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Your resumé 
If you are working on your resumé it’s like because you have begun your job search, focused on positions well-suited to 

you and aligned with your career goals. Your resumé is one tool you can use to communicate to an employer how your 

skills, experiences and education meet their needs. The purpose of this guide is to provide a set of best practices to help 

you maximize your chances of success. Knowing how to effectively hone your resumé is a career management skill 

essential for success over the long term. 

Section 1: Target your resumé  
Throughout your job search research you’ve identified how your knowledge, skills and attributes align with the many 

workforce opportunities available. An effective resumé is developed with specific employment goals in mind so 

candidates can clearly identify how they are a match for that specific position. It’s also important to note that there are 

no guarantees that an individual application will result in employment, and employers may have unique desires that are 

impossible for applicants to predict.  However, targeting and tailoring applications to each position allows you to 

efficiently represent how your life experiences and skills match the requirements. 

Identify what the employer is looking for 

 
 

 

Tip: 

An employer initially spends less than 30 seconds looking at a candidate’s resumé. Your resumé 
should clearly highlight your relevant skills and show how they match the employer’s needs.  Organize 

and prioritize information in alignment with the job posting.  The more you tailor your resumé, the 
more the employer will want to read the document, increasing the chances of an interview! 

Can do the job
Based on relevant 

experience, skills set 
and capabilities

Fits the team
Based on personal 

attributes and 
overall impression

Will do the job 
Based on 

enthusiasm, 
eagerness and 

initiative

Employers want a person who: 

Ideal 

candidate 

https://www.umanitoba.ca/career-services/sites/career-services/files/2021-03/JobSearch.pdf
https://umanitoba.ca/career-services/sites/career-services/files/2021-05/Career_Planner.pdf
https://umanitoba.ca/career-services/sites/career-services/files/2021-05/Career_Planner.pdf
https://umanitoba.ca/career-services/sites/career-services/files/2021-05/JobSearch.pdf
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Identify your skills that meet employer needs 

To effectively market yourself to an employer, it is important that you have a clear sense of what you have to offer: 
what skills do you have and what can set you apart from everyone else? 
 
But, before you reflect on your specific skills and experiences, it’s essential to first understand the position and what the 
employer is seeking in potential candidates.  Start by analyzing the job posting!  

How to analyze a job posting 

Introduction 
Analyzing the job posting is the first step to building an effective resume. A resume that 
connects relevant skills and experiences to the job description duties and qualifications has a 
higher chance of resulting in an interview. 

1st - Print 

/Save a copy  

Print off the job posting for the position you are interested in. Or Save a PDF copy.  Since URLs 
break and postings will be taken down, it’s important to have a copy for future reference – 
including for future interview preparation.  

No posting? 

If there is no job posting or the advertisement is very minimal, research the skills required for 
similar jobs: 

• Look at related job postings 
• Speak with contacts in the field 
• Research professionals on LinkedIn 

• Use the National Occupational 
Classification (NOC) to obtain a general 
duties listing 

2nd - Analyze 
Analyze the entire job posting. Highlight the required qualifications as well as the skills and 
abilities (sometimes referred to as competencies). Colour code to stay organized. For 
example, yellow may indicate skills. Review the job description and consider similar tasks 
you’ve completed in past roles.  

What’s 

important? 
Employers often list the most important qualifications or skills and abilities higher or further 
to the top within the job posting sections.  

3rd – Reflect 
Reflect on where and how you have gained the skills, knowledge, and attributes required in 
the job posting. Note these examples and prioritize displaying them in your application 
documents 

Focus your 

resumé. 

You have now identified the skills required and how you meet that need. As you write and 
update your resumé, focus on the knowledge, skills, and attributes that are valued by the 
employer. 

 

Employers are seeking specific skills 

It’s also important to understand the types of skills important to employers – both technical skills and transferable (a.k.a. 

foundational or soft) skills. You may also want to research those competencies valued more broadly within your field by 

reviewing information published by professional associations and/or reports from industry sector councils.  The 

https://www.umanitoba.ca/career-services/career-mentor-program
https://noc.esdc.gc.ca/
https://noc.esdc.gc.ca/
https://www.umanitoba.ca/career-services/employment-resources-students/job-boards-and-employer-lists#industry-associations-and-employer-directories
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Conference board of Canada is a national organization that also publishes information about general employability skills 

and essential skills for the workplace. 

Employability Skills – Conference Board of Canada & Future Skills Centre  
Learn more about the skills identified by employers as critical in the workplace.  

 

When deconstructing a job posting, consider which skills are technical and which are transferable.  Regardless of your 

industry, be sure you speak to both in your resumé and cover letter!  

1. Technical skills 
Required to perform a 

particular task. 

Examples include: 

Driver’s license, Coding, Laboratory skills. 

2. Transferable skills 
Required to perform a 

particular task. 

Examples include: 

Communication skills, Organizational skills, Teamwork. 

 

Need help analyzing a job posting? 

 Use Appendix A: Deconstructing a Posting worksheet or Come Talk to Us.  
 

You’ve gained skills through:  

Relevant experience and skills do not only have to come from paid work experiences! As you identify the skills required 
for a position, consider all of your different experiences or activities – volunteer, paid work internships, extra-curricular, 
and even academic coursework.   
 

 
 

Volunteer 
 

Work 
 

  Extra/co-

curriculars 

 

Coursework 

 

 

 

Need help identifying your skills? 
 Try the Appendix B: Skills Matching Worksheet or Come Talk to Us.  

 

Transferable skills are equally important or sometimes more important than technical skills. Employers can often train 
new employees to easily develop their technical skills but usually find it difficult to train or modify someone’s 

transferable or soft skills. 

https://www.conferenceboard.ca/future-skills-centre/tools/finding-your-employability-skills/
https://www.umanitoba.ca/career-services/employment-resources-students
https://www.umanitoba.ca/career-services/employment-resources-students
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Section 2: Choose your resumé style 
Different resumé styles and formats have advantages and disadvantages. Consider which fits best for you depending on 

your experiences, skills, and the job you are applying for. Chronological and Combination are two main types of resumé 

styles. 

Resumé type Overview Advantages 

Chronological 

Highlights job experience with most recent 
experience first.   
 
Initial sections on your document will 
include Work Experience or Work History.  

Good for strong, consistent, relevant work 
history. 

Combination 

Allows you to showcase your most relevant 

skills while offering reverse chronological 

detail. 

Initial sections on your document will 

include Related Skills or Relevant Skills. 

Can help people with limited related work 
experience highlight their skills first by 
allowing for school, volunteer, work, and 
extracurricular activities to be easily 
integrated. 

 

 

Check out Appendix D: Resumé Examples or find even more samples in the 
 Resumé Learning Centre. 

 

Sections 

Choose section headings that will highlight your accomplishments and strengths while also targeting your resumé to 
meet the requirements of the job and employer.  There isn’t’ a single correct way to create a resumé. Your document 
should be as individual as you are! However, most employers want to see the following: 
 
 

 
 
                                      
 

  Personal 

Letterhead 

 

Profile 
 

Education     Work 

Experience 

 Volunteer 

Experience 

https://www.umanitoba.ca/career-services/employment-resources-students#marketing-yourself
https://www.umanitoba.ca/career-services/employment-resources-students#marketing-yourself


P a g e  | 5 

 

 

Possible resumé sections or headings 

 

• Profile 

• Highlights of Qualifications 

• Professional Qualifications 

• Summary of Qualifications 

• Technical Skills 

• Related Skills 

• Professional Experience 

• Employment History 

• Work Experience 

• Work History 

• Experience 

• Professional Background 

• Relevant Experience 

 

• Additional Experience 
• Additional Skills 

• Computer Applications 

• Coaching Experience 

• Community Involvement 

• Community Service 

• Professional Activities 

• Extracurricular Activities 

• Volunteer Experience 

• Research 

• Teaching Experience 

• University/Campus 
Involvement 

• Hobbies & Interests 
• Languages 

 

• Conferences/Conventions 

• Memberships/Associations 

• Education 

• Education and Training 

• Professional Training 

• Professional Development 

• Additional Training 

• Academic Training 

• Workshops/Seminars  

• Certifications 

• Personal Achievements 

• Scholarships and Awards 

 

TIP: 

Ordering Your Sections: Be strategic when deciding the order of the sections on your resumé!   
The most convincing information, tailored specifically to the position you are applying for, should be 

on the first page of your resumé. Your strongest selling point is specific to you – it could be your 
education, volunteer work, or courses completed.  

Combination resumé: Skill headings  

If you have selected a combination style resumé, choose relevant skills headings based on employer requirements, 
tailoring this section specifically to what the employer is asking for in the job advertisement. This section goes on the 
first page of your resumé, usually beneath your personal letterhead and education. Each skill heading should have 
approximately two to four demonstration statements.   
 

Sample skill headings (Variable based on position) 
 

• Administrative Skills 

• Analytical Skills 

• Business Skills 

• Case Management Skills 

• Clerical Skills 

• Communication Skills   

• Computer Skills 

• Counselling Skills 

• Critical Thinking Skills 

• Design and Planning Skills 

 

• Financial Analysis Skills 

• Helping/Support Skills 

• Information Management Skills 

• Interpersonal Skills 

• Laboratory Skills 

• Management Skills 

• Marketing Skills 

• Program Planning Skills 

• Project Management Skills 

 

• Problem Solving Skills 

• Organizational Skills 

• Research and Investigation Skills 

• Supervisory Skills 

• Teaching Skills 

• Technical Skills 

• Teamwork Skills 

• Leadership Skills 

• Writing Skills 
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What not to include:  

No objective 

heading 
 
Use a “Profile” or 
“Highlight of 
Qualifications” 
section instead. Your 
cover letter may 
speak more to your 
objective. 

No first-person 

language 
 
Never use “I, you, me, 
my” etc. This is your 
document and these 
personal pronouns 
are implied. 

No outdated 

language 
 
Words such as 
“responsible for” or 
“duties included” are 
no longer used on 
resumés.  

No reference 

section 
There is no need to 
say “References 
available upon 
request.” It is implied. 
Unless the employer 
requested them in 
advance, bring your 
references list to the 
interview (see 
appendix E).  

No duties list 

 
 
Be sure to write out 
demonstration 
statements to 
highlight your 
experience and skills 
gained. Don’t simply 
list job duties.  

No personal information, physical characteristics, or personal photos* 
Certain subjects are illegal for an employer to use when making a hiring decision, such as: 

• Religion 

• Race, nationality, or ethnicity  

• Age 

• Political Affiliation 

• Health 

• Marital status 

• Photograph of yourself 

• Gender (including pregnancy) 

• Sexual orientation 

• Family status 

• Disability 

• Social insurance number 

 

*Some arts and entertainment jobs may require a “headshot” (i.e. a profile picture). Sharing other personal information 
may also be common practice for resumés in other countries.  
 

Equity & 

Disclosure  

 
Employers may encourage self-disclosure for the purposes of Equity, Diversity, Inclusion, and 
Accessibility (EDIA). In this case, you may wish to share that you belong to a specific group. 

Disclosure is always optional and it’s a very personal decision. If choosing to share this 
information, you may wish to do so in your Cover Letter, in the opening or closing paragraphs.  

 
To learn more about EDIA resources, please visit our Equity Career Resources page. To discuss 

disclosure in the context of your unique situation, connect with a Career Consultant. 
 

 

Section 3: Write your resumé 
You have determined which of your skills you would like to showcase, chosen your resumé style, and narrowed down 
your headings. Your next step is to write, edit or tailor your resumé.  

Considerations and implications of using Artificial Intelligence (AI) tools when developing your resume: 

Generative AI is being used increasingly in writing and communications. When it comes to resumé development, be 

cautious about using AI tools. If you choose to use, remember that AI makes predictions based on your request and does 

not inherently know what a job application is, so it’s important to review and adapt what’s generated to align with your 

experiences and achievements, and with employer expectations. What might seem like a short-cut or supportive tool 

could provide a disservice.  Consider these points:  

 

• Is it re-writing your story? Your resumé and CV should be an authentic representation of your competencies and 

experiences – which you will be asked to speak to in an interview. Remember: the goal of your resumé is to get 

you an interview! Be mindful that AI suggested wording may be inappropriate, exaggerated, or inaccurate. 

https://www.umanitoba.ca/career-services/sites/career-services/files/2021-05/CoverLetter.pdf
https://www.umanitoba.ca/career-services/equity-resources
https://www.umanitoba.ca/career-services/
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• It may be obvious or determined by employers that AI was used, which can leave a negative impression or cause 

your application to be rejected. Also, if other candidates are using the same AI tools, then your document may 

look similar and include identical phrasing or keywords.  

• Be mindful of ethics and privacy. The content you provide can be stored and used by the AI company.   

• There is an environmental cost. Energy consumption of generative language models is much higher than 

traditional models, with a request to ChatGPT consuming nearly 10 times as much energy as a Google search.  

 

Looking for more guidance on AI in resumé development? The Pros and Cons of Using AI to Write Your Cover Letter and 

Resumé article by alis highlights common AI pitfalls including:  Mistakes in interpreting the job description or your 

experience; Phrasing that is generic, robotic or parrots the job ad; Insincerity, including regarding your motivations for 

applying for the role.  

Demonstration statements 

Demonstration statements are used to show an employer how you have demonstrated a specific skill. A combination 
resumé will have demonstration statements beneath each skill section on the first page of the resumé as well as under 
Work Experience (e.g., Employment and Volunteer). Similarly, on a chronological resume, demonstration statements are 
placed under your Work Experience. Try to be succinct and not exceed more than 8 demonstration statements per job. 
 
The most compelling resumes are those that show HOW you have demonstrated a specific skill, not simply telling the 
employer that you possess a specific skill.  One of the best ways to clearly outline a skill in our demonstration statement 
is to be strategic in our choice of Action Verbs.  The Action Verb should clearly indicate the skill that you are trying to 
demonstrate to an employer. Eg. “Collaborated” indicates that you are demonstrating your Teamwork skills.   
 
Tip: Avoid “passive” action verbs (e.g. Provide, assist) general in nature and that do not directly link to a specific skill. 
 

Action verb 
Noun 

 

BONUS:  
QUALIFY OR QUANTIFY  

Use Adjectives and Numbers to 
jazz up your statements 

 

Impact 
ANSWER 2 

Who? What? Where? When? 

Why? How?  

What was achieved? 

Awarded  
employee of the 

month 
three times over 

as a result of providing a consistent 
and high level of service to customers 

Supported and counseled clients ages 7-14 
by email, phone and in-person during 

times of extreme personal crises 

https://iea.blob.core.windows.net/assets/6b2fd954-2017-408e-bf08-952fdd62118a/Electricity2024-Analysisandforecastto2026.pdf
https://alis.alberta.ca/look-for-work/resumes-and-references/the-pros-and-cons-of-using-ai-to-write-your-cover-letter-and-resume/
https://alis.alberta.ca/look-for-work/resumes-and-references/the-pros-and-cons-of-using-ai-to-write-your-cover-letter-and-resume/
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Graded assignments of 100 

undergraduate Chemistry students, 
providing written feedback and ideas 

for improvement during bi-
weekly office hours 

Taught complex 
laboratory 
techniques 

to university students requiring additional 
help in order to improve overall success 

in coursework 

Interacted compassionately 
with elderly 

patients 
when delivering meal trays in a busy 

hospital environment 

 

 
Need some Action Verb inspiration? 

 Review Appendix C: Action Verbs for Resumés 
 

Resumé & Cover Letter Personal Letterhead 

The Personal Letterhead within your application documents includes your: name (large font and prominent), phone 
number and email (ensure your e-mail address sounds professional and is consistently used).  It may also include your 
full address or simply the name of the city/town where you reside.  It’s also recommended that you include your 
LinkedIn URL, and E-Portfolio URL (if you have this and it is up to date).  Your LinkedIn profile can serve as your 24/7 
master resumé, which includes all of your experiences, including those that may be less relevant for a given position.  

Writing your Profile or Highlight of Qualifications 

Your profile is a short summary in either paragraph or bullet-point form located at the top of your resumé. If you choose 

to use this section, it should be tailored to the job, clearly communicating what you can do for the organization, while 

driving the content for the rest of your resumé. Approximately 5 points may sum up your relevant experiences and skills.  

Your profile could include: 

 

Professional 

Summary  
 

 

 

Technical 

Skills 

 

Transferable 

Skills 

 

Impact 

 

Attributes 

Focus on the most relevant technical and transferable skills you have to offer the employer. Be sure to make a 

statement that underscores the impact you have made with your previous experiences. Some profiles are accompanied 

by bulleted skills of interest. See the final resumé example at the end of this workbook to see appropriate profile 

placement on your document or review our Resumé Samples for additional ideas. 

https://www.umanitoba.ca/career-services/employment-resources-students
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This is a great time to review learning outcomes and relevant courses you have completed while in university. You can 
use resources such as UMLearn, Academic Calendars, Aurora, and even your Experience Record to bring more relevant 
skills and experience to your resume. 
 

Examples 

Highly motivated and self-directed individual with over 3 years of experience meeting customer needs. Proven 
track record of working effectively in a team in highly stressful and demanding environments.  Exceptional 
communicator fluent in multiple languages with the ability to multi-task and prioritize effectively to complete tasks 
according to timeline. 

• Electrical Engineering student with experience in the field of power and energy systems, with primary focus 
on renewable energy 

• Excellent interpersonal and communication skills coupled with solid technical skills gained both through on 
the job experience and academic projects 

• Strong critical thinker with experience problem-solving electrical power and distribution systems.  
• Enjoys working as part of team to meet project goals and excels in a challenging work environment 

 
Need some inspiration?  

Check out more profile and highlight examples via samples in our Resumé Learning Centre.  
 

Polish and proofread 

Your resumé should have perfect spelling, flawless grammar, and be easy to read and understand. Ask someone to 

proofread your document. Have a friend look at your document. If you want to develop your overall writing skills, 

consider using the Academic Learning Centre.  

Formatting and Set-up Tips 

• Reverse 

chronological 
 

Describe your most 
recent experience 
first and work 
backwards. Put  
dates along the 
right. 

• 1 – 2 pages / 

equal margins 
 
3 pages maximum, if 
all information is 
relevant. Margins 
should be between 
.75 and 1.0 inch. 

• Logical layout 
 
Your resumé can 
differ from the 
“norm.” Use the 
format that best 
demonstrates your 
suitability. 

• Left justify 
 
Left justify your 
resumé and use 
spaces or dashes to 
emphasize important 
content.  

• Readable font 
 
Use 11 to 12 point 
size and a simple 
font like: 
Times New Roman 

Calibri 
Georgia. 

Tip: 

Be positive: sell your skills. Many students don’t realize how many great skills come from their varied 
experiences: from school to volunteer to seemingly unrelated work experience.  Don’t undersell yourself! 

Think creatively about how your skills can be applied to your next position!  

https://universityofmanitoba.desire2learn.com/d2l/login?sessionExpired=0&target=%2Fd2l%2Fle%2Fcontent%2F449301%2FviewContent%2F2715834%2FView%2F2715834-Middlesex.html
https://umanitoba.ca/registrar/academic-calendar
https://umanitoba.ca/registrar/aurora
https://umanitoba.ca/student-supports/get-involved/experience-record
https://www.umanitoba.ca/career-services/employment-resources-students#marketing-yourself
https://umanitoba.ca/student-supports/academic-supports/academic-learning
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• Emphasize 

important info 
Headings should 
stand out. Try 
CAPITAL LETTERS, 

larger font, or 

bold. 

• Be consistent 
 

Including with verb 
tenses, spacing, 
dates, capitalization, 
bolding and general 
formatting. 

• Your name 
 

Your name and page 
number should be on 
page 2 and beyond 
as a header or footer.  

• Brand with 

letterhead 
 

Create an attractive 
personal letterhead 
and also use it on 
your cover letter and 
reference list. 

• Keep it simple 
 

Minimize the use of 
tabs and highlighting 
techniques, such as 
bolding. 

 
 

Take a look at Appendix D: Resumé Examples or find even more at the  Resumé Learning 
Centre.  

 
 

Tip: 

Create a master resumé that has everything on it that you have ever done in regards to paid work, 
unpaid work, and education. Do not use this document to apply for jobs but use it as a record of all 

your experiences from which to draw relevant skills. 

 

 Section 4: The application process 

E-mailing your resumé & cover letter 

Clearly indicate in the subject heading the purpose of your email (e.g. RE: Customer Service Application, Competition # 

34567 Anna Choo).  

In the body text of the email, provide a short message to the employer, indicating what documents are attached and to 

which position(s) you are applying. If you need an example, find one in our Resumé Learning Centre.  

It’s often efficient to save your cover letter and resumé as one document. The file name should include your full name 

and refer to the position to which you are applying so it is easy for the employer to identify. 

 

 
Searching for and applying for jobs is a full-time job! 

 Come see us if you need to talk about strategies and ways to be more efficient.  
 

 

Tip: 
Combine your resumé and cover letter in a single PDF.  

This will ensure your formatting is consistent and all pieces of the application stay together.  

https://www.umanitoba.ca/career-services/employment-resources-students#marketing-yourself
https://www.umanitoba.ca/career-services/employment-resources-students#marketing-yourself
https://www.umanitoba.ca/career-services/employment-resources-students#marketing-yourself
https://www.umanitoba.ca/career-services/employment-resources-students#get-help-along-the-way
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Employer Applicant Tracking Systems (ATS)/AI hiring tools 

ATS is an initial computerized screening tool that has become more affordable and is now being used by more 
organizations. When submitting an online resumé, including those where you copy and paste into boxes on a website, 
make sure you follow these guidelines: 
 

Plain text 
 

Do not bullet, 
underline, shade, 
use boxes or italics. 
Only use characters 
on your keyboard. 
Avoid tables or 
using images. 

Repeat keywords 
 

The system will 
count repeated 
words from the job 
posting.  

Do not copy/paste 
 

If you use exact 
sentences from the 
ad, the ATS may 
reject the resumé.  
Be sure speak 
genuinely to your 
experience but still 
use keywords. 

Use Common 

Headings 
 

The ATS does not 
recognize headings 
such as “Career 
Experience.” – use 
“Work Experience” 
instead 

Work experience 
 

This section should 
say where you 
worked, job title and 
dates - often in this 
order from left to 
right or top to 
bottom. 

 
Try these websites for more ATS information! 

 LinkedIn.com and cio.com have great articles on ATS.  
 
 
  

https://premium.linkedin.com/jobsearch/articles/the-easy-how-to-guide-for-formatting-resumes-for-applicant-tracking-systems
https://www.cio.com/article/284414/applicant-tracking-system.html
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Appendix A: how to deconstruct a job posting 

How do I make a tailored resumé? 

  

  

  

  

 

Fill out the table and use it as a checklist for what needs to be on your resumé and emphasized. 
Since these are the things the employer cares about, take a look at the rest of your resumé and try to 

remove or take the focus away from things which are not of interest to the employer 

 
 
 

 

Qualifications How do you meet the criteria? 

Skills, abilities or duties How do you meet the criteria? 
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APPENDIX B: SKILLS MATCHING WORKSHEET 
Skills outlined here align with those in the UM Competencies Framework and stages of development. 

Written communication I use this skill when… 

Condense information/produce concise summary notes 
accurately with correct grammar, punctuation and 
spelling. 

 

Write letters and reports that are logically structured and 
contain all relevant information. 

 

Adapt writing style in consideration of different audiences.  

Oral communication I use this skill when… 

Ask and answer questions, clarify, and summarize what 
others are communicating. 

 

Provide clear explanations and directions while 
instructing, educating and providing feedback. 

 

Communicate with others using a variety of 
communication strategies to negotiate, mediate, resolve 
difficult issues and sell ideas. 

 

Teamwork/Collaboration I use this skill when… 

Demonstrate respect and care. Is open and supportive of 
the thoughts, opinions, and contributions of others. 

 

Actively contribute to team projects/tasks; fulfils required 
roles, participates in discussion to improve effectiveness. 

 

Accept and share responsibility. Learn from constructive 
criticism and give positive and constructive feedback. 

 

Leadership I use this skill when… 

Accept responsibility for decisions and display a positive 
attitude and perseverance.   

 

Models a strong desire to succeed by demonstrating 
adaptability to achieve goals. 

 

Take initiative in leading, supporting and motivating others 
in developing individual skills or tasks to achieve goals. 

 

Planning and organizing I use this skill when… 

Effectively apply organizing and planning skills to manage 
work. 

 

Work effectively to complete deadlines when under 
pressure.   

 

Proactively plans and manages work; monitors results 
through to successfully complete plans. 

 

Problem solving  
I use this skill when… 

Make decisions in accordance to accepted practices and 
guidelines. 

 

Use problem-solving strategies to identify and resolve 
problems, issues and determine solutions.   

 

Recognize inconsistencies in reasoning. Makes decisions in 
situations that fall outside established guidelines. 

 

 

https://umanitoba.ca/academics/experiential-learning/competencies-framework
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Analysis and research I use this skill when… 

Gather relevant secondary data and organize information 
in a logical manner. 

 

Collect primary data and/or assist in carrying out surveys, 
focus groups, and lab analysis. 

 

Analyze samples/surveys for quantitative/qualitative 
research.   

 

Numeracy: able to carry out arithmetic 
operations/understand data 

I use this skill when… 

Perform calculations for adding, subtracting, multiplying 
and dividing, and converting between fractions and 
decimals. 

 

Perform complex calculations and operations that require 
using advanced multi-step mathematical strategies. 

 

Analyze or compare numerical data to identify trends or 
compare statistics. 

 

Digital/Technological  I use this skill when… 

Performs basic computer tasks, such as creating 
documents, saving files, and sending email. 

 

Design web pages and a wide range of software skills.  

Demonstrate in depth knowledge of computer software 
and information technology systems. 

 

Presentation/Facilitation  I use this skill when… 

Present basic information to one or more people using 
appropriate resources, vocabulary, and non-verbal 
language. 

 

Prepare and present advanced information with clarity 
with the ability to respond to questions in a timely 
manner. 

 

Facilitate interactive presentations of advanced 
information customized to the interests and needs of the 
audience. 

 

Self-Leadership/Lifelong learning  I use this skill when… 

Demonstrate professionalism in recognizing expectations 
in work culture to maximize success in the workplace. 

 

Embrace new opportunities, learn continuously, and 
identify importance in every job/task. 

 

Anticipate the unexpected and respond quickly to sudden 
changes in circumstances. 

 

Other I use this skill when… 
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APPENDIX C 

Action verbs for resumés 

Analytical skills 
Analyzed 
Answered 
Appraised 
Assembled 
Assessed 
Clarified 
Classified 
Collected 

Compiled 
Critiqued 
Estimated 
Evaluated 
Expedited 
Extrapolated 
Forecasted 
Interpreted 

Investigated 
Processed 
Recommended 
Reconciled 
Resolved 
Reviewed 
Specified 
Structured 

Studied 
Surveyed 
Synthesized 
Systematized 
Validated

Communication/Collaboration skills
Addressed 
Authored 
Collaborated 
Composed 
Contacted 
Convinced 
Corresponded 

Directed 
Drafted 
Edited 
Elicited 
Explained 
Formulated 
Influenced 

Interpreted 
Lectured 
Mediated 
Moderated 
Negotiated 
Persuaded 
Promoted 

Publicized 
Reconciled 
Recruited 
Resolved 
Spoke 
Translated 
Wrote

Creative skills 
Acted 
Adapted 
Composed 
Conceptualized 
Created 
Customized 
Designed 

Developed 
Devised 
Directed 
Established 
Fashioned 
Founded 
Ilustrated 

Initiated 
Instituted 
Integrated 
Introduced 
Invented 
Modified 
Originated 

Performed 
Planned 
Revised 
Revitalized 
Shaped 
Solved

 

Data/Financial skills 
Administered 
Allocated 
Analyzed 
Appraised 
Applied 
Audited 

Budgeted 
Balanced 
Calculated 
Computed 
Developed 
Estimated 

Forecasted 
Managed 
Marked 
Planned 
Projected 
Purchased 

Quantified 
Reconciled 
Reduced 
Researched 
Tabulated 
Tracked

 

Education Skills
Advised 
Adapted 
Corrected 
Coached 
Communicated 
Demonstrated 

Designed 
Developed 
Enabled 
Encouraged 
Evaluated 
Familiarized 

Facilitated 
Fostered 
Graded 
Guided 
Informed 
Instructed 

Persuaded 
Solved 
Supplemented 
Taught 
Trained 
Tutored
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Helping skills  

Advocated 
Aided 
Assessed 
Assisted 
Clarified 
Coached 
Counseled 

Demonstrated 
Diagnosed 
Educated 
Empathized 
Encouraged 
Facilitated 
Guided 

Informed 
Instructed 
Intervened 
Mediated 
Mentored 
Motivated 
Referred 

Rehabilitated 
Represented 
Resolved 
Supported 

 

Leadership/Management skills
Administered 
Advocated 
Analyzed 
Approved 
Assigned 
Attained 
Chaired 
Consolidated 
Contracted 
Coordinated 
Delegated 

Developed 
Directed 
Enhanced 
Engineered 
Established 
Evaluated 
Executed 
Increased 
Improved 
Initiated 
Inspected 

Instituted 
Led 
Managed 
Mentored 
Mobilized 
Modeled 
Motivated 
Organized 
Overhauled 
Oversaw 
Pioneered 

Planned 
Prioritized 
Recommended 
Reorganized 
Reviewed 
Scheduled 
Supervised 
Troubleshot 

Organizational skills 
Accomplished 
Achieved 
Administered 
Arranged 
Assigned 
Attained 
Collaborated 
Communicated 
Consolidated 
Controlled 
Coordinated 

Cultivated 
Delegated 
Demonstrated 
Dispatched 
Encouraged 
Ensured 
Expanded 
Facilitated 
Formalized 
Generated 
Guided 

Implemented 
Integrated 
Launched 
Monitored 
Orchestrated 
Overhauled 
Persuaded 
Prioritized 
Redesigned 
Reshaped 
Revitalized 

Secured 
Streamlined 
Surpassed 
Synchronized 
Targeted 
Transformed 
Upgraded 

 

   Research skills 
Analyzed 
Clarified 
Collected 
Compared 
Conducted 
Critiqued 
Diagnosed 

Evaluated 
Examined 
Gathered 
Extracted 
Identified 
Interpreted 
Interviewed 

Investigated 
Located 
Organized 
Researched 
Reviewed 
Solved 
Summarized 

Surveyed 
Synthesized 
Systematized 
Tested
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APPENDIX E: REFERENCES 
Employment References 

References are people who can speak to your competencies, character and work ethic. Your references can be, but are 

not limited to, your current or past supervisors, coworkers, peers, professors, instructors, and community leaders (e.g., 

your sports coach).  In an employment context, a candidate would typically provide contact information for their 

references and the potential employer would call them via phone.  Reference letters are less common. 

Be sure to bring a Reference List which includes approximately three references to the interview (unless otherwise 

requested by the employer). Ideally, you want your references to be people who have observed your performance in a 

supervisor or leadership role and can describe your work ethic, skills, and character. When choosing a reference, make 

sure to choose someone who knows you well and can speak positively about your experience, skills, and abilities.  

When asking someone to be your reference, it is important to do so in a polite and professional manner. Here are some 

tips to consider: 

• Ask for their permission. Before listing someone as a reference, ask for their permission to share their contact 

info with a potential employer. You can do this through a phone call, email or in person.   

• Provide them with a copy of your resume, cover letter, a copy of the job posting that you are applying for. You 

may also want to advise them about the date and time of the interview.  This will help your references prepare 

for a reference call from a potential employer.  

• “Coach” your references.  You can ask your references to speak about specific skills that you would like them to 

highlight to a potential employer.  Remember: you are an expert on what you have to offer, but your reference 

may not remember or be aware of everything you have done. 

• Be gracious.  Be sure to thank your reference for supporting you in this way! 

• Keep them informed on your job search progress and let them know when you are offered a position.  

When your reference is informed and prepared to receive a potential call from an employer, they will be best able to 

highlight your strengths and abilities to help you succeed in getting the job! 

Sample email for a reference request: 

Dear [Name], 

I hope all is well with you. I am reaching out to ask if you would be willing to serve as a reference for me in my job 

search. I am applying for a [position title] at [company name], and I believe that your perspective on my skills and 

abilities would be valuable to potential employers. I would appreciate if you can talk about my skills in [skill], [skill], and 

[skill]. I will be interviewed for this position on [date at time]. 

If you're able to serve as a reference, I would be happy to provide you with a copy of my resume, cover letter and the 

job posting for the position. I understand that this may take up some of your time, and I want you to know how much I 

appreciate your help. 

Thank you for your time and consideration. 

Best regards, 

[Your Name] 



 

 

Academic Application References 

An academic written reference is a letter written typically by a professor, instructor, or mentor that provides recognition 

for your academic achievements, intellectual abilities, and character. Some reasons why you might need an academic 

written reference include: 

• Graduate school admissions 

• Scholarships and grants 

• Professional program admissions  

When asking someone to provide a written academic reference here are some tips: 

• Choose someone who knows you well, and that you have a good relationship with. You want the person to be 

able to speak positively about you.  

• Ask them as far in advance as possible (2-3 months if possible) and follow-up with a reminder 2 weeks before it 

is due.  

• Start by explaining the purpose of the reference letter and why you are selecting them to be your reference. Ask 

them politely if they would be willing to be your academic reference.  

• Inform the person of the deadline for submission, evaluation criteria, and any guidelines that they are to follow 

(e.g., length, format, etc.).  

• Provide the person with your resume, transcript, a sample of your work from their course and/or any other 

related information that could help them provide a meaningful reference for you. 

• Express appreciation for their time and effort in writing the reference letter.  

If you are feeling uneasy about asking a professor to act as a reference for you, rest assured that professors are there to 

assist their students in achieving their academic objectives. 

Sample email for an academic written reference request:  

Dear [Name], 

I hope you've been well since we last spoke. I am applying for [opportunity] and I would greatly appreciate it if you could 

write a reference letter for me. I have always admired your opinion and expertise, and I believe that your backing would 

make me a strong candidate.  

The reference letter is due on [date], and the guidelines require that it be [length/ format/ other guidelines]. I have 

attached my resume and transcript for your reference. If you require anything else from me, please let me know. 

Your willingness to consider my request and offer your support and guidance is deeply appreciated. 

Best regards, 

[Your Name] 
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Sample references list 

(presented in a separate document from resumé and cover letter)  

Dustin Johnstone 
123 Linden Way • Winnipeg, Manitoba • R3B 3A5  

Phone: (204) 287-1313 • E-mail: dustinjohnstone@escape.ca  
  
REFERENCES:  
  
Judy Smith  
Engineering Manager  
Phillips & Temro Industries Ltd.  
(204) 555-7575  
Judy.smith@philiptemro.com  
 
Frank Mann  
Supervisor  
Wal-Mart Canada Inc.  
(204) 555-6688  
Frank.mann@shaw.ca  
  
Terry Peterson  
Coach  
Twins AA Hockey, South Winnipeg Hockey Association  
(204) 555-6768  
terrypeterson@hotmail.com  
 

 

  


