
Career Readiness Series:

Resume Building Workshop 
for Graduate Students



True or False?
Resume Edition

“Over 90% of 

companies today 

use AI in their 

hiring process.”

“’Excellent 

Communicator’, Great 

Organizer’, and ‘Precise 

Problem-Solver’ are 

effective ways to 

express skills on a 

resume.”

True

False

“It’s best to create 

one resume to apply 

to many jobs as 

possible, as there are 

many applicants and 

it is competitive.”

False



Let’s Discuss –

❑ How Do You Want To Market Yourself?

❑ Anatomy of the Resume

❑ Writing Strategies and Building Your 

Document to Showcase Accomplishments
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Application Tracking Systems (ATS)
• Software used by companies and organizations that act 

as a database to organize & screen for job applicants – 
helps recruiters and hiring managers sort through large 
job applications.

Tips for an ATS Friendly Resume
1. Avoid creating resumes on Canva; ATS reads text, 

not design
a. Must download as Word doc to simply if used

2. Do not include textboxes, icons, columns, tables, 
images, infographics

3. Do not “keyword stuff”, ATS can detect unnatural 
repetition

4. Most ATS systems do not automatically recognize 
acronyms, spell out the name first!

5. Avoid using rating bars or rating scales for Skills
6. Avoid using Header/Footers, ATS struggle to read 

content there
7. Apply to positions using .docx or PDF formats

ATS and Your Application

Did you know?
62% of companies that use an ATS in 

their hiring process report finding 

more high-quality candidates.

“I filter through 

over 150+ 

applications per 

one job opening.”



Anatomy of the 

Résumé

Demonstrate what you 

learned in your degree, 

highlight your strengths & 

skills, and how they fit the 

needs of the job position 

and the organization.

• Includes experiences on 

and off campus, and

• Highlights what you have 

done in the classroom and 

in the field!

Header (Contact info) 

Summary

Education

Experiences

Bulletpoints

Skills

EDUCATION

Master of Science, Counseling                  May 2026

California State University, San Bernardino (CSUSB)            GPA 3.85



Resume Format Styles

CHRONOLOGICAL

o Commonly referred to as the 
‘traditional’ resume

o Organized by job title; listed 
from most recent to least

o Experiences categorized by 
specific ‘type’

• Work, Volunteer, Professional 
Organizations, Presentations, 
Certifications, Awards, etc.

COMBINATION

o Includes components of both 

Chronological & Functional

o Experiences are listed from 

most recent to least

o Experiences categorized by 

specific ‘skill’
o Leadership, Customer Service, 

Computer Programing, 

Graphic Design, Marketing, 

etc.

FUNCTIONAL

o Organized and led by skills, 
experiences are listed from 
most recent to least

o Emphasizes transferable 
skills rather than job title or 
company
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Avoid ‘Skill-Dumping’…
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How best can 

I showcase my 

technical and 

transferable 

skills on a 

resume?



Your ‘Technical’ & ‘Transferable’ Skills

Demonstrate & express your transferable skills in your bullet points! 

TECHINCAL SKILLS:
• Software: Microsoft – Word & PowerPoint; Google – Docs & Slides; Zoom; Canva; 

Proficient in Qualtrics

• Languages: Fluent in Spanish; basic knowledge of Japanese in reading and writing✓



SKILLS:
• Great Communicator; effective Problem-Solver; great Team Player & Multi-tasker; 

very Analytical

• Microsoft Word and PowerPoint; Google Docs; Canva; Zoom; some Qualtrics

• Spanish and some Japanese
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Bullet Point Writing & Your Experiences in..

Job / Internship

Club / Organization

Volunteer

Fieldwork/Practicum

Research/Class Projects

Presentations

Independent Projects

Conferences / Seminars

Honors / Awards 
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Starting With Your Experiences
at CSU San Bernardino

1. Reflect on Your Courses –
• Think of classes related to the subject topic and/or your career field of interest.

2. How Did You Complete Your Course Assignments?
• Highlight your projects, presentations, and/or research you’ve completed in your classes:

o What actions/skills did you perform to complete them?

o How did you demonstrate your skills and expertise?

3. Have You Participated in any Campus Programs or Events?
• Identify your specific contributions to these involvements to show how it has helped with your 

professional development.

o Reflect on your involvements in – community service, professional associations, 

conferences, special interest groups, cultural groups, etc.
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Bullet-Points to Express Accomplishments

Incorporate “Impact-Driven” Bullet-points!

Formulate your accomplishment

Action Verb + Task + Outcome

Utilize the “W.H.O Approach” to formulate your accomplishments: 

1. What did you do?

• Tasks/duties

2. How did you do the work?

• Skills, strategies, methods, tools, techniques

3. Outcomes associated with your work?

• Results, impact, contribution, intention scope

• Informed students about the values and goals of the Psychology Club while tabling at on-campus 

events recruiting 10 new members.

o Engage with students with information about the Psychology Club at on-campus events

o Communication Skills – “Inform”

o Recruited 10 new members



Maximizing Your Résumé With a Professional 
Summary

• Include a professional summary to help you to stand out and make it easier for the reader to 
reference your skills & experiences.
• A brief 1-3 impact driven bullet-points that overview of your experiences, and includes 

relevant skills/themes listed in the job description
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JAMAL HARRIS
jamalharris@gmail.com | 555-555-5555 | linkedin.com/in/jharris_ph

SUMMARY OF QUALIFICATIONS
• Thoughtful, analytical, and thorough public health advocate with expertise in local health problems and 

interventions for San Bernardino area communities.

• Over 2 years in collaboratively conducted community-based and patient-centered research on the effects 

of infectious diseases.



How do I pull 
themes and 

keywords from a 
job description 

to tailor my 
resume with?
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Annotate to identify the keywords and themes of 
the job description to customize your résumé
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Pull themes 

from the job 

description…

Using 

ChatGPT!

Customizing to a Job 

Description

Prompt: Based on this job 

description, highlight 10 

relevant skills and keywords I 

should include in my resume. 

Include the overall themes I 

should address.
• Copy/paste to add job 

description after prompt



Don’t forget to
utilize AI to assist 
with customizing 
your document!



https://www.csusb.edu/career-center/students/career-resources/resumes-cover-letters-cvs


Action Steps of  Writing Your Résumé

Reflect on your skills & 

experiences –

• Your courses – relevant 

subject/topics and how you 

completed your tasks

• Your involvements – clubs, 

volunteer, work, awards, etc.

Draft your document –

• Format type

• Express your experiences with 

accomplishments using 

W.H.O method

Review the job 

description in detail –

• Annotate the description to 

search for themes and 

keywords

Customize your document –

• Tailor your experiences to 

include the themes and 

keywords identified from the 

description





Did You 
Know?

You can 
receive up to
3 free items 
per semester! 
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30-minute career advising 

appointments are available – schedule 

through your myCoyote portal

• Follow us @csusbcareer

• careercentercsusb.edu

• SB (909) 537-5250 / PD (909) 537-8243

• SB Campus: SMSU South-112

• PD Campus: IW-106

instragram icon

The Career Center is Here To Help!

Any Questions?

https://csusanbernardino.sharepoint.com/sites/CoyoteCareerAmbassadors/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FCoyoteCareerAmbassadors%2FShared%20Documents%2FGeneral%2FMarketing%20%26%20Graphic%20Design%2F2024%2FDigital%20Artwork%20Summer%20%26%20Fall%202024%2FHow%20to%20Make%20an%20Appointment%2Epdf&parent=%2Fsites%2FCoyoteCareerAmbassadors%2FShared%20Documents%2FGeneral%2FMarketing%20%26%20Graphic%20Design%2F2024%2FDigital%20Artwork%20Summer%20%26%20Fall%202024&p=true&ga=1
https://csusanbernardino.sharepoint.com/sites/CoyoteCareerAmbassadors/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FCoyoteCareerAmbassadors%2FShared%20Documents%2FGeneral%2FMarketing%20%26%20Graphic%20Design%2F2024%2FDigital%20Artwork%20Summer%20%26%20Fall%202024%2FHow%20to%20Make%20an%20Appointment%2Epdf&parent=%2Fsites%2FCoyoteCareerAmbassadors%2FShared%20Documents%2FGeneral%2FMarketing%20%26%20Graphic%20Design%2F2024%2FDigital%20Artwork%20Summer%20%26%20Fall%202024&p=true&ga=1
https://csusanbernardino.sharepoint.com/sites/CoyoteCareerAmbassadors/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FCoyoteCareerAmbassadors%2FShared%20Documents%2FGeneral%2FMarketing%20%26%20Graphic%20Design%2F2024%2FDigital%20Artwork%20Summer%20%26%20Fall%202024%2FHow%20to%20Make%20an%20Appointment%2Epdf&parent=%2Fsites%2FCoyoteCareerAmbassadors%2FShared%20Documents%2FGeneral%2FMarketing%20%26%20Graphic%20Design%2F2024%2FDigital%20Artwork%20Summer%20%26%20Fall%202024&p=true&ga=1
https://csusanbernardino.sharepoint.com/sites/CoyoteCareerAmbassadors/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FCoyoteCareerAmbassadors%2FShared%20Documents%2FGeneral%2FMarketing%20%26%20Graphic%20Design%2F2024%2FDigital%20Artwork%20Summer%20%26%20Fall%202024%2FHow%20to%20Make%20an%20Appointment%2Epdf&parent=%2Fsites%2FCoyoteCareerAmbassadors%2FShared%20Documents%2FGeneral%2FMarketing%20%26%20Graphic%20Design%2F2024%2FDigital%20Artwork%20Summer%20%26%20Fall%202024&p=true&ga=1
https://www.instagram.com/calstatelacareercenter/
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