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What a Resume is and Isn’t

What a Resume is and Isn’t

Is

A 1-2-page marketing tool
Snapshot of your value
Customized

Autobiography
One-size-fits all
List of every task

Isn’t



Resume Formatting Basics

Resume Formatting Basics



Resume Content & Alignment

Position Description
• Work with team using data 

analytics/data modeling in 
creating data visualization 
and dashboard routines.

• The intern will be involved 
in the day-to-day activities 
of the team.

• Review process 
procedures, change 
orders, equipment 
specifications, graphs, and 
other methods.

Essential Duties and 
Responsibilities

• Collection, preparation, 
and analysis of internal 
and external datasets

• Data analytic tool-building 
and/or use of existing 
tools

• Performing detailed 
exploratory analysis, 
regression analysis, 
predictive, machine data 
visualization, or other 
business insights

• Create models, 
dashboards, reports, and 
presentations to highlight

Essential 
Responsibilities

• Collects, prepares, and 
tracks reports and 
summaries such as budget 
to actual expenditures, 
production statistics, 
utilization analysis, 
regression analysis, or 
other business insights.

• Prepare ad hoc data 
requests as directed.

• Contributes to the 
development of 
presentation materials.

Use job duties to inform your resume content



Using a Word Cloud

EdWordle: https://edwordle.net

TagCrowd: https://tagcrowd.com



The “T” Approach

Match resume to job description

• Use job description to identify what they want

• Match each duty to a real experience example

• Use this chart to guide targeted resume bullets



Identifying Your Experience

Class 
Projects

Practicums/
Internships

Paid Jobs = 
Transferable 
Work History

Volunteering 
Work/Community 

Involvement



Bullet Writing Formula

Bullet Writing Formula

IMPACT

WHAT

HOW

What to Include:

• Why did it matter = impact
• What did you do = action
• How did you do it



Creating Strong Bullets
Turning Tasks Into Impact

Reduced inventory 
loss by 20% by 

adjusting stocking 
schedules based on 

trend analysis.



Reading the Job Description
What are they looking for?



The “T” Approach

Align resume to job description

• Use job description to identify what they want

• Match each qualification to experience 

• Use this chart to guide your summary or value 
statement

What They Want 
( Job Posting)

What You Have 
(Summary Elements)

Microsoft Excel
Experience using Excel for 
data tracking

SQL
Familiar with SQL through 
academic projects

Data visualization tools 
(Tableau, QlikView)

Hands-on experience 
creating dashboards

Statistics & regression 
analysis

Applied statistical concepts 
in coursework

Data modeling
Built models using real 
datasets in class

Strong written 
communication

Communicated findings in 
presentations and reports



Summary Formula
(For Entry-Level Candidates or Career Changers)

[(Major) student or recent graduate] with 
hands-on experience in [area]. Skilled in [key 
applied skill(s) from job posting]. Known for 
[relevant result or key skill demonstrated in 
work or class assignments/projects]. Committed 
to [job description’s goal aligned with your goal].



Recent data science graduate with a curiosity for patterns 
and hands-on experience using SQL and Tableau to uncover 
insights from complex datasets. Skilled in visualizing trends 
and translating data into plain language. Known for spotting 
overlooked patterns in class projects and group work. 
Committed to helping teams make smarter decisions 
through clear, evidence-backed insights.

Target: Jr. Data Analyst



Value Proposition
(For Experienced Candidates)

JOB DESCRIPTION TITLE with X+ years of 
experience advancing [impact] through [top skill 
1], [top skill 2], and [top skill 3].

• Impact, what you did (action), how

• Impact, what you did (action), how

• Impact, what you did, (action), how

• Impact, what you did, (action), how



Higher ed leader with 5+ years of shaping real change by supporting students, 
empowering faculty, and bringing fresh approaches to program design.

• Improved student retention and increased enrollment 12% by designing academic 
programs aligned with learner needs.

• Enhanced student engagement through strategic budget management and aligning 
curriculum with evolving industry demands.

• Strengthened faculty-student interaction and program retention by leading curriculum 
and student experience improvement initiatives.

Target: Higher Ed Leader



Competencies/Technologies 
Formula

Pull skills directly from what you did, not just what you know



Recent data science graduate with a curiosity for patterns and 
hands-on experience using SQL and Tableau to uncover insights 
from complex datasets. Skilled in visualizing trends and translating 
data into plain language. Known for spotting overlooked patterns in 
class projects and group work. Committed to helping teams make 
smarter decisions through clear, evidence-backed insights.

Data Analysis, Communication, Excel, Microsoft Office, Tooling, 
Experimental Design, Word, Data Science, Access, Business Acumen, 
Computer Proficiency, Statistical Analysis, Analytics, Equipment 
Management, Research, Process Optimization.



Heading

     

Name Phone Email LinkedIn 

GitHub 

Portfolio 

Location 

 



Education and Certifications

Official Degree (spelled out) – INSTITUTION, LOCATION Expected 03/20xx
• GPA (Greater than 3.5), Dean’s List
• Scholarships or other academic awards
• School clubs, honor societies, organizations, extracurricular activities

Official Certification Name – ISSUING ENTITY, LOCATION 01/20xx



Education and Certifications



Volunteer Experience
(or Community Involvement)

Title | ORGANIZATION, CITY, STATE 01/20xxx–12/20xx



Professional Memberships



Tighten the Language
Remove extra words. Keep the value.



Proofread Your Resume
Recruiters will notice mistakes in seconds.



HEADING

SUMMARY

EDUCATION

EXPERIENCE

VOLUNTEER



What a Cover Letter is and Isn’t

What a Cover Letter is and Isn’t

Is

½ page intro < 250 words
Conveys success

A novel
Regurgitation of resume

Isn’t



Cover Letter Basics



Cover Letter Basics



Cover Letter Basics



THIRD PARAGRAPH
Highlights specific experience.

CLOSING PARAGRAPH
Restates interest & requests next steps.

SALUTATION
Addressed to a person

HEADING
Matches resume

OPENING PARAGRAPH
Engages with purpose and highlights the candidate’s fit.

SECOND PARAGRAPH
Connecting the candidate’s background to the company’s needs.



THIRD PARAGRAPH
Highlights specific experience.

CLOSING PARAGRAPH
Restates interest & requests next steps.

SALUTATION
Addressed to a person

HEADING
Matches resume

OPENING PARAGRAPH
Engages with purpose and highlights the candidate’s fit.

SECOND PARAGRAPH
Connecting the candidate’s background to the company’s needs.



Proofread Your Cover Letter
Even one mistake can cost the interview.



858.541.7950

denise@dilresumes.com

www.dilresumes.com

www.amazon.com
Search by: Denise Ingledue-Lopez

Need Help?

mailto:Denise@dilresumes.com

	Slide 1: Tell Your Story: Land the Interview How to Write a Resume + Cover Letter That Gets You Noticed
	Slide 2: 01
	Slide 3: What a Resume is and Isn’t
	Slide 4: Resume Formatting Basics
	Slide 5: Resume Content & Alignment
	Slide 6: Using a Word Cloud
	Slide 7: The “T” Approach
	Slide 8: Identifying Your Experience
	Slide 9: Bullet Writing Formula
	Slide 10: Creating Strong Bullets
	Slide 11: Reading the Job Description
	Slide 12: The “T” Approach
	Slide 13: Summary Formula
	Slide 14
	Slide 15: Value Proposition
	Slide 16
	Slide 17: Competencies/Technologies Formula
	Slide 18
	Slide 19: Heading
	Slide 20: Education and Certifications
	Slide 21: Education and Certifications
	Slide 22: Volunteer Experience
	Slide 23: Professional Memberships
	Slide 24: Tighten the Language
	Slide 25: Proofread Your Resume
	Slide 26
	Slide 27: What a Cover Letter is and Isn’t
	Slide 28: Cover Letter Basics
	Slide 29: Cover Letter Basics
	Slide 30: Cover Letter Basics
	Slide 31
	Slide 32
	Slide 33: Proofread Your Cover Letter
	Slide 34

