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WHAT IS A RESUME?

A resume is a documentary representation about yourself which greatly 
assists you is various arenas of your professional life.

WHAT IS A CV?

A CV is a longer academic diary that includes all your experience, 
certificates, and publications.

(though in some countries, it might mean the same for eg: European Countries)
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WHY THIS SESSION?

In a CV you have the luxury of going on and on about yourself, 
highlighting the smallest aspects of your professional life.

That is not the case with resume.

Infact, there is no one ‘correct’ way to write a resume.

Having no standardization leaves the gap of resume going hey wire. 
Since it is candidates own understanding and imagination, it is highly 

personalised and can speak volumes about individual.



DON’T PUT INFORMATION FOR THE HECK OF IT…

Make sure to atleast know the meaning of words or phrases that you use.

• Avoid the usage of fancy words or vocabulary just for the heck
• Put details that help you stand out from the crowd and not behind them
• Avoid irrelevant information or false information because believe me, the recruiters are

way smarter than you think you are
• Try to mention or highlight traits about your personality, the way you actually are. Eg.

Fearless, bold, confident, extrovert, hardworking, etc.
• It should reflect that you are willing to put in or contribute your best.

I am aspiring for a career that puts me in a challenging position in this fast-paced 
environment where I can develop both hard skills and soft skills and also contribute to the 

organisation from the dynamic skills I possess….



IMPORTANT TIPS FOR FRESHERS

❑ Don’t be intimidated by the competition, you have the talent, you have what is takes to be 
successful, be confident.

❑ Try mentioning about the aspects that reflect your strengths. Eg. Trainings, sports, volunteer-ships, 
competitions, events, etc.

❑ Your resume should reflect your enthusiasm and eagerness to work and learn. Corporates love 
young and energetic people.

❑ Most importantly, when applying for a company, take a minute and ask yourself ‘why are you 
applying here’. Avoid going behind peers and take a moment to reflect upon your choices too.



IMPORTANT TIPS- DO’s & DON’Ts OF RESUME MAKING

DO’S DON’TS

Be very clear on the OBJECTIVE of resume else, it might 
appear unfocussed.

Avoid usage of colourful or glossy paper and flashy 
fonts. As mentioned earlier.

Enlist your features, your benefits, what shall the 
organisation gain if they on-board you as an employee.

Never ever by mistake or otherwise mention ‘Resume or 
CV’ as a heading. Person reading it knows already.

Resumes are generally scanned and not read in detail. 
Highlighted and well presented details and information 

will be easy and pleasing on the eye.

Add photograph only if asked.Remember this is to get you an interview and NOT a job. 
Be clear, crisp and concise while writing.

Try and replace the usage of ‘I’ with ‘we’. Don’t use ‘I’ 
until necessary as it makes you appear self centred and 

not a team player.
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IMPORTANT TIPS- DO’s & DON’Ts OF RESUME MAKING

DO’S DON’TS

Check and read the job description and specification 
carefully. Try and incorporate those key words in your 

resume to match the requirement.

Avoid any spelling mistakes or grammatical errors as 
they create a negative impression. If required, seek 

professional help for proof-reading the resume.

Use action words like managed, performed, 
volunteered, organised, etc. to sound task oriented. 

DO NOT LIE. If caught, you may be forever detained from 
applying.

Use an appropriate font style and size like calibri, times 
new roman, etc. instead of going fancy.

Avoid using abbreviations or jargons that only you can 
understand. Recruiter might trash you CV is it is difficult 

to understand.

Try to place yourself in recruiters shoes to understand 
would you want to hire yourself. Believe me this works.

Refrain from mentioning your salary expectations in the 
CV. Discuss it later if you crack the interview.
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Collate entire 
professional data

Revisit the JD and 
Identity Relevant 

Information

Structure &  Organize the 
Data into Categories

Prepare the resume

Verify and Take 
Corrective Steps

PROCESS OF RESUME MAKING

Achievements from college, 
internships, volunteer-ships, etc

Go through the JD and identity 
relevant information from Step 1.

Segregate data into categories like 
Skills, Certification, hobbies, Work 
ex, personal information, etc.

Identify required categories 
and start making the resume.
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COLOUR THEORY IN RESUME

World moved beyond black and white resumes a long ago.

Who you are as a person?
o Extrovert/ Introvert
o Creative/ Basic
o Confident/ Careful
o Bold/ Status Quo
o Risk Taker/ Safe Person
Etc.

Desired Job Role:
o Sales
o Fashion
o Designing
o Numbers
o Marketing
o Analytics, etc



BRIGHT COLOURS NEUTRAL COLOURS DULL COLOURS



BRIGHT COLOURS NEUTRAL COLOURS DULL COLOURS

Highly creative careers like
• Design
• Fashion
• Art and Painting
• Styling, etc.

Moderately creative careers like
• Sales
• Marketing
• Consulting
• Advertising, etc

POINTS TO BE NOTED:

• It is NOT mandatory to add colours to your resume. It is only an add on to make it appear 
attractive to the eye. Your selection/ rejection doesn't depend on it.

• In addition to colours, you can also use charts/graphs and other visually attractive graphics to 
make it appear more interesting. Make sure you do not substitute it with actual information.

• The end goal is to give your best to be able to put your foot in the door. Please note that an 
attractive resume doesn’t get you a job, however, it does make your resume noticeable. You 
can not undermine the value of hardwork and experience.

Number Crunching careers like
• Analytics
• Accounting
• Finance
• Operations, etc



THANK-YOU
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