
Writing Résumé Entries

Describing your work experience

When describing your experience or expertise in a résumé, use action verbs to make your entries clear and direct.
When you describe your work duties, use specific details and qualifying adjectives and adverbs (e.g., supervised an
office with 15 staff, increased revenues significantly) that will demonstrate the scope of your responsibilities and
the impact your work had. Résumé entries are usually written as bulleted lists. Here are some tips for writing good
résumé entries:

• Begin each bulleted item with an action verb

✗ I was the supervisor for a team of four employees 

✓ I supervised a team of 4 employees

• Make statements concise, clear and descriptive 

✗ made changes to the sales strategy so sales would increase 

✓ designed new strategy to increase sales by 80% 

• Use parallelism (consistent grammar structures)

✗ researched and was responsible for technical procedures manuals 

✓ researched and wrote technical procedures manuals

1 Read the following résumé entries. Discuss what makes the examples in the second column better. 

Before After

Did bookkeeping for a home-based business. Organized and maintained accounts for an 
enterprise with $100,000 in annual sales.

Increased sales from previous year. Reversed negative sales trend; sales up 40 per cent 
over prior year.

Developed an employee program that Created and implemented an employee relation 
reduced turnover. programs resulting in a 26 per cent reduction 

in turnover.

2 Read the résumé entries below and discuss how they could be improved to have more impact.
Rewrite the entries and compare them with a partner.

1. Responsible for preparing a safety booklet for the office 

2. Worked at the reception desk 

3. Coached a soccer team in an interschool league

4. Handled budget for a volunteer committee

5. Part-time sales clerk in a department store

6. Worked on a project as a team leader
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Writing Résumé Entries (Cont.)

3� Search the Internet to find a list of action verbs. Make a list of verbs that relate to your occupation
that you could use in your résumé. Write sentences with these verbs to describe your work experience. 

Possible search terms: résumé action verbs, action verbs 

4 Rewrite the following paragraphs in bulleted list format.

1. I was the head researcher on a team of three. In that capacity, I was responsible for creating project
schedules, assigning work, managing workloads and dealing with any staff grievances. During my
time as head researcher, we started to use a new computerized project management system, which
allowed us to be more efficient in the way we worked.

2. I was the program coordinator for a social service agency. I hired and trained staff, and I supervised
the set-up of the agency. I was responsible for overseeing day-to-day program operations, including
client intake. Under my supervision, we saw a 10 per cent increase in clients over a one-year
period.

3. I was a salesperson in a high-end retail clothing store. I was responsible for restocking merchandise
and receiving new products. My administrative duties included scheduling part-time staff. I handled
purchases and refunds. I had to use good customer service skills as a part of my job.

5 Think about a work or volunteer experience you have had. Write a bulleted list to describe what
your duties and achievements were in that position.

Career or job objective

A career or job objective is a statement that sometimes appears at the top of a résumé, just below the name and
contact information. It expresses your goals and qualifications and should be customized to the job you are
applying for. To write an effective career objective, ask yourself the following questions: What do I want to do? For
whom or with whom do I want to work? At what level of responsibility? A career objective statement can also
include the contributions you feel you will make, for example:

• An early childhood educator position working with school-age children where I can apply my experience and
knowledge of child development and learning

• To obtain a sales position in the software industry, where I can use my management and customer relations
skills, with the opportunity for performance-based advancement

6 Locate three job advertisements you would like to respond to. Write a career objective statement
related to the advertised position. Make your objective statement brief, specific and relevant to
your skills and attributes. Exchange with a partner for peer feedback.
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Writing Résumé Entries (Cont.)

7 Read the sample résumé below and in pairs or small groups discuss how effective it is. Suggest
ways to improve it. Use the questions below to guide you.

1. Is the résumé format effective for Laura’s qualifications and the job she is applying for? 
What would be a more effective résumé format?

2. How effective are the headings? How would you change them?

3. Is the wording of the entries concise and powerful? Are there action verbs, factual details and
qualifying adjectives/adverbs?

4. What could be added to this résumé to give it more impact?

5. Is it free of errors?

6. Is the layout easy to read? How would you change it?

Laura Mendoza
123 Glenrose Drive, London ON

phone: 222 333 4444; email: laura_mendoza@yahoo.com

Objective: to obtain a teaching position that will utilize my strong organizational skills,
educational background, and ability to work well

Experience

Sales Associate/Overnight Stocking, Wally Mart, London ON

2007-2009
• customer service
• Created displays
• helped on the front line (cashier)
• Unload ing and arranging merchandise
• Kept track of inventory 

Lead Teacher, Sunshine Preschool Academy, Bogotá, Colombia

2004-2006
• Oversaw daily operations of a pre-JK group; managed staff of 4
• Wrote and used curriculum plans
• Created centres for reading, math and motor skills
• Planned activities for children
• Kept all records and reports on each child
• Talked to parents regarding children’s activities, behaviour, and development

ECE teacher, Sunshine Preschool Academy, Bogotá, Colombia

2000-2004
• With three other teachers, lead children in activities by telling stories, teaching songs and

preparing craft materials 

Education

Currently, pursing B.Ed. in Earcly Childhood Education
Bachelor of Arts, Bogotá, Colombia

Additional qualifications

Great organizational skills, enthusiastic, friendly, love children, team player, creative, punctual
Voluneer experience: helped elderly community members; worked in a women’s group
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