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As an Enactus student, you have a big responsibility. You work wonderfully as an individual, yet you are an
outstanding supporter and contributor in a group setting. Your communication skills are great and sometimes,

they shine even more when you have served in leadership roles. With all these skills, surely you are already a
good catch for any employer.

This guide provides several useful tools in polishing your presentation as you begin your career journey.

Please realize that all tools provided are merely suggestions and your success ultimately lies in your own hands.
Take the initiative to research resources and based on the information gathered, develop yourself into the most
marketable and dynamic candidate.
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Resumé Tips and Templates

Keep in mind as you develop your resumé that
there are a variety of ways you may organize your
skills, experience, and education on your resumé.
We have included two very common resumé
templates to consider as guides:

A Chronological Resumé—A chronological
resumé starts by listing your work history,
with the most recent position listed first.
This type of resumé works well for job
seekers with a strong, solid work history.

A Functional Resumé—A functional resumé
focuses on your skills and experience,
rather than on your chronological work
history. It is used most often by people
who are changing careers or who have
gaps in their employment history.

Your resumé has one important purpose: to get you
in the employer’s door for a job interview. To
successfully meet that purpose, you must match
your skills, qualifications and experience to the job
the employer is trying to fill.

“We look for related work experience and a
thorough, to-the-point description of an
individual’s specific skills as they relate to the
position,” says Cynthia Miller-Wentt, Chief of
Recruitment and Staffing for the National Security
Agency (NSA) in Fort Meade, Maryland. “Resumés
should be focused, concise and include only
significant skills, knowledge and abilities from
your background.”

Getting Started

Start with a heading, which includes your contact
information—name, address, telephone number,
and e-mail address. List your two phone numbers,
current and home, if you are still on campus. Some
advisers caution against including cell phone
numbers, because you could be taken off guard if
you’re out and an employer calls to set up an
interview, or even to conduct a phone interview on
the spot.
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Regarding e-mail addresses, use your college e-
mail with caution, at some schools, college e-mail
addresses disappear six months or so after
graduation. Be sure to use an address that you
know has staying power. And, like your voicemail
message, make sure your e-mail address is
business-like.

In terms of design, most career services and
HR/staffing professionals agree: the simpler, the
better. Many employers say that resumé design is
less of issue since many candidates are moving to
online resumés.

Objectively Speaking
Should you include an objective? Opinions vary.

While some recruiters find an objective confining,
others recommend the use of a specific objective
that matches with the position and organization for
which the candidate is applying.

Educational Essentials

The education section typically follows the
objective in an undergraduate’s resumé. It’s likely
that you have limited work experience in the field,
so your education section will have more weight
with employers. You can help sell your education
by writing a relevant course list and include a
section on academic projects you completed if they
are pertinent to the position for which you are
applying. Many employers also want to see your
GPA/grades on your resumé.

Experience Counts

Having relevant work experience can put you
ahead of other candidates, but even unrelated
experience can help make a case for yourself as a
good match for the open position.

This is when it is imperative for you to really
analyze not just the duties of the positions you



have held, but the transferable skills you have
gained through those positions. Experience also
does not have to be paid: the pointis to show the
potential employer that you have learned the skills
necessary to perform the job duties.

Other Categories

Your resumé could also feature other relevant
categories such as honors and awards, key or
special skills and/or competencies, community
service, leadership experience in volunteer
organizations, or participation in sports.

“We like to see that an applicant has given back to
the community,” Lee says. “That could be
volunteer work for your college, church or any type
of organization that would benefit.”

Excerpted from “Resumé Writing: Sell Your Skills to
Get the Interview,” from Job Choices for Business &
Liberal Arts Students-2007, with permission of the
National Association of Colleges and Employers,
copyright holder. For more information on resumé
writing, see JobWeb at www.jobweb.com

Writing a Great Resumé/CV

The information below is provided by Robert Half
International, a proud Enactus partner company.
For more information about Robert Half
International, please visit www.roberthalf.com

Landing a new position can be a challenge. The last
thing you want to do is sabotage your employment
search, and, since your resumé is typically the first
impression that hiring managers have of you, it’s
also the first place where you can potentially ruin
your chances.

According to a survey conducted by Robert Half
International, executives don’t spend more than
six minutes, on average, screening each resumé
they receive — which means every word counts in
this critical document.

Of course, no job seeker is going to shoot him or
herself in the foot on purpose. But you might be
harming yourself without realizing it. Here are

four common mistakes that put you at risk of
losing the job opportunity:

You don’t proofread. Three out of four
executives we interviewed said just one or two
typos in a resumé would remove applicants from
consideration for a job. Since your word processing
program has a spell-check function, you may think
there’s no need to review your resumé for typos and
grammatical errors. Unfortunately, spell-checkers
don’t catch words that may be spelled correctly but
used incorrectly. In addition to reading through the
resumé yourself, you should also have someone
else review it to catch any errors that you may have
overlooked.

You exaggerate your qualifications. Some
people will do whatever they can to stand out,
which includes fudging the details about a job title,
the amount of time spent with an employer or a
professional accomplishment. But if you think that
a hiring manager won’t try to confirm your
qualifications, think again. If you are caught making
up information, you not only will lose out on the
opportunity at that company but also may
permanently harm your reputation. Even a small fib
can prove harmful. So, for instance, if you’re
working toward a degree that you plan to complete
by the summer, don’t say you already have the
credential.

You don’t explain yourself. The best resumés
use specific language so hiring managers can
clearly understand your qualifications and
accomplishments. If you say you are
“knowledgeable” about HTML, an employer will
not know if you use it every day to code web pages
or if you simply know that the acronym stands for
Hyper Text Markup Language. Instead of using a
vague term, you should explain how you’ve
leveraged your knowledge of HTML for certain
projects or to aid your employer, how long you’ve
been using it, and if you possess any relevant
certifications. Along the same lines, be specific
when listing periods of employment, including the
month and year for start and end dates instead of
just the year.
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You’re too wordy. Sometimes it’s difficult to
determine what information belongs in your
resumé and what can be safely left out. After all,
the temptation is to describe any qualification
that might remotely tip the scales in your favor.
But you might not want to list every
accomplishment, skill or project you’ve worked
on. Hiring managers appreciate brevity, so focus
on the aspects of your work history that are most
relevant to the job for which you’re applying. If
you’ve had a long career, for instance, you may
include fewer details about jobs you held early on
that don’t relate to your current career path.
Hobbies, personal facts and other fluff also can be
left off.

Click here for sample templates.

Listing Your Enactus Experience on
Your Resumé/CV

As with any club or activity you are involved with
during your collegiate career, putting Enactus on
your resumé is extremely important. It is a way for
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you to show you were involved in other activities
outside the classroom plus it is a chance to
highlight your leadership, project management and
teamwork ability. Depending on your level of
involvement you can list your experience under
“Activities”, “Leadership” or even “Experience.”
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http://office.microsoft.com/en-us/templates/results.aspx?ctags=CT010144894

