




Resumés
help you 

“show and tell”
your value to employers.



RESUMÉS
Detail your relevant experience

… in job applications and recruiting.

• Document specific experiences, skills and 
education, with details

• Emphasize relevance to the specific 
opportunity

• Yes! That means you need to edit 
your resume slightly for each 
opportunity

• Use a format that that fits your industry



Even if you don’t think you need one, 

MAKE a resumé NOW while you REMEMBER the 

things you’ve done recently in DETAIL.



RESUMÉS INCLUDE:
Name

Contact info

Summary

Experience

Education and Interests

Skills and Tools



3 TIPS
TO MAKE WRITING

RESUMÉS EASY:
Use Agilities as the theme!



Choose 1-2 of your top Agilities



Tip #1: Use Agilities in your Summary

NOTE: Agilities are DeBruce Foundation names for groups of work 

activities. The term “Agilities” and the individual names are not industry 

terms that are widely known, so take them as descriptions. Some Agilities 

are easier to describe than others!

Sum up your strengths and interests for the recruiter and show them the value you can bring.



Examples

• Using my ________ skills, I…….

• Using my innovating and selling and communicating skills, I am 
looking for an internship with an advertising agency.

• Using my skills for operating objects, I am looking for a position 
with a construction company.

• Using my skills for developing others, I am looking for a summer 
position as a nanny.

• Using my skills for working with information, I am looking for a 
position as a bookkeeper or an accounting internship.



Tip #2: Use 
Agilities in Your 
Experience
This can be brief!

Describe what you did and 
how you used the Agility.



Highlight key words

• Developing Others  +  Baseball Coach
• Taught pitching and coached little league baseball team 

• Managing  +  Director of School Play
• Managed logistics of school play and coordinated rehearsals

• Selling and Communicating  +  Summer Position at Health Club
• Persuaded customers to upgrade their membership

• Organizing  +  Retail Sales Position
• Staged and organized items for sale to increase their visibility

• OTHER EXAMPLES??



SAME experience, DIFFERENT Agilities
Operated and 
maintained  
automatic ball 
equipment at 
tennis facility

Planned and 
organized camp 
activities

Held focus 
groups to get 
feedback from 
campers

Created fun 
announcements 
to pitch tennis 
lessons and 
contests 

Estimated 
number of balls 
and racquets 
needed daily



Use Agilities in Your Experience
Tennis Instructor, Camp Waxahachie, 2018
- Used skills of developing others to lead a successful summer tennis 

session for kids ages 6-12.
- Taught 40 campers 120 tennis sessions.
- Assessed skill level of players, created playgroups by ability, provided 

modified instruction for each level.
- On average, campers improved at least one level. Performance rated 5 

out of 5. Invited to return to teach again.

1. Highlight the Agility

Have room for details? Add details that matter. 

2. Describe what you did 
3. Specify the scale
4. Give evidence of   
using your Agility
5. Show Results



Tip #3: Add the right extras, they matter
• Teams or clubs which represent a 

substantial commitment

• Community service and awards

• Everyday software and tools

• Languages

• Favorite brands, bands, labels

• Photo

➢ YES – They show work ethic and positive 
character

➢ YES – If they are public

➢ YES - this is very valuable, list all

➢ YES - this is very valuable

➢ NOT FOR MOST JOBS – only include personal 
interests if they are relevant to the job

➢ NO - save this for a profile or portfolio



Resumé FEEDBACK from TRUSTED SOURCES to get to WOW!

Ask someone else to check for

1. Presentation – is it clean, well formatted?

2. Typos and grammar – does it follow academic standard writing?

3. Clarity – is it easy to understand?

4. Impact – what about your experience is exciting or well done?

5. Industry – if possible, what is the feedback of someone in that industry or job?



Formatting for Online vs. Email Submission
• Large companies use ATS* – human eyes do not review in the first round; build your  

resume to make it through the computer logarithms

• Use exact key words from the job description. (Ex. Field marketing or event 
marketing)

• Use the exact format requested by the system; usually a Word doc

• List your skills! They help SEO your resume (Search Engine Optimization)

• No….horizontal/vertical lines; fancy formatting; reverse color schemes; 
photos/pictures – difficult for computers to recognize and resume may be kicked 
out.

• Save the “fancy” resume formatting for PDF versions that you can email or print and 
hand out in person

*ATS = Applicant Tracking System



Introduce yourself

…for networking and at 
events, and for recruiting.

• Share your overall career 
strengths and interests with 
a few specific highlights

• Design for all audiences to 
see

PROFILES



Profiles can be created in many formats

- On platforms like LinkedIn (age 16+)
- On your own site
- Limit personal information shared – no home addresses, phone numbers, high school names

Source: Canva.com



RESUMES
detail relevant experience 
for a specific job

• Job applications

• Recruiting 

• Document specific 
experiences, skills and 
education, with details

• Emphasize relevance to the 
specific opportunity

• Yes! That means you need 
to edit your resume slightly 
for each opportunity

PROFILES, PORTFOLIOS, and RESUMES
communicate YOUR VALUE to EMPLOYERS

PORTFOLIOS
demonstrate your 
skills with examples

• Client pitches

• Recruiting

PROFILES
Introduce yourself

• Networking and Events 

• Recruiting

• Share your overall 
career strengths and 
interests with a few 
specific highlights

• Intended for all 
audiences to see

• Particularly important 
in some fields

• Collection of projects 
and work samples



Now you know what to say!

Agilities make it easier to present yourself with 
career confidence.


