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UNC Kenan-Flagler Business School

Since 1919, UNC Kenan-Flagler has defined & advanced the
pursuit of true business success through leading-edge
academic rigor & unmatched real-life learning experiences. We
shape exceptional leaders who go beyond the bettom line to
benefit the organizations they lead & the communities they
serve.

While all leading business schools impart essential knowledge,
our students gain something more. We are the only top-ranked
school that integrates our core values of excellence,
leadership, integrity, community & teamwork into the very fabric
of the academic experience. As a result, our students graduate
uniquely prepared to drive both results & impact, to lead & to
Inspire - to deliver positive change in the global marketplace.
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The Purpose of a Resume

A resume serves multiple purposes:

Provides an overview of your background, skills and
results for employers-to understand your abilities

Presents material in a consistent, concise format to
identify variation among many resumes in an efficient
process

Allows you to present your strengths and provides a
guide during your interview question “Tell me about
yourself ...”
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UNC Kenan-Flagler Format

FIRST LASTNAME (ALL CAPS) m:;iﬂirﬂn:;@% m _CdLn State, Zip C:ge];

linkadin com'nvwwlnk

EDUCATION
UNIVERATY OF NORTH CAROLINA, Kenan-Flagler Business School - Chapd HILNC  Mzy 2013
Master of Business Adwinistration (MBA), Full-Tims Program

=  Concentrationin Fmoton; GMAT XXX [Optdmnal, only if 880 or hisher)

= Scholarship/Activity Achisvement [Mame of Scholership — Full Partiz] tuiton, Full Partial sxpenszas)

» Example: Consontinm fr Graduste 3tody in Manzzement — Foll mition fellowship
UNIVERSITY OF NORTH CAROLINA at Chapd Hill - Chapl Hill N May 2006
Bachelor of Business Administration, Financz, GPA X X [Optionzl, onlyif 3 5 or higher]

+  [Optional underzradusts bules) The resume template IS

EXFERIENCE

COMPANY NAMF — City, State (abbravized a g NC) 2009-2013 = .
[Ontiand, company deseripiors m':fn::;j:: raedszrﬂs wifeen Diar companies- Keep o [line ] ava.l Ia,b I e fo r d Own IO ad I n th e
Fosition {2002-2012) i
e 0 2 s s ni gt documents section of the
= Basin bollsts witha nﬁet'f gfvertﬁ_h avoid repetition (g Lad, Dirscted, Su]lm"ﬁgd). ]
DR o ot Fom e Mo 1N S T T UNC Kenan-Flagler
Fosition {2008}
B s e gt ke s Consortium Website.
= Mustuoss @unc edu smedl sddress. Famove sy hyperhinks to vow emai] address

= Remave any sramemer of spelling underlines in A5 Ward
= Cpsate s dec(x)and PDF version

COMPANY NAME — City, St2e 2047-2009
[Ortiond, company descripenrs are in ol tadescr e wifon Diar campanies Keep 1o 1 line ]
Marketing Associate

» Numbers: K=thousands, M=millions, B=hillims, +=mars than = = 3300, <less then {22223

»  Currenciss: Convertzll forsim currencies to U8, Dollers. Use 3, notUSD {2z 312(E)L

COMPANY NAME — City, St2e 2006-2007
[Ortiond, company descripenrs are in ol tadescr e wifon Diar campanies Keep 1o 1 line ]
Marketing Analyst

=  Only includs imemship if <3 years work experisnce or it DIRECTLY relates fo the tarsst pasition

»  Avoid havingjust 1 tull=tto describe a position.

= Additions] details rezeding positon

ADDITIONAL

Professional centifications (CPA, CFAY, Professionz] zssoc memberships (Stronz lead bullet)
MWative Spanish speaker;, Conversationz] Portusness (adj inchde- Native, Flusnt Conversztions])
Lazdership activitizs, volimess leadership, awands or uniqus 2lements

Technical skills- Dionatlistany Microsaft Office suie skills

Dio not include controversizl material such as relizion politics, unless University-sanctionsd org
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Three Stages of Resume Creation

Understand
your goal

Reflect on goals,
Interests and
passions

Target industries
and companies

Read company
website and job
description
carefully

Conduct

self-
assessment

Consider the
experience and
education in your
life that shows you
meet these
gualifications

Be selective and
choose only those
that are most
Impactful
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Compose
bullets

Crafting bullets
IS the final step

You may have
several bullets
that are used in
rotation,
depending on
the industry or
company




Four Content Areas

Education
- UNC Kenan-Flagler listed first
- GMAT: 680+; GPA: 3.5+
- Scholarships/Fellowships

Contact Information
- Name, Address, Phone
- Email

- LinkedIn Profile
- Clubs, Organizations (focus on

leadership)

Experience Additional Data

- Reverse Chronological Order - Certifications
- Results and Accomplishments - Language Proficiency

- Focus on Individual Responsibility - Licensure
antiContribution - Interests & Achievements

- Avoid Controversial Material
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Resume Bullet Format

The bullet format structure of your resume should
be consistent, although the order may vary.

Problem: What was.the scenario? What were you trying
to improve?

Action: What did you do specifically during this period?
What skills did you use/develop?

Result: What was the outcome of your actions? Can you

guantify?
T

Problem [ Action
| Action  Problem
- Action Problem
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PAR Components

ldentify PAR components of this resume example:

Analyzed historical saleSirends and competitive initiatives
to create <argeted promotiond that ger@rated 35% of No»-

subscription tickets sales

Action / SKill: oD Result: quantified

relevant to function promotlons HHEE
previously targeted
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PAR Components

The PAR structure can be reordered:

g%enerated 35% Df non-subscription ticket sales by

analyzing historical salestrends and competitive
Incentives to createargeted promotions

Problem:
Result: quantified Action / Skill: promotions weren’t
relevant to function previously targeted
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Focus on Results

Without » Led cross-functional global product
Results team and generated new business

« Led cross-functional global product
With team to launch new product in 10
Results & countries; delivered new business of
Quantified $150k, 20% above plan projections
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Use Power Verbs!

* Accelerated | * Orchestrated
* Chalred * Revitalized
* Developed « Safeguarded
* Engineered « Stimulated

* Inspired * Synchronizes
* Launched » Tailored

« Maximized « Targeted
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Resume Guidelines (musts)
 One page

« Use UNC Kenan-Flagler template!!!

« Use Times New Roman font. Font
sizes: Name: 16, Section Headings: FIRSTLSTNANE WIL CAFS) izt S e

linkedin com/in voulnk
o ’ ’ EDUCATION
1 2 - - UNIVERSITY OF NORTH CAROLINA, Kenan-Flagler Busines School - Chzpd HilL NG My 2015
fex even margins e e
] [] [ ] ] = Concatrationin Pmcton; GAAT XXX [Optianal only if 650 or hisher]
af! Full Partiz] tuifion,

»  Essmple Consonium far Graduse Srudyin Mamsgement - Full mition fellowahip

UNIVERSITY OF NORTH CAROLINA at Chapd Hill - Chapel Hill NC May 2006
Bachelor of Business Adwinistration, Finzncs, GPAX X [Optiom], anlyif 3.5 or bigher]

» Perfect spelling; consistent e

COMPANY NAME — Ciy, Sta (sbbeavized e 2 NC) 20092013
[Optiond, compay descripiors are in italics to describe wnfan i companies Keep to 1 line]
Position (2008-2012)

»  Show variouspositions undsr 1 emplover with daes o show caresr prozression if appliczble.

.
« Donotuse2 pases for on-campus resumes.
= Baginbullets witha varisty of verbs o avoid reptition (g3, Led, Directsd, Supenvisad).
= Open a resums bullet with dissct action varbs and AVOTD: Respomsible for. or Assisied with.
»  Usa Times New Roman font Font sizes- Wame: 16, Major Saction Headings - 12, Taxt- 105
Position (2005}
+  Avoid resums bullets with “hansingwords” - single wosds onthe Zndline.
Do not adjust marzins for more space.
Must use @unc edu email address. Remove any hyperkinks to your email address.
Removeany grammar of spellingunderlines in MS Word
(Create 3 doc(x) and PDF version

« Remove any hyperlinks to your email

COMPANY NAME - City, St 20072009
[Optiond, ) descrpiorT are in italics 1o desxr e wifam Diar companies- Keep 1o 1 /ine. ]
Marketing Associate

«  Mumbers: E=thousands, M= milliozs, B=billicns, +=mor than {z £ $50M+), <less than (2 222%;

»  Cumencies: Conventall forsign cusmencies o U 3. Dolless. Use 3,201U2D (22 S120K). )
a r e S S COMPANY NAME - Ciy, St2= 2006-2007

[Opriond, compey descripor: are initais to descride wifam fixr companies- Keep 1o 1 line.J
Marketing Analyst

= Only includ hip if <3 years work i it DIRECTLY relates 1o the tarsst position.
+  Avaid havingjust 1 bullstto describe 2 positian

+  Additions] detaiks regmrdingposision

« .doc(x) and .pdf versions S

=  Native Spanish speaker; Conversatimal Postusnese {34dj inchde- Native, Floent, Conversationzl)
= Leadership activifies, voluntesr laadership, awasds or unique elaments
= Technical skills- Do notlistany Microsoft Office suie skils

= Donotinclude comtroversial material such as relision, polifics, nnless University-sanctionad arg

12 | 4/15/2013 @ UNC |



Experience Section

EXPERIENCE
COMPANY NAME - City, Sta= {zbbravized 2.2 NC) 2009-2013

G e n e ral i n fo rm ati O n : ﬁ:iﬂiﬁnggg;mmnnmmﬂdﬂ todescribe wfmn Diar campanies- Keep ra [ line ]

= Show various positons undsr 1 smplover with daies o show caresr prozression if applicable.
» Danatuss? passs for m-campos rssomes.
= Basin bullets witha varisty of verbs o avoid repetition (23, Lad, Directed, Bupanvisad).
® COI I l pany nal I Ie = {pen aresumes bollst with disect action verbs and AVOID: Responsible for... or Assised with
» Uiz Times New Foman font Font sizes- Name: 16, Mzjor Ssction Headings: 12, Text: 105,
Fosition (2008)
= Avoid resums bullets with “hansing words™ - single words onths 2ndlins.

 City, State (and/or-Country) e

» Pemave any sramemer of spalling underlines in MS Ward
= Zpatz 2 doofx)and PDF version

e I Itl e COMPANY NAME - City, Sta= 200720049
[Opriondg, compaty descrinsns are In ks rodescrbe wimnDiar companies- Eeen o [ line ]

Marketing Assodate

e Dates of employment (years) e G et 5 Dot e DD (o oy
* Optional - brief description of company
* Reverse chronological order standard

13 | 4/15/2013
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Additional Data Section

» Begin with professional certifications

« Language proficiencies
Tip:
« Activities, clubs, interests Employers often read

this section first and
* Must be current ask detailed questions.
Be prepared!

 Avoid controversial material

« Spell out acronyms

ADDITIONAL

Professional centifications (CPA, CFAY, Professionzl assoc memberships (Strong 12ad bullet)
Native Spanizh spesker; Conversatianal Partusness (3dj. inchde- Native, Fluent, Conversationz])
Lezsdership activities, volunteer leadership, awards or unqus clements

Technical skills- Danatlistany Micrasaft Office suie skills

Dia not include controversial materizl such as relizion, politcs, unless Unfversify-sanctionad are
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Common Resume Pitfalls

« Typos (including punctuation!)

« Tiny margins

Tip:
Have someone outside
your current industry

« Exaggerating results

* Not quantifying results read your resume to
ensure you aren’t using
* Describing job responsibilities industry jargon.
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Consortium OP Resume Timeline

Thursday, April 25 - Resume due to Shelly Gorman:
Michele _Gorman@unc.edu

Thursday, April 25 - Sign up for a 1:1 resume review (don’t miss this!)

Saturday, April 27-Sunday, April 28 - 1:1 resume reviews take place

Monday, May 6 - Revised resume due to functional CMC Associate
Director

Wednesday, May 8-Friday, May 10 - 1:1 resume walks with functional
CMC Associate Director

Monday, May 13 - Final resume due to Ann Salamy:
Ann_Salamy@unc.edu

Friday, May 17 - Final resume uploaded to Consortium website
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