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Why do bad things 

happen to good 
resumes?

What makes a 
ñgoodò resume?

How do you know 
your application is 
ñsuccessfulò?

What is the 
purpose of an 
application?



Warm-up 

Application #1

Å4 years experience as organic farmer

Å2 years as coordinator of NFU New Farm Project, 
including organizing workshops

ÅPost-grad diploma in Ecotourism Management at 
Fleming College

ÅBachelor of Arts: History Major, Math Minor



Warm-up 

Application #2

Å14 years work at U of T & Queenôs Career Centres

ÅSpecialized knowledge in resumes from training for 
Resume Clinic and 2 years working in Employer 
Relations

ÅExperience as employer including posting jobs, 
receiving resumes, and doing interviews

ÅPresentation skills honed during Bachelor of Education 
and hundreds of career workshops



Warm-up 

Who do you want to hire?

Why?



The Challenge isé

To look like where youôre going, 

NOT where youôve been.



Write down your application GOAL(s) 

i.e. WHO IS THE AUDIENCE;  WHAT IS THE 
JOB?

E.g.

Åpolicy analysis
Åconsulting
Åmanagement
ÅProgram developmenté.

ÅDonôt know?  See a career 
counsellor or prof/mentor



Reading a Job Ad



Business Analyst -
McKinsey

What 
competencies 
do they seek?

QUALIFICATIONS
The Canadian Offices Vancouver, Calgary, Montreal and 
Toronto and select Global offices (ex ïSeattle)
are looking for students with a proven record of 
exceptional academic and extracurricular achievement. 
You must possess an aptitude for numbers, critical 
analysis and problem solving, as well as outstanding 
interpersonal skills. In addition, McKinsey values 
resourcefulness,
creativity, tenacity, independence, energy, responsibility, 
and self-confidence.



Business Analyst -
McKinsey

What 
competencies 
do they seek?  

POSITION DESCRIPTION
You will experience management consulting at McKinsey by working 
on top management problems as part of one of our client teams or 
by participating in one of our research and development projects. 
Business Analysts are consultants on the cross-tenure teams we 
assemble to address clientsô needs. Not only is this team-based 
approach the best way to serve clients, it is also the best way for 
you to learn consulting and build your business and professional 
skills. As a member of the team, you will collaborate with senior 
consultants on every part of the consulting process: from identifying 
issues and researching solutions to presenting to senior 
management teams and working side by side with clients to 
implement team recommendations. Working at McKinsey is both 
challenging and rewarding, but it is also an unparalleled opportunity 
to hone your research, problem-solving, and people skills. You may 
work in any of the industry sectors we serve and in any functional 
area. 



Do the Research
Å91% of hiring managers agree that applicants who do 

research ƻƴ ȅƻǳǊ ŎƻƳǇŀƴȅ ƻǊ ǘƘŜ Ǉƻǎƛǘƛƻƴ ǘƘŜȅΩǊŜ ŀǇǇƭȅƛƴƎ 
for will receive greater considerationthan those who send a 
generic application.  

Use the job ad to find important 
information about what the 
employer is looking for:

ÅCompany Values
ÅResponsibilities
ÅWork Environment / Team
ÅQualifications
ÅRequired Skills

You can also gather info from:

ÅEmployer web-site 
ÅOn-campus recruiting events
ÅSocial Media (Twitter, Facebook, 

LinkedIn)
ÅVisit general career or industry 

sites for general entry level job 
descriptions for your field/industry
ÅNational Occupational 

Classification



(Possible) Parts of the 
Resume

ÅHeading (Name, contact info)

ÅProfessional Profile/Skills 
Summary/Objective

ÅEducation

ÅExperience (Paid and unpaid)

- Working

- Volunteering

- Extracurricular

ÅOther:

- Interests

- Achievements/Awards

- Professional Development, Memberships



Objective vs. Summary?
Objective:

ÅCan help you find focus

ÅIs it saying something not said elsewhere?

ÅFormula:

Position  +    Environment   +   Value
(Who you are   +   What you do    +   Why/How?)

Summary of Skills:

ÅCan highlight key skills with proof

ÅShort, focused, easy to read

ÅñRoadmapò to rest of resume



Summary of Everyoneé

ÅStrong team player with ability to work independently 
as well

ÅExcellent communication skills 

ÅCross-disciplinary adaptability

ÅLeadership 

ÅAcademic excellence



Professional Profile

ÅMPA candidate, Queenôs University, 2018

ÅProgram development, evaluation and supervision 
demonstrated in summer position as program 
supervisor in community agency

ÅKnowledge of federal human rights and PIPEDA 
legislation gained through MPA project.

ÅClassroom and workplace familiarity with economic 
policy and international trade.

ÅProject management skills developed as University of 
Ottawa student government leader

ÅFocused approach to learning/absorbing new 
information

Job- specific

Transferable/ 
Work- style



© Career Services 2016 -17 | careers.queensu.ca 

Resume - Profile

Doôs

ÅBase it off of job description

ÅGive examples 

ÅInclude numbers 

ÅInclude accomplishments

ÅUse it as a roadmap

Donôts

ÅState all skills you have 

ÅList skills without examples

ÅSpeak in general terms 
without specifics 

ÅFocus on skills that are not 
relevant to new position

Be focused and 
relevant

Show where you 
fit

(for self and/or 
reader)

Show the value 
you bring

(for self and/or 
reader)



Master of Public Administration 2017-present
Queenôs University, Kingston ON(candidate)

- Concentration in é.

- Major project topic oné

- Pending courses include:  

Bachelor of Arts (Honours), History     2014
University of Guelph, Guelph, ON

- Relevant courses include: Political theory. . .

Name the degree 
Consider emphasizing

Give dates and 
status

Include: 

University, 
Town & 
Province

Consider including thesis 
or major projects and 

selected courses

If you include an award, 
remember to indicate 

what it was for

Education



What counts as experience?

Everything

What experiences should I include? 

Relevant experiences

Why are experiences important? 

How you have performed previously is the 
best indicator of future performance!



What is Experience?
ÅExperience is any place where you have gained a skill!

This can include paid AND unpaid work, for example:

o Employment
o Volunteering
o Unpaid Internships

o School Projects
o Special Courses
o Boards/Associations 

ÅPaid or unpaid, you gain skills from everything you do.  

ÅWhat experiences do you have that have gained you skills 
that will be useful in your future jobs?  - write on worksheet
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Experience

Common Challenges

ÅPosition in resume doesnôt 
reflect its importance 

ÅDoesnôt capture skills that are 
transferable to the job youôre 
applying for 

ÅStatements limited to tasks or 
responsibilities

Success Strategies

ÅCustomized Headings
Flexible Order

ÅReview for match between job 
position and resume

ÅFocus on how, not only what 
(Accomplishment Statements)
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Experience Organization

How do you organize your experience?

WORK

RELEVANT

PROFESSIONAL

POLICY EXPERIENCE

VOLUNTEER

EXTRACURRICULAR

ADDITIONAL

LEADERSHIP 
EXPERIENCE



Policy-related Experience
Role (context, if not paid) Dates

Organization, Location

ÅDetails, description

Residence Life Intern May 2016-Apr, 
2017
University of Alberta, Edmonton AB
- Assisted in the development of and rolled out new policy against 

sexual violence on campus

- Member of residence life judiciary board dealing with student 
disciplinary hearings 



Health Administration Experience

Student Researcher (thesis) Sep 2014- Apr 2015

ÅLife Sciences Dept, Queenôs University, Kingston ON

ÅEmployed quantitative and qualitative research methodology while 
conducting 4thyear thesis research oné

Clinical Trials Clerk Summers 2012, 2014

Queenôs Clinical Trials Group, Kingston ON

ÅCollected data and administered regulatory reviews on 6 active 
clinical trials in the specialties of dermatology, cardiology and general 
internal medicine

ÅRe-hired in 2014 and given additional caseload

Additional Experience
ÅAdditional experience includes working at a golf course, math tutoring 

and clerical summer work



ÅCreate one line to summarize role 

ÅDescribe skills using active language: verbs & adverbs ï

Å developed and delivered curriculum for three tutorials 
per week to 125 third-year students

ÅAdd quantity ï

Åorganized 12 displays on é

ÅAdd quality ï

Åhelped deepen understanding of é. through research 
oné

ÅShow impact or results, effect ï

ÅData collected subsequently used during strategic 
planning review for the companyé

Experience Descriptions
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Experience

Common Challenges

ÅPosition in resume doesnôt 
reflect its importance 

ÅDoesnôt capture skills that are 
transferable to the job youôre 
applying for 

ÅStatements limited to tasks or 
responsibilities

Success Strategies

ÅCustomized Headings
Flexible Order

ÅReview for match between job 
position and resume

ÅFocus on how, not only what 
(Accomplishment Statements)



Accomplishment Statements
For each experience on the resume, see if the statements 

explicitly answer the following questions:

ÅHow many/how much?

ÅWhy did I/we do this?

ÅWhat was the result of doing this?

ÅWhat skills did I learn or develop?

ÅWhy was this important? 

Write the number of questions your description currently 
answers beside each experience (___ out of 5)

Write what you can 

to answer the 

missing questions 

beside the 

experience on your 

resume 



Accomplishment Statements

Verb Task Result

Accurately tracked  +  daily cash deposits for travel agency + 

resulting in only one error of $.04 over 4 months



Accomplishment Statements

Administrative Assistant Summer 2011

LegasysCorporation, Kingston, ON

ÅUpdated tracking system 

ÅObserved innovation, growth, and subsequent sale of their VOIP 
tool

ÅLearned PHP 

ÅPresented project summary to senior management team



Accomplishment Statements

Administrative Assistant Summer 2011
LegasysCorporation, Kingston, ON

ÅUpdated, vetted and re-organized tracking system for 1000+ client 
records in 5-year old computer software development company, 
increasing system efficiency by 30%

ÅContributed to a 10-person team, by conducting background research 
contributing to creation and subsequent sale of VOIP tool to Bell 
Canada

ÅTaught myself PHP in order to design and develop an administrative 
section on the company intranet (which is still in use)  

ÅDelivered project summary to senior management team at the 
annual executive retreat upon request of lead supervisor 



Accomplishment Statements

Try to write one accomplishment statements on the 
worksheet and share them with the person next to you.

If you have your current resume with you, try to re-write or 
improve the statements you already have. 

Verb Task Result



The Cover Letter

ALWAYS expected 
(whether itôs mentioned 

or not)

NOT just your resume in 
longer sentences



Standing Out
Strategies for making your cover letter stand out:

1. Know yourself 
ÅWhat do you want? 
ÅWhat are your skills/strengths?
ÅWhat makes you unique?

2. Know the company/role ςdo your research
ÅWhat is the company known for?
ÅWhat is the company currently struggling with?
ÅWhat does this specific role entail? What are the keywords?

3. 9ȄǇƭŀƛƴ ǘƘŜ άŦƛǘέ ςput it together
ÅHow do your strengths, skills and experiences match with 

what the employer does and needs 
ÅThink like a hiring manager, what do they need for this role, 

and how can you provide it. 



1 ïKnow Yourself

ÅWhat skills do you have?
ÅProgram ïmajor map, courses, projects

ÅUndergrad

ÅExperiences 

ÅWhat makes you unique?
ÅKnowledge of industry/area

ÅUnique experience

ÅPassions 



What skills do you have?
WHAT WILL I LEARN?

A professional degree in Public Administration can equip you with valuable and versatile skills, such as: 

Strategic Thinking: 

�‡���$�U�W�L�F�X�O�D�W�H���W�K�H���S�R�O�L�W�L�F�D�O�����L�Q�V�W�L�W�X�W�L�R�Q�D�O�����O�H�J�D�O�����D�Q�G���D�G�P�L�Q�L�V�W�U�D�W�L�Y�H���F�R�Q�W�H�[�W���L�Q���Z�K�L�F�K���S�R�O�L�F�\���L�V���P�D�G�H���D�Q�G��
implemented. 

�‡���5�H�F�R�J�Q�L�]�H���W�K�H���Y�D�O�X�H�V���D�Q�G���S�U�L�Q�F�L�S�D�O�V���R�I���&�D�Q�D�G�L�D�Q���G�H�P�R�F�U�D�F�\����

Engagement & Communication: 

�‡���(�Q�J�D�J�H���D�Q�G���F�R�O�O�D�E�R�U�D�W�H���Z�L�W�K���G�L�Y�H�U�V�H���V�W�D�N�H�K�R�O�G�H�U�V���D�Q�G���S�D�U�W�Q�H�U�V����
�‡���'�H�P�R�Q�V�W�U�D�W�H���K�L�J�K���T�X�D�O�L�W�\�����S�U�R�I�H�V�V�L�R�Q�D�O��verbbaland written communication skills. 

�‡���3�U�H�S�D�U�H���K�L�J�K���T�X�D�O�L�W�\���Z�U�L�W�W�H�Q���D�Q�G���R�U�D�O���P�D�W�H�U�L�D�O����

Analysis & Application: 

�‡���$�S�S�O�\���U�H�O�H�Y�D�Q�W���W�K�H�R�U�L�H�V�����S�U�L�Q�F�L�S�O�H�V���D�Q�G���W�H�F�K�Q�L�T�X�H�V���R�I���S�R�O�L�F�\���D�Q�D�O�\�V�L�V���W�R���L�G�H�Q�W�L�I�\���D�Q�G���D�V�V�H�V�V���S�X�E�O�L�F���S�R�O�L�F�\��
issues and devise options to resolve them.

�‡���,�G�H�Q�W�L�I�\�����V�\�Q�W�K�H�V�L�]�H�����D�Q�D�O�\�]�H���D�Q�G���L�Q�W�H�J�U�D�W�H���U�H�O�H�Y�D�Q�W���D�Q�G���D�S�S�U�R�S�U�L�D�W�H���V�R�X�U�F�H�V���R�I���L�Q�I�R�U�P�D�W�L�R�Q����

Professionalism, Collaboration, & Leadership 

�‡���'�H�P�R�Q�V�W�U�D�W�H���D�Q�G���D�S�S�O�\���W�K�H���H�W�K�L�F�V���D�Q�G���Y�D�O�X�H�V���R�I���S�X�E�O�L�F���V�H�U�Y�L�F�H����
�‡���'�H�Y�H�O�R�S���D�Q�G���F�R�P�S�O�H�P�H�Q�W���F�U�H�D�W�L�Y�H���D�Q�G���F�R�O�O�D�E�R�U�D�W�L�Y�H���D�S�S�U�R�D�F�K�H�V���W�R���S�X�E�O�L�F���V�H�U�Y�L�F�H���O�H�D�G�H�U�V�K�L�S


