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Resume Basics



How much time will an employer spend on your resume?

Less than 30 Seconds



• A resume is a short descriptive document. 

• It showcases your work experience, education, qualifications, objectives, personal qualities 

and special skills. 

• First impressions count so invest in your Resume.

• The resume’s main purpose is to get you an interview.

What is a Resume?



1. Contact Information

I. Name to be Centered at the top of the page, include your phone number and a professional email address ( preferably 

Gmail)

2. Objective/Profile : 

I. Goal, specialty area, experience level & personal brand; Never use the words “I” or “My”. Ex: Fresh graduate with strong 

analytical skills seeking a position in Market Research

3. Education: 

I. List your university, expected degree and graduation date, include any awards or recognition received – list GPA if it is over 3
or if it is requested- Thesis should be listed in this section as well

II. You can also include work study programs in this section, scholarships given, or team membership

4. Experience or Extra Curricular Activities

I. Past activities, positions, roles – Reverse chronological order

II. Use Action verbs to describe accomplishments: Managed, Collaborated.., etc.

III. Quantify your achievements

IV. Include all paid, unpaid, volunteer & internship jobs – You can list years only.

5. Skills/Interests

I. Languages (level), Computer proficiency

II. Clubs participation

III. You can add interests such as sports, travel..

Main Sections of a Resume









1. Use 2 names, a professional email address, one mobile number & your LinkedIn URL

2. Make it an accomplishment based resume by using action verbs, facts and figures

Examples
• Developed a new filing process, saving the company $3,000 per year in overall expenses
• Suggested a new tactic to persuade canceling customers to stay with the company, resulting in a 5% decrease in cancellations

3. Quantify where possible
You can use percentages:

• Did you increase sales, market share, or customer satisfaction by a certain percentage? How?
• Did you recruit, work with, or manage a certain number of employees or teams?
• How many customers did you serve on average? Did you increase the number of customers served? By how much?
• Did you implement new ideas, systems, or processes to the company? What was the impact?

You can use Time:
• Did you decrease delivery or turnaround time on a project? How?
• Was one of your achievements completed within a tight deadline?
• Did you resolve any particular issues? How soon?

You can use Money metrics:
• Did you raise revenues or expenses by a certain amount of money?
• Did you manage to raise sales or exceeded your target by a specific amount?

4. Use 11 point font if possible, a maximum of 2 pages

5. Make sure your spelling & formatting are correct, your resume should be easily readable with enough spacing

6. CUSTOMIZE – Remove irrelevant information

Important Tips



Small tips on your online brand

What do employers check?

1. The type of content that you post online
2. Discriminatory religion, gender or other types of comments
3. Candidate bad mouthed the previous employers or colleagues
4. Qualifications don’t match
5. Candidate lied about a previous employer or experience
6. Candidate has poor communication skills versus candidates who post too much!

According to a new CareerBuilder survey, 70 % 
of employers use social media to screen 

candidates before hiring, which is up 
significantly from

How to use Social Media to your advantage?

1. Clean your social media presence – Make sure your make your Facebook  page is private
2. Create a LinkedIn account – Be active, share content and network
3. Use latest tools such as video resumes, online portfolios to boost your CV and your online brand
4. follow your target employer’s on social media – this will help you in always keeping yourself 

updated with their latest news and job opportunities
5. Connect with professionals, build your network

https://cb.com/2s5abbY


Types of Resumes



he

Types of Resumes



Example: Chronological Resume

Pros 
 Easy to read
 Highlights work 

stability
 Popular & familiar
 Works well if you 

have a solid 
history

Cons
X Hard to identify skills
X Highlights 
employment gap

VS.



Example: Functional Resume

Pros 
 Focus is on 

professional 
growth

 Helps hide 
employment gaps

 Useful for people 
with limited 
experience

Cons
X Recruiter might 
want to know the 
dates of employment
X some recruiters and 
job borads don’t favor 
this type

VS.



Example: Combination Resume

Pros 
 Includes history & skills 

but doesn’t focus on 
history alone

 Helps you highlight 
what makes you the 
best fit for the job, while 
still giving the employer 
all the information he or 
she wants.

 Good If you wish to 
include voluntary work

Cons
X  Repetitive if similar skills 
apply to different positions
can be longer than other 
types

VS.



Other Types?



Infographic Resume 

Infographic Resume
 Infographic resumes 

include graphic design elements 
Unless it is specifically 
requested, consider it as a 
supplement (but always be sure 
to include your traditional, 
original version)

 If you’re familiar or experienced 
with graphic design, your best 
bet is to start out with a 
template. Even if you don’t have 
access to design software such 
as Adobe Photoshop or 
Illustrator, sites 
like Canva, Easel.ly, 
and Visualize.me, can be great 
options

https://www.canva.com/
https://www.easel.ly/
http://vizualize.me/


 An online portfolio is a great option for showcasing your talent, 
especially for those working in design or photography.

 Your online portfolio will provide a terrific visual representation of 
your work. The URL of your portfolio can be linked from your 
LinkedIn profile, your other social media profiles, and can also be 
included on your traditional resume.

Online Portfolios



LinkedIn Resume 

Why LinkedIn
 Using your LinkedIn profile as a 

resume is quick and easy, 
because LinkedIn does all the 
work for you. Fill in your 
LinkedIn profile as completely 
as possible and you'll have an 
online resume that you can 
download as a PDF, print and 
share via email.

 Most employers have access to 
LinkedIn & will review your 
profile 

 Make sure your profile is 
polished & updated



Consulting Resume

Tip #1: Keep it to one page The key is to select the right achievements and to 

describe them in a way that makes it clear you would make a great consultant. 

It takes time and a few iterations to get it right, so start earlier rather than 

later.

Tip #2: Use a standard format and standard font   Using a special format with 

a slightly funky font is tempting. You might think it could help you stand out. 

But it's not. You won't get extra points for it.

Tip #3: Use 5 sections  All consulting resume should have 5 sections: Personal 

information, Education, Work experience, Extra-curricular achievements and 

Additional skills. 

Tip #4: Dumb things down  If they're having to scratch their head to make 

sense of a sentence, it is TOO complicated. Simplifying things is hard work, so 

you should start this process early.

Tip #5: Show your soft skills If you have a standard resume that you use for 
other jobs you will most likely have to adapt it to showcase the specific soft 
skills consulting firms look for. 



Consulting Resume

Tip #6: Quantify everything If your idea is not backed up by numbers it's just a 
point of view. If it is backed up by numbers it becomes an argument and has 
more gravitas. 

Tip #9: Proofread - Multiple times!
This is the last step of crafting your CV. And it is crucial. These documents are 
proof-read multiple times before being handed over to clients and so should 
your resume. In particular, make sure to triple check your contact details

Tip #8: Ask for feedback If you know any consultants or former consultants you 
should not hesitate to reach out to them to get their thoughts. 

Tip #7: Be unique The reality is a lot of these resumes are quite similar. So, if 
there's something a little bit unique that you have done, you should not 
hesitate to say so. 



Video Resumes



Do you know that:

89% of employers 
revealed that they 

would watch a video 
resume if it were 

submitted to them

"The primary reason why 
employers would value video 

resumes is the ability to 
assess a candidate's 

professional presentation and 
demeanor (52%)."

According to career publisher Vault Inc.'s annual employer survey

So What is a Video Resume?



Few Examples:



Video Resume Tips

Rehearse, write a script 
but make it natural!

Watch your video 
resume!

Tell them why you are 
the right person for the 
job, experiences, skills 

& passions

Video is clear, audible 
and can be shared

Be creative, but 
professional, dress 

professionally



Video Resume Don'ts 

X Don't mix your personal life with your professional one. If you have information on 

your Facebook or Twitter page that you'd prefer employers don't see, don't link your 

video resume.

X Don't expect your video resume to replace your traditional resume. Not all 

employers are interested, and others are worried about discrimination issues i.e. hiring 

candidates because of how they look and sound rather than your qualifications. 

However, a well done video can bolster your candidacy for employment.



Writing Cover Letters



• A way to introduce yourself and your CV.

• Your opportunity to say why you are the right person for the job.

• A chance to talk about your skills that relate to the job that are not in your CV.

• Must be written for each job for which you are applying, you should avoid generic cover 
letters

What is a Cover Letter?



Cover Letter Basics

Specific & Targeted 
to company

Match your skills to 
the job 

requirements

Not more than one 
pageUse Action Verbs

Clear, straight to 
the point

Discuss one point 
in each paragraph



It is proper business etiquette (and 

shows attention to detail) to sign your 

letter. ... However, if you are sending 

an email cover letter and resume, a 

signature isn't necessary.

Don’t forget to ask for 

the interview—but keep 

it brief! 

Full Address, all names spelled 
out, No abbreviations! 

Include the date.

Sample Cover Letter



Cover Letter No Experience

(Enter your name)

(Enter your contact details)

(Enter recipient name)

(Enter company address)

(Enter contact details)

(Insert date)

Dear Mr./Mrs./Ms./Miss (insert name),

As a recent graduate/current student, I am writing you to apply for the job of (insert position title) advertised on (insert date) through your website or

word of mouth…

I am an extremely motivated and enthusiastic person and I have shown this on several occasions, for example (give evidence). My interests (list interests

relevant to the job position) I believe will help me in this position and will allow me to work to my best capabilities.

Working with other members of a team such as (give example of when you have done this) and improving my communication skills during (give more

examples) has encouraged me to apply for this position and to improve on these skills further.

I believe that I would be a good asset to (enter company name) and would be available to discuss my application further at any time. I feel that I possess

the attributes that are required to be) insert job title) and I look forward to receiving a response. I thank you in advance for your time and effort.

Regards,

(Hand printed signature)

(enter full name)



Cover Letter for a Job

(Enter your name)

(Enter your contact details)

(Enter recipient name)

(Enter company address)

(Insert date)

Dear Mr./Mrs./Ms./Miss (insert name),

You will find attached to this letter my CV/certificates/references/a completed application form for the job (insert name of position) posted 
on (give information about date of posting and where you saw it).

I am keen on working for (insert company name) has managed to achieve over the past years something no other company has done. This is 
what encouraged me to apply for the position as I would love to be a part of the work you do.

My strengths include (link skills to specific job position). One particular example of what that I have done in the past which me great pride was 
(give details of example and link back to the job position).

I am available to take on the responsibilities of being a (enter job name) from date o availability). I hope that you will contact me should you 
need further information and I appreciate being considered for this role. I look forward to hearing from you.

Yours Sincerely,

(Hand printed signature)

(Enter full name)



For any further inquiry, please do not hesitate to contact us on the below:

Web Site: http://www.aub.edu.lb/sao/cps/Pages/index.aspx
Phone: +961 1 350000 Ext: 3172
Email: careerhub@aub.edu.lb

Feel free to send us an email to book an online appointment or a quick 
review of your CV by email.

mailto:careerhub57@aub.edu.lb


Thank You!


