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CAREER PRACTICE GUIDE / RESUMES

A Resume That Shows Your Value
Let's turn what you have done into evidence an employer can understand.

You do not need a more impressive version of yourself. You need a clearer explanation of the work you
have actually done. Let's choose one opportunity and make your contribution easier to see.

What you will take away: You will leave with one tailored resume statement and a method you can use to
revise the rest.

1. Start with the job, then choose the evidence
Open one real position description beside your resume. Before changing the design, ask: "What work would
this person need to do?" Pick three important requirements. Next to each, write an experience that shows
you can do related work. This gives your resume a purpose instead of turning it into a list of everything you
have ever done.

Use the employer's language when it accurately describes your experience. If you coordinated people,
deadlines, and materials, "project coordination" may fit. If you watched someone use a tool once, do not list
it as a skill you can perform independently. You should be able to explain every statement in a conversation.

Your turn: Complete this sentence: "For this opportunity, I need to show that I can ___, and my best
example is ___."

2. Count the experience you already have
If you are thinking, "I have not done anything worth putting on a resume," slow down. Paid work is one
source of evidence. Coursework, caregiving, community service, student organizations, freelance work, and
independent projects can also show relevant capabilities. Explain the actual setting and scope so the reader
understands what happened.

Think about a student who manages a Discord community: scheduling, moderation, documentation, or
resolving disagreements may be relevant. The useful question is what they personally did. "Scheduled
weekly community sessions and wrote moderator handoff notes" tells us more than "digital strategy expert."
Keep informal projects labeled as projects; do not imply employment or invent an organization.

Your turn: List one paid role, one project, and one responsibility outside work. Circle the one most relevant
to your target.
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3. Let's improve one statement together
A worked example · illustrative

Starting point: "Helped with club social media."

Ask: What did you create? Who did you coordinate with? What can you verify?

Clearer version: "Planned a weekly posting calendar for a student organization and coordinated event
information with three committee leads."

Why it works: The action, deliverable, and scope are visible. Audience growth is absent because we
have not established that it was measured.

Try this pattern: action + work or scope + supported result. A result can be a completed deliverable, a
documented process, or feedback from the person using your work. You do not need a percentage in every
bullet. If a team produced the outcome, name your part rather than taking credit for the whole result.

4. Use the method at your career stage
Make it fit your situation

Starting out: "Updated a shared inventory sheet and organized supply requests for a campus lab."
Explain the task before reaching for a bigger title.

Changing careers: "Documented recurring customer issues and prepared a weekly summary for the
operations lead." This makes transferable analysis visible without relabeling the job.

Leading others: "Led a cross-team review of the intake process, clarified decision ownership, and
introduced a common tracking template." Add verified scale or results where you have them.

Your resume order can change too. Education and projects may lead when you are starting out; recent
relevant work may lead later. A summary earns its space when it explains your direction or transition.
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5. Make the document easy to use
Use recognizable headings, clear dates, readable type, and consistent spacing. Keep the information that
helps this employer understand your fit. Length should follow relevant evidence and the application
instructions; a research CV serves a different purpose. Follow the requested file format, then inspect the
exported document. If the application previews extracted information, check the names, dates, and section
order.

AI can help you edit, but it needs boundaries. Remove private contact details and confidential work
information. Try: "Review these statements for clarity and relevance. Do not add achievements, metrics,
credentials, or skills. Ask questions where evidence is missing." Read the result aloud. If you would not say
it or cannot explain it, revise it. No template or keyword score guarantees an interview.

6. Practice, then check what a reader understands
Choose three bullets and work on one at a time. Underline your action, identify the scope, and mark the
evidence of completion or impact. If something is missing, return to what happened rather than filling the
gap with impressive language.

Ask a reader unfamiliar with the role: "What do you understand that I contributed?" Listen before explaining.
Their questions show you where the wording needs work. Save a tailored copy for each application and
keep a separate record of examples you may use later. The Career Story Builder can help you adapt the
same evidence for a resume, interview, and introduction.

Check your progress: Can someone describe your contribution without needing the story you left out?
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Your practice worksheet
Use a notebook or a copy of this page. Work with one real situation, then keep your answers for the next
time you need them.

Opportunity: The role or type of work I am targeting is ___.

Evidence: One relevant situation was ___. I personally ___.

Scope and result: The scale was ___. What I can verify happened is ___.

My revised statement: Using only those facts, my statement is ___.

Next revision: The detail I still need to confirm is ___. I will ask ___ or check ___.

Before you put it to use
- I chose a specific type of opportunity.

- Each claim is accurate and explainable.

- My contribution is clear within team work.

- The structure helps a reader find relevant evidence.

- Dates, links, spelling, and the exported file are checked.

- I verified every AI-assisted change against the facts.

Selected references
CareerOneStop Resume Guide

CareerOneStop: Work Experience

Make your next move clearer.
For more practical guides and tools, come back to eriii.com. Want feedback on your own situation? Let us
work through it together.
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