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Introduction - Resume
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1

A resume is a summary of your work profile, combined with your most recent achievements and skills.



Why is a Resume important? 
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1.1

Resume reaches the recruiter’s table much before than you do

Resume tells about you 

To show your achievements 

To sell your skills 



Essential Components of a Resume
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1.2

A well-structured and comprehensive resume is essential for standing out in today's competitive job market. The 

key components that make up an effective resume include:

Contact Information - Clearly display your name, address, phone number, and professional email address at the 

top of the resume. Ensure this information is up-to-date and easy to read.

Contact Information - Clearly display your name, address, phone number, and professional email address at the 

top of the resume. Ensure this information is up-to-date and easy to read.

Work Experience - List your relevant work history in reverse chronological order, detailing your job titles, 

employers, and quantifiable achievements in each role. Focus on showcasing how your contributions made an 

impact

Skills and Qualifications - Identify both technical and soft skills that align with the job requirements. Include 

proficiencies with software, programming languages, certifications, and other relevant expertise.



Essential Components of a Resume
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1.2

Education - Provide details on your academic background, including degrees, schools attended, and any 

relevant coursework or honors. List this section in reverse chronological order.

Additional Sections - Depending on your unique background, you may want to include sections for volunteer 

work, publications, awards, or relevant extracurricular activities that demonstrate your well-rounded abilities.



Resume Layout and Formatting Guidelines
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1.3
A resume's "format" is based on the headings you use (such as Professional Summary, Experience, and 
Education); the order in which they appear; and the dates of employment for each position. Each format serves 
a particular purpose.

Chronological Resume

• Lists your work history in 
reverse order, starting with 
your current or most recent 
job and working backwards.

Functional or Skills-based 
Resume

• Focuses on skills and 
strengths important to 
employers. Omits specific 
dates, names, and places. 
De-emphasizes a spotty work 
history.

Combination Resume

• Blends the flexibility and 
strength of the other two 
types of resumes.



Resume Layout and Formatting Guidelines
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1.3

The layout and formatting of your resume play a crucial role in making a strong first impression and ensuring 

your key information is easily accessible to hiring managers. 

• Begin with a clear and concise header that prominently displays your name and contact details, such as 

your phone number and professional email address. This header should stand out at the top of the page 

and take up no more than 20% of the total space.

• When it comes to the main body of your resume, use a consistent and easy-to-read font, such as Arial, 

Times New Roman, or Calibri, in a size ranging from 10 to 12 points. 

• Maintain consistent spacing and alignment throughout, with clear section headings and subtle use of bold, 

italics, or bullet points to highlight important information. 

• Avoid overcrowding the page, leaving ample white space to make the content easily scannable. 

• Limit your resume to one page, unless you have extensive relevant experience that requires a second page.

• The overall structure should flow logically, with your most recent and relevant work experience and 

education listed first, followed by any additional sections, such as skills, certifications, or volunteer work. 

Ensure all dates, job titles, and other details are accurate and presented in a clear, consistent manner. 



Resume Layout and Formatting Guidelines
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1.3

• Finally, carefully proofread your resume to eliminate any spelling or grammatical errors, as even minor 

mistakes can detract from your professional image. 

By following these formatting guidelines, you can create a visually appealing and well-organized resume that 

effectively showcases your qualifications and increases your chances of landing an interview.



Customizing Resumes for Specific Roles
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1.4

Can the same resume work for all firms and all jobs you apply for or do we need to modify the resume depending 
on the role offered in each firm? 
Discuss



Customizing Resumes for Specific Roles
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1.4

To maximize your chances of landing interviews, it's crucial to customize your resume for each specific job 

you apply for. This involves carefully aligning your skills, experiences, and keywords with the requirements 

outlined in the job description. By tailoring your resume, you can demonstrate your direct fit for the role and 

highlight how your background makes you the ideal candidate.

• Begin by thoroughly analyzing the job posting, taking note of the essential qualifications, technical skills, 

and areas of expertise the employer is seeking. 

• Then, review your own background and identify how your work history, education, and accomplishments 

map to those requirements. 

• Carefully craft your resume to emphasize the most relevant information, reorganizing and rephrasing 

sections as needed to ensure a seamless connection between your profile and the job at hand.



Customizing Resumes for Specific Roles
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1.4

For example, if you are applying for a marketing manager role, you would want to prominently feature your 

prior experience managing campaigns, developing strategic marketing plans, and utilizing data analytics to 

drive results. 

In contrast, if you are targeting a software engineering position, you should highlight your technical skills, 

programming languages, and projects that demonstrate your coding proficiency. By tailoring each resume, 

you can make a compelling case for your candidacy and increase the chances of progressing to the interview 

stage.



Aligning Skills and Experiences with Job 
Descriptions
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1.5

Tailor Your Resume

Match Keywords

Prioritize Relevant Experience

Quantify Your Impact

Following these steps will help you 
present a resume tailored for the job 
you want:



Aligning Skills and Experiences with Job 
Descriptions
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1.5

Tailor Your Resume

When applying for a specific job, it's crucial to closely align the skills and experiences highlighted in your resume 

with the requirements outlined in the job description. 

Match Keywords

Many employers use applicant tracking systems (ATS) to initially screen resumes, so it's important to 

incorporate relevant keywords from the job description throughout your resume. Identify the technical skills, 

software proficiencies, and industry-specific terminology that are emphasized, and strategically weave them 

into your work experience, skills, and professional summary sections. This helps your resume pass the initial ATS 

screening and ensures your qualifications are clearly communicated.

Prioritize Relevant Experience

When tailoring your resume, carefully consider which work experiences, achievements, and projects are most 

relevant to the target role. Prioritize highlighting the positions, accomplishments, and skills that directly align 

with the job requirements, even if they are not your most recent experiences. 



Aligning Skills and Experiences with Job 
Descriptions
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1.5

Quantify Your Impact

To truly make your resume stand out, go beyond simply listing your job duties and instead quantify the positive 

impact you had in each role. Include metrics, statistics, and concrete results that illustrate how your 

contributions drove measurable success, such as percentage increases in sales, customer satisfaction scores, or 

budget savings. These quantifiable achievements will help reinforce your capabilities and make a stronger case 

for why you are the ideal candidate.



Highlighting Achievements and 
Accomplishments
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1.6
1. Quantify Your Impact

When highlighting your accomplishments on your resume, it's crucial to go beyond simply listing job duties and 

instead focus on quantifying your achievements. 

For example, you could showcase how your marketing campaigns drove a 25% increase in website traffic, how 

your process improvements reduced costs by 18%, or how your sales strategies led to a 12% boost in quarterly 

revenue. 

By attaching hard numbers to your accomplishments, you'll paint a clear picture of your value and make a 

compelling case for why you're the ideal candidate for the role.

2. Emphasize Problem-Solving Skills

Many employers place a high value on candidates who can effectively identify and solve problems. When 

crafting your resume, be sure to showcase instances where you used your analytical and problem-solving 

abilities to benefit your previous employers. 

By highlighting your problem-solving skills and the tangible results they produced, you'll demonstrate your 

critical thinking abilities and your capacity to make a positive difference in the workplace.



Highlighting Achievements and 
Accomplishments
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1.6

3. Showcase Unique Contributions

In addition to highlighting your general achievements, make sure to showcase any unique contributions or 

special projects you've undertaken that set you apart. 

By highlighting these specialized accomplishments, you can demonstrate your ability to go above and beyond, 

take initiative, and make a meaningful impact on the organization. 

4. Tailor Achievements to the Role

As you highlight your key achievements on your resume, always be mindful of tailoring them to the specific role 

you're applying for. Review the job description carefully and align your accomplishments with the skills, 

experiences, and qualifications the employer is seeking. This targeted approach ensures that your resume speaks 

directly to the needs of the organization and showcases your suitability for the position. 



Tailoring Resumes for Different Industries
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1.7

• When applying for roles in the financial sectors, your resume 
should have a polished, formal tone that emphasizes your 
technical skills, analytical abilities, and proven track record of 
success. Highlight achievements like increasing revenue, 
streamlining processes, or managing multimillion-dollar budgets. 

 Corporate/Finance

• For creative or marketing positions, your resume should showcase 
your design skills, digital expertise, and innovative mindset. Use a 
more visually engaging layout with strategic use of color, fonts, 
and graphics to reflect your creative sensibilities. 

Creative/Marketing



Tailoring Resumes for Actuarial Science and 
Quantitative Finance 
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1.8

Actuarial Science

Highlight technical skills in probability, statistics, and data analysis. Emphasize achievements in modeling, risk 

assessment, and developing actuarial reports. Use industry-specific terms like "underwriting," "risk 

management," and "actuarial valuation.“

Quant Finance

Showcase expertise in quantitative methods, programming, and financial modeling. Emphasize skills in 

algorithms, machine learning, and data-driven decision making. Use keywords like "algorithmic trading," 

"portfolio optimization," and "financial engineering."



Crafting a Compelling Professional Summary
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1.9

The professional summary, or objective statement, on your resume is a critical component that can make a 

lasting first impression on hiring managers. This concise paragraph should succinctly convey your unique value 

proposition, highlighting your most relevant skills, experiences, and career goals in a way that aligns with the 

specific job you are applying for. Crafting an impactful professional summary requires careful thought and 

strategic execution.

• Begin by thoroughly reviewing the job description and identifying the key qualifications, responsibilities, and 

areas of expertise the employer is seeking. 

• Then, thoughtfully reflect on your background and select the most pertinent aspects that directly address 

those requirements. Leverage powerful language and active verbs to showcase your achievements, 

specialized knowledge, and the unique value you can bring to the organization. 

• Quantify your impact wherever possible, using metrics and data to substantiate your claims and 

demonstrate your proven track record of success.

• It's also important to strike the right tone in your professional summary, projecting confidence, competence, 

and a genuine enthusiasm for the role. 



Crafting a Compelling Professional Summary
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1.9 

• Avoid generic, cliché phrases and instead focus on crafting a concise, compelling narrative that highlights 

your most impressive and relevant qualifications. 

By strategically positioning your professional summary, you can immediately capture the hiring manager's 

attention and compel them to continue reviewing your resume with a heightened interest in your candidacy.



Proofreading and Finalizing the Resume
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1.10
Once you have crafted the key sections of your resume, it's critical to thoroughly proofread and review the entire 

document before submitting it. Even the smallest grammatical error or typo can detract from your professional image 

and undermine the strong impression you've worked hard to create. 

• Begin by carefully reading through the entire resume, focusing on the accuracy of your contact information, 

employment dates, job titles, and educational credentials. 

• Verify that all proper nouns, like company and school names, are spelled correctly. 

• Pay close attention to the consistent use of formatting, such as font styles, sizes, and alignment, as well as the 

proper capitalization of headings and bullet points.

• Ensure all contact information, employment dates, and credentials are accurate and up-to-date

• Verify the proper capitalization of headings, job titles, and other key elements

• Consider printing out a hard copy to proofread, as it can be easier to catch mistakes on paper than on a screen

By taking the time to meticulously proofread and finalize your resume, you can be confident that it showcases your 

qualifications and skills in the best possible way. This final step will help ensure your resume makes a stellar first 

impression and increases your chances of securing the coveted interview opportunity.


