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MBA RESUME GUIDE
This MBA Resume Guide is designed to provide you with an overview to help you when writing your
resume. Resumes vary in terms of style and formatting, but there are key elements that will help your
resume get noticed. Refer to the sample resumes at the back for inspiration.
Your Resume, Your Future!
Your resume is a marketing document – marketing you to potential employers. It’s important because if
done well, it will get you past the first screening and to an interview by demonstrating to recruiters what
you know, what you have accomplished, what you can do for them and how well you will fit within the
organization. Your resume reflects your personal brand and how you want to be identified in the
market.
The first step toward completing a resume is identifying interests, skills, values and traits that will be
important to potential employers. The second step is to identify and include your accomplishments - see
page 17.
Remember, you can always contact the MBA Career Advisor at the Career Development Centre to
review your resume!
Good to Know!
Typically, a recruiter doesn’t read
your resume, they will scan it in
under 13 seconds!

Top 10 Resume Tips
1.
2.
3.
4.
5.
6.
7.
8.

Customize your resume to the job for which you are applying.
Be strategic – list what enhances your competitiveness for the position.
Focus on successes, results and achievements instead of listing your job duties (see page 13-14).
Always write in the third person – no “I”, “me” or “my”.
White space is important. Your resume should have adequate margins (no narrower than .75").
Design to impress. Use formatting strategies that highlight rather than clutter.
Be consistent. Use bold type, italics, and capitalization in a consistent manner.
Do not use unusual fonts or those too small to be easily read in 10-12 point. All text should be the
same font size with the exception of your name and possibly headings, which can be larger.
9. Be consistent with your tense. Current jobs are written in the present tense, past jobs are written in
the past tense.
10. Try to limit yourself to two pages, anything past page two likely won’t be read.
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Resume at a Glance

2

3

WHAT TYPE OF RESUME WORKS BEST FOR YOU?
That depends on your personal circumstances and what you are applying for – you will need to
decide. There are several basic resume formats, used to apply for positions, including
chronological, functional or combination resumes.

See a description of each below:



A Chronological Resume starts by listing your work history in reverse chronological order;
i.e., with the most recent position listed first. Employers typically prefer this type of resume
because it's easy to see what jobs you have held, your titles with a link to accomplishments
and when you have worked at them.
This type of resume works well for job seekers with a strong, solid work history. It is the
most common type of resume.



A Functional Resume focuses on your skills and experience, rather than on your
chronological work history. It allows you to focus an employer’s attention first on your skills,
competencies or achievements as they relate to the position you are applying for, without
clearly identifying the timeframe in which you employed these skills. Therefore you can put
relevant experience at the beginning of your resume, even if you accomplished these tasks
in an early work experience. It is a good way to highlight transferable skills from one
industry or position to another.
It is used most often by people who are changing careers or who have gaps in their
employment history.



A Combination Resume – which we usually recommend – allows you to combine the best
components of the two previous resume formats. It lists your skills and experience firstyour “Highlights of Qualifications” or “Career Achievements”. Your employment history is
listed next.
With this type of resume you can highlight the skills you have that are relevant to the job
you are applying for, and also provide the chronological work history that employers prefer.

FOR SAMPLES OF ALL 3 FORMATS SEE THE NEXT FEW PAGES.
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A. Sample Chronological Resume
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B. Sample Functional Resume
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C. Sample Combination Resume
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COMPONENTS OF A RESUME
Although resumes are composed using standard sections, there is no prescribed format that works
equally well for everyone. Sections that do not relate to your objective or career field of interest may be
de-emphasized or even omitted. Titles of sections can also be modified to describe the information
presented more accurately such as “Work Experience” or “Relevant Experience”.
Below are the various sections that are common for a resume. Each one will be explored to provide you
with a guideline on what is important in that section and what to include.
A.
B.
C.
D.
E.
F.
G.

Personal Letterhead
Profile Statement
Summary of Qualifications
Education and Professional Development
Work Experience
Volunteer Experience and/or Community Involvement
Extracurricular Activities and/or Interests

Personal Letterhead
A creative and eye-catching header is an excellent way to help your resume stand out from the rest

and is part of your brand. Flip through the samples at the back. What appeals to you?
What to include:
1. Name, one phone number with voice mail (with a professional greeting) and a professional email
address.
2. Mailing address – this is optional and is becoming less common. Employers are not going to mail you
a letter to schedule an interview so save the space for more important information.
3. LinkedIn address - this is becoming increasingly important. You can make a custom URL link by
clicking “Edit Your Public Profile” in the “Privacy & Settings” section.
4. Do not include personal information such as age, date of birth, SIN, or marital status on your
resume.

Profile Statement
This is a high-level overview describing your skills at a professional level. It includes your key
characteristics and competencies and your career target.
A profile describes who and what you are. It defines your area of expertise - your field of study or
interest, and your level and depth of experience. It also describes your unique competitive advantages
for the position. A profile should be no more than 3-5 sentences long. This is your “personal branding
section”. A well written profile will differentiate you from your competitors and ensure the reader
understands your value proposition in relation to the role for which you are applying.
Consider this; if the reader only reads your profile section, what do you want them to know about you?
Make sure you customize this section for each job.
Pro Tip!
Right-Left Justify (MS Word = Ctrl + j) your
profile for a clean professional look!
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Summary of Qualifications/Career Highlights
Another section you can include in addition to a “Profile” is a “Summary of Qualifications” that details
your key accomplishments in bullet points. You can title this how you want, but be creative. i.e. “Career
Highlights” or “Key Achievements”. Focusing an employer’s attention on your key deliverables related
to the job is strategic and will position you competitively for the job.
If you are applying for positions where you have little or no related experience, including a “Summary of
Qualifications” section to a resume allows you to highlight your transferable skills which will add
strength to your resume. It gives you the opportunity to demonstrate to the employer that although
you may not have directly related experience or titles, you do have the education and transferable skills
necessary to be successful and that it would be worth their time to meet you for an interview.
Ask yourself what skills have been developed through your employment, community and volunteer
activities or school/interests/hobbies. If you are applying for a particular position, review the posting
and identify the four to five key strengths that the position requires.
Some of the skills that you have developed through your MBA may include:
1.
2.
3.
4.
5.
6.

Researching, analyzing and compiling information
Writing and presentation skills
Critical thinking/ solving problems
Project management
Managing people and teams – group work
Presenting ideas and persuading others

You should customize this section each time you send out your resume. Take note of all specific skills,
abilities, qualifications that are listed in the posting. These are the key attributes required for the job.
Ensure you make the link between what the organization needs and what you can offer.

Education & Professional Development
Where you position your education on your resume is a strategic decision. Is the fact that you are
enrolled in an MBA program your key competitive advantage? If so, put it at the beginning of the
resume after your profile. If your work experience is strong and well aligned to your target job, then
work experience should go before education.
1. Title of degree sought or highest level of education completed:
 Master of Business Administration (MBA) Program (while in school)
 Master of Business Administration (MBA) Degree (after graduation)
2.
3.
4.
5.
6.
7.
8.
9.

Name of institution: Asper School of Business, University of Manitoba.
Specialization.
GPA – optional. Ensure you include the scale (example 4.2/4.5).
Scholarships, awards, Dean’s Honour list.
Case competitions - and results, if to your advantage.
Work-study abroad, industry projects. These show adaptability and consulting skills.
Professional Development – courses, certificates, association memberships.
Relevant Courses – be strategic! If you are light on related experience you will want to
include specific projects and any other information related to your specialization that may
be of interest.
12

Work Experience
Focus on these four things:
1. Content of your bullets
2. Transferable skills
3. Action Oriented Language
4. Accomplishments
Content of Your Bullets
The most common mistake people make on a resume is simply listing their job duties. For the reader
this is very boring and doesn’t demonstrate the skills you used, your success and results, or the impact
you had on your organization, colleagues and clients/customers.
The bullets tell your story. What do you want the reader to know about you? Remember a resume is a
marketing tool that will get you to the interview – market yourself!
Consider this formula when writing your bullets Accomplished [X] as measured by [Y] by doing [Z]*
If you were the recruiter, which bullet would make you want to interview the applicant?
MBA student who is the Director of Finance for aMBAsa student group:


Managed student group budget



Managed $10,000 budget and invested idle funds



Managed $10,000 budget and invested $5,000 of idle funds into appropriate high-yielding
investment returning 5% over the year

Financial Service Representative at a bank:


Helped clients with transactions



Helped clients meet financial goals by analyzing net worth and building long-term
relationships



Built a book of 100+ clients with net worth ranging from $50,000 to $1,000,000 by offering
customized options to meet clients’ long-term financial goals; received the highest
recognition at the retail level twice for exceeding annual sales targets

Likely, you’ll choose the third bullet!

$ % #
Quantify whenever possible to grab
the reader’s attention and add context
to your achievements and results!
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If you get stuck on what your achievements are, try asking yourself the following questions:













Did you achieve a sales target?
What impact did you have on your clients, coworkers and/or organization?
Did you improve processes or make suggestions for improvement?
Did you increase efficiency? Sales? Productivity? Expand the client base? Reduce waste?
Improve working conditions?
Did you do anything that demonstrated your leadership ability? Teamwork skills? Improve
morale?
What projects did you work on and what were the results?
Did you receive any formal commendations or awards? (national sales award)
Did you do anything that “made a difference”?
Did you train or mentor someone?
Did you volunteer for something no else did?
Have you ever saved the company time or money?
Were you commended on your work or specific skills? Were you promoted?
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Transferable Skills
Transferable skills are sometimes referred to as generic, soft or key skills. They are skills that are helpful
and relevant across different industries and positions. It is imperative to highlight them in your resume
especially when applying for a new job or undergoing a career change.
Position

Job Duties

Relevant Transferable Skill

Human resources
assistant










Software Developer












Answering employee questions
Processing incoming mail
Creating and distributing documents
Serving as a point of contact with benefit
vendors/administrators
Maintaining computer system by updating and
entering data
Setting appointments and arranging meetings
Maintaining calendars of HR management team
Compiling reports and spreadsheets
Reviewing existing system
Present ideas for system improvements,
including cost proposals
Work closely with analysts, designers and staff
Produce detailed specifications and write the
program codes
Test the product
Prepare training manuals for users
Maintenance and technical support

















Sales
Representative





Classroom Teacher
/ Tutor








Sell retail products to customers
Create solutions and ensure a smooth sales
process
Find new sales leads, through business
directories, client referrals, etc…
Cold calling new clients
Visiting clients
Teaching
Writing lesson plans
Invigilating tests
Managing discipline














Captain of a sports
team




Liaison between coaching staff and players
Motivate team members and provide
leadership






Able to multitask in a fast-faced
environment
Problem solving
Accuracy and attention to detail
Familiar with HR policies
Communication and interpersonal skills
Content/formal letter writing
Data analysis and management
Employee relations
Familiarity with current state of the art
software and hardware solutions
Strong analytical and logic skills
Communication skills
Project management skills
Ability to work in a team efficiently
Eye for detail and identifying problems
Understanding business structures and
data flow
Understanding product handling and
commercial experience
Account management
Business development
Communication skills
Self-motivated – driven – goal oriented
Persistence
Flexibility
Client relations / customer care
Able to communicate complex topics in
easy to understand language
Patience, understanding, and compassion
Able to motivate others
Problem solving – develop different
approaches to ensure understanding
Emotional intelligence, able to read people
Strong verbal communication skills
Able to handle stressful situation in a
professional manner
Able to motivate others
Goal oriented and able to work well with
others
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Action Oriented Language
Start all bullets with a strong action verb to engage the reader. Avoid starting your statements with
“responsible for” or “duties included”. The reader doesn’t care about your duties, they care about the
skills you used, the success and results you delivered, and the impact you had!
Here’s a list to inspire you:
Accelerated
Accomplished
Achieved
Acquired
Addressed
Administered
Advised
Analyzed
Appraised
Approved
Arranged
Assessed
Audited
Awarded
Bought
Built
Calculated
Catalogued
Classified
Coordinated
Collaborated
Combined
Completed
Composed
Compounded
Computed
Conceived
Concluded
Condensed
Conducted
Consolidated
Constricted
Contracted
Controlled
Converted
Corrected
Counselled
Created
Cultivated
Cut
Decentralized
Decreased
Defined
Delivered
Demonstrated
Designed

Determined
Developed
Devised
Directed
Distributed
Documented
Doubled
Earned
Edited
Eliminated
Engineered
Enlarged
Established
Estimated
Evaluated
Examined
Executed
Expanded
Extracted
Forecast
Formed
Formulated
Founded
Generated
Governed
Grouped
Guided
Handled
Headed
Hired
Identified
Implemented
Improved
Improvised
Increased
Indexed
Initiated
Innovated
Inspected
Installed
Instigated
Instituted
Instructed
Interpreted
Interviewed

Introduced
Invented
Investigated
Launched
Lectured
Led
Liquidated
Located
Maintained
Managed
Marketed
Minimized
Moderated
Modernized
Monitored
Negotiated
Observed
Obtained
Operated
Orchestrated
Organized
Originated
Oversaw
Performed
Pioneered
Planned
Prepared
Presented
Prevented
Processed
Procured
Produced
Programmed
Promoted
Proposed
Proved
Provided
Published
Purchased
Qualified
Quantified
Recommended
Recruited
Rectified
Redesigned

Reduced
Referred
Regulated
Rejected
Renegotiated
Reorganized
Represented
Researched
Researched
Reshaped
Resolved
Restored
Reviewed
Revised
Revitalized
Saved
Scheduled
Selected
Serviced
Set up
Settled
Shaped
Simplified
Sold
Solved
Sorted
Sparked
Specified
Stabilized
Staffed
Standardized
Started
Stimulated
Strategized
Streamlined
Strengthened
Stretched
Structured
Studied
Succeeded
Summarized
Supervised
Supported
Surpassed
Surveyed

Systematized
Taught
Terminated
Tested
Tightened
Traced
Tracked
Traded
Trained
Transacted
Transferred
Transformed
Translated
Trimmed
Tripled
Turned around
Uncovered
Unified
Unraveled
Utilized
Vacated
Verified
Widened
Won
Worked
Wrote
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Accomplishments
Accomplishments show how you have applied your interests, skills, values, experience and knowledge, to
the benefit of previous employers. Accomplishments can impress potential employers by:




Demonstrating technical, interpersonal and managerial skills.
Expressing your motivation level and priorities.
Showing that you get things done.

A well formulated accomplishment statement is composed of two parts:



What you actually did, and
Tangible measurement or benefits to the organization.

Reflect on what you have accomplished, either as a result of your own initiative or your participation as
a team member.
Begin each accomplishment with an “action verb”. Make a brief statement, specifying results or impact
on the organization. Use quantitative measurement when possible including such things as money
saved, profit earned, percentage increases, increased speed of delivery or retrieval, or improved
customer service.
Most people find it difficult to remember or identify past accomplishments because in those instances
they may have applied the strengths that they take for granted.
To remember and identify past accomplishments:
1. Refer to:
a.
b.
c.
d.

Performance appraisals
Letters of reference
Letters of commendation
Comments from superiors, coworkers, customers, committee members

2. Ask yourself:
a. What am I proud of?
b. What problems have I solved?
For each position show where you used your strengths to take action that had a positive result for the
company, team, subordinates, peers, superiors, customers, work environment, bottom line, etc.
Three steps to develop accomplishments statements:
1. Focus on your skills and abilities by starting with a strong action verb. This catches the
reader’s attention.
2. Define your skills and abilities by providing examples.
3. Add credibility and value by identifying the results.
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Examples
Quantifiable accomplishment statements:






Developed marketing and operational strategies for all business units. Received approval for
$12M for capital investments and $6M for all acquisitions.
Produced annual savings of approximately $200,000 by reducing the turnover of personnel from
17% to 9% per year.
Co-developed a safety program that resulted in a 20% reduction in lost-time accidents over a
12-month period.
Saved 200 man-hours per week by integrating the production of 2 satellite plants.
Improved training procedures leading to a reduction in errors and reduced staff by 30%.

Accomplishments not easily quantified should still show results:





Converted manual filing system to computerized database, increasing staff accessibility.
Created an expansion strategy for 30 locations across Canada with approval granted for
implementation.
Researched, recommended and implemented a PC software package for human resource
planning and then developed an SOP manual for training purposes.
Revised procedures that substantially reduced shipping costs and times.

Volunteer and/or Community Involvement
Did you have a high level of responsibility or accountability such as being the Chair for a charity or
community focused Board? If yes, use the same format as your work experience.
If it involved significant leadership responsibility or completion of expert tasks i.e. treasurer – budget
and financial analysis/forecasting - then develop a separate section to highlight the transferable skills
used. If it was a short-term or a “one off” with little responsibility, such as a participant, Run for the
Cure or a dog walker at The Humane Society, then list it as a single bullet.

Extracurricular Activities and/or Interests
There is debate in the recruiting world about whether or not to include this section. Ask yourself, does
this section add value to your resume and the job you are applying for? Is it interesting/relevant?
If you were the recruiter, which applicant would you be more interested in interviewing?



Reading, gardening, yoga, hockey, photography, stock market and traveling or….
Founded and organized a weekly Stock Market Club to analyze and discuss investments. Mock
investments have yielded a 25% return in the past six months.
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FORMATTING TIPS
A. Job Title
Your job title appears on the line above the organization because what you did is more
important than where you did it. Does your job title reflect what you do/did? “Admin 2”
won’t mean much to the reader, but “MBA Career Advisor” will.
B. Can I use a template?
We don’t recommend using a template. Templates are frustrating to edit and limit the
design control you have. Recruiters are typically unimpressed with templates.
C. Format Painter
Use the Format Painter on the Home tab to quickly copy formatting from one thing in a
document to another. Select the thing you like the look of, click Format Painter, and then
click the thing you want to change to look the same.
1. Select the text or graphic that has the formatting that you want to copy.
2. On the Home tab, click Format Painter.
3. Select the text or graphic that you want to format.
4. To stop formatting, press ESC.
D. Dates on the right
Line up all of your dates on the right hand side. There’s a tool you can use - it’s the
RIGHT TAB button in the upper right hand side of your ruler in MS Word. Add it to your
ruler when you want the date to line up and hit TAB. It will make your document look
tidy!

Click this
twice

You can now set
your right tab
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REFERENCES
A statement such as “References Available upon Request” at the end of your resume is not necessary as
it is assumed that you will provide references if asked. This usually happens at the end of an interview.
Employers will ask for references if they want them, so no need to provide them until they do.
Work references are normally requested by potential employers because they want to know how you
have performed on the job. The best predictor of future performance is past performance! If you do
not have sufficient employment references, consider using academic or personal references. Your
professors or your peers in the MBA Program may serve as references.
List references on a separate sheet of paper using the same personal letterhead as on your resume. Be
prepared to provide at least three references and give their name, title, company and contact
information – email and preferred phone number. It is not uncommon when applying for management
positions to be asked to provide six references, two from subordinates, two from your managers and
two from people within an organization at the same level, your peers. This is called a 360° reference.
When asked to provide references, tell the recruiter you will do so within one business day. This will
allow you to talk to your references about the job you have applied for, what the employer is looking
for, and to ensure the reference is available to take a call or respond to email. Remember to follow up
with your reference afterwards to let them know the outcome of your search and to thank them. They
will be impressed with your professionalism!
Three types of references

Work Reference – most preferred and common type of reference. This is usually a person who has
been your supervisor, colleague or direct report in the workplace. This can be paid work or a volunteer
position.
Academic Reference – should be a professor or instructor who has known you for some time.
They should be able to provide information regarding your competencies and performance.
Personal Reference - this should be someone who can speak about your character and your personality.
This is not commonly used by recruiters.
Pro Tip!
To ensure the best reference possible you should:
1 Obtain permission from your reference each time
2 Ask them to describe your strengths and areas
which need development – ensure they are
positive
3 Provide them with an updated copy of your
resume and if possible a copy of the job posting
4 Thank them and advise them of the outcome
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SUBMITTING YOUR RESUME
The best way to deliver your resume is to follow the instructions in the job posting and do what the
employer asks you to do. Here is a review of each process along with recommendations and tips.
E-mail
1. Be sure to send your resume in a common word processing format that can be easily
opened – follow their instructions – MS Word or a PDF.
2. Save your cover letter and resume in one document. Name the document
“firstlastname_position.doc”.
3. Include a description in the subject line with the job title - for example, Resume of Jane Doe
– Marketing Coordinator. Did they ask you to reference a specific job number? If so, include
this in the subject line as well.
4. In the body of the email include a brief message stating that your resume and cover letter
are attached. Include your full contact information in case they need to contact you if they
cannot open your resume or it does not come through clearly.
5. Don’t write your cover letter in the body of the email message.
6. You should never email your resume from your email address at work. It is unprofessional
and will demonstrate to a potential employer that you use company time and resources for
your own personal interests.
Asper Career Portal
1. Save cover letter and resume documents separately to MS Word or PDF format.
2. Save your documents with appropriate and distinguishing labels to ensure you upload the
correct files (example “full name – cover letter – organization name”). Submitting the wrong
application will land your resume in the “no” pile!
Online Application
Many companies now receive applications through their websites. Follow their instructions
when setting up your account. Depending on their system, you may upload and attach your
resume document or you may have to fill in the required fields with text. This can often be done
by copying and pasting sections of your resume.
Try to use keywords identified in the posting in case the employer is using Optimal Character
Recognition (OCR) software to screen applicants. The more keywords in your resume that align
with the posting, the better your chance of being selected for an interview.
In Person
When dropping off a resume in person, remember that you will be leaving a first impression so
your appearance is important. Dress as you would for an interview and act professionally to
everyone you come in contact with. Be prepared to speak to the hiring manager and answer a
few questions on the spot, but don’t expect this. And don’t be frustrated if they don’t have time
to speak with you…everyone is busy.
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UPDATING YOUR RESUME
As you gain experience, you should update your resume. This may mean deleting some experience that
is older and is no longer as relevant to your future career goals.


After you have officially graduated change “Program” to “Degree”. You can now also add “MBA”
after your name in your personal letterhead.



You may now choose to move your education after your work experience if your work experience is
relevant to your career target.



Keep a record of your success, results and achievements to make resume updating easier.



Remember, as an Asper MBA Alumni, you continue to have access to the services of the Career
Development Centre. So when it comes time to apply for a promotion and start a new challenge, get
in touch, we are here to help!



Remember to update your LinkedIn profile as well – prospective employers are sure to check you
out and you want your resume and your profile to match.

RESUME CHECKLIST













Did you analyze the job posting to determine what the employer needs?
Did you use keywords that align with the posting?
Did you do research so you know about the company?
Did you tailor your resume to the position?
Is it concise and clear?
Did you include accomplishments and results?
Did you use strong action verbs?
Does the overall presentation and layout look professional?
Do your heading and sub-headings clearly stand out?
Are your contact details and LinkedIn profile up-to-date?
Did you proofread carefully for typos and grammatical errors?
Have you had it reviewed by someone in the Career Development Centre?

RESUMES TO INSPIRE YOU
On the pages that follow you will find a variety of resumes to inspire you. There are samples from a
variety of industries, ranging from entry level management to senior levels.
You will notice the resumes showcase a wide range of styles. Keep in mind your target industry and
audience when choosing a style. For marketing, be more creative in your approach. Regardless of
industry, make your resume eye appealing and achievements based. Remember, your goal is to secure
an interview by making it hard for the reader not to choose you!
For more inspiration or guidance on writing your resume check out the Internet or book an appointment
with the MBA Career Advisor. The Career Development Centre is here to help you with your career
success!
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