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What is a Resume?
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On average, how many seconds does a hiring 
manager take to decide on a resume? 

7 seconds!
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AGENDA

1. Section Breakdown

2. Formatting 101

3. Bullet Point Writing

4. Resume Review Activity



Resumes are typically divided into four sections, each of which we will cover 

briefly

Section Breakdown
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Four Main Parts of a Resume

1 2 3 4
Header Education Experience Skills, 

Certifications, 
& Extra Info
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1. Header

2. 
Education

3. Experiences 

4. Skills/
Certifications/
Additional Info



FOSTER SCHOOL OF BUSINESS, UNIVERSITY OF WASHINGTON foster.uw.edu

Section Breakdown: Header

City, State

Phone Number

Optional, can use hometown 
city/state for out of state 
students

Set up your voicemail!!

Email

LinkedIn URL
Create a custom URL

Use your UW email or a professional 
email
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Section Breakdown: Education
SCHOOL & STUDY ABROAD
Please spell the name of your school fully: University of Washington, Michael G. Foster School of Business

DEGREE
You’ll receive a Bachelor of Arts in Business Administration. Not Bachelor’s or Bachelors’

GRADUATION DATE
Include your estimated graduation date! This helps employers know if they should consider you for internships or full-time roles. 
Accounting students should include CPA eligibility date.

OPTIONS
Use the word Major on resume. If no major, state “Pre-Major”. Include minors as well

GPA
A 3.0 or higher GPA should be listed on your resume

RELEVANT COURSEWORK
Option to list courses that show your knowledge in relevant areas

HONORS
Certifications or Dean’s List can be listed here or in an Honors section (x of x quarters)
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Section Breakdown: Experiences

Volunteer/ Community 
Involvement

Work & 
Internships

Study 
Abroad

Classroom Work 
& Projects

RSOs and other 
Student Involvement

Case 
Competition

s

All experiences 
should be listed 
in 
chronological 
order.
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Make a List to Pick Your Best Experiences!
❑ Leadership positions/Student Activities

❑ VP, President, Member etc.

❑ Work experience

❑ Barista, cashier, salesperson

❑ Volunteer experience

❑ Active volunteer, seasonal

❑ Class projects

❑ BA 490, BCMU 300, Capstone etc.

❑ Internships

❑ Marketing Intern, Sales Intern, Accounting Intern

❑ Technical skills

❑ Microsoft Office, Adobe Creative Suite, Excel etc.

❑ Language skills

❑ Conversant, Proficient, Fluent



Here’s how a resume is typically formatted

Formatting 101
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Foster Resume Guide & Template

Available in Career 
section of Foster 
Undergraduates 
Canvas Page!
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Formatting Basics
Margins
• No less than 0.5-inch margins
• Make the top/bottom and left/right 

margins the same size

Length
• One Page, Front Side Only
• Helpful Tip: You can adjust the 

spacing between lines to add or 
remove more space

Dates
• Month Year ranges for work 

experience (June 2021 – present) 
• Month Year of graduation (do not 

include range of time in college)

Fonts
• Sans Serif
• Use the same font throughout resume
• Font color – black
• 10-12pt 

COMMON MISTAKES:
Personal Info, Acronyms without context of full title (i.e. UWIB, UWIG, 
UBC), Objective/Personal Statement, Boxes/Photos/Icons/Symbols 



Recruiters and Employers expect bullet points to be written in a specific formula –

which we will teach you now!

Bullet Point Writing
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Bullet Point Formula

What Did You 
Do?

How Did You Do It? What Was the Result?

Start with an Action 
Verb (i.e. Design, 

Analyze, Implement, 
Create, Manage, Deliver, 

etc.)

Clearly identify what 
was the result of the 

experience or 
business outcome.

Add more information to 
provide context here, 

what was the project, 
task, or responsibility?
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Experiences Example

LedStart with an action verb

Recruitment and 
hiring of tour guides

Add info to provide context
(type of event/program, situation, 

idea, documents, 
roles/responsibilities)

For Who, Why, Quantify, Outcome

Resulting in 300+ new 
applications to fill 12 
new positions on our 
team of 54
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Magify Your Experiences

Before After
Reviewed financial documents and 

made a model
Analyzed balance and income statements in 

Excel to project 5 years of cash flow

In charge of fundraising events 
throughout the year

Organized and executed 4 fundraising 
events that collectively raised over $3,500 

in donations
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Do’s and Don’ts

DO DON’T
• Tailor your resume for each position
• Highlight section headings
• Use action verbs
• Quantify accomplishments
• Use technical (& understandable) language
• Proofread multiple times (and by others!)

• Use acronyms
• Use a template other than the Foster 

template (it’s standardized!)
• Repeat information
• Exaggerate or lie
• Include personal information
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UWIG-Specific Advice

• Magnify your experiences by talking about what you were accountable for 
(thesis points, risk analysis, modeling, etc.)

• Don’t be afraid to name drop our AUM (even though it’s small at ~$80k)

• Being able to speak on our investment strategy has been monumental for my 
success in interviews

• Example analyst bullets (feel free to steal/adapt):
• Spearheaded large cap buy-sell decisions for UWIG, which manages 60k in assets to achieve excess returns against our benchmark 

index, which we outperformed by 3% in 2023, and placed 10th in the D.A. Davidson Student Investment Program• Supporting the growth of a $1,000 scholarship for students who show a commitment to finance and the business community (old goal 
of UWIG)• Conducted an in-depth stock pitch analysis of Chipotle, which was purchased by the UWIG, through qualitative thesis development and 
quantitative financial modeling (DCF and comparable company analysis) which was sold at a 10% upside


