How did you do it?

• What did it result in?

Show Results:
• Solved a problem

• Efficiency by %

• Safety/Security by %

• Saved the company $

• Received award/promotion 

• Customer satisfaction by % 

• Productivity by %



Before and After

Responsible for training 40 
Marines

Trained 40 personnel on 
maintenance production 

techniques, resulting in 30% 
decrease in equipment downtime



Before and After

Expertly inspected workspaces

Inspected a workspace made up of 3 
departments and 75 diverse employees; 

identified 15 safety violations and 
developed plans for corrective action, 

mitigating risks within 5 days
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Resume mistakes that automatically dismiss 

candidates, as identified by employers

13%

22%

31%

32%

35%

36%

58%

Includes a photo

Printed on decorative paper

Inappropriate email address

Sentences are copied from job posting

No list of skills, areas of expertise

Not tailored to job posting

Typos



DO

• Target qualifications for a specific job

• Translate military skills

• Use a professional email

• Quantify your results ($, %, #)

• Spell out abbreviations

DON’T

• Make errors – grammar and format

• Use pronouns (I, me)

• Use photographs

• Falsify data

• Be subjective/use adjectives



PRACTICAL APPLICATION

Up Next:


