
Building an 
Impressive Resume 



Learning Objectives

Leverage your career experience to create a 

personal and tailored resume that highlights your 

capability

Identify your relevant transferable skills, 
keywords and experience, and know what to 
leave out

Recognise your strengths and 

achievements to build a compelling first 

impression



Purpose of a Resume

Marketing Tool

Helps you to 
promote your 
capability or skillset 
as a means of 
getting to the 
interview
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Screening Tool

Supports the 
hiring manager to 
selectively screen 
candidates for 
jobs
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Application Tracking 
Systems

A Resume Parser is a program that breaks 

down your resume and tries to categorise the 

information into different sections to enable 

search and filtering functionality.



PDF view
in ATS
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PARSEDORIGINAL



PDF view
in ATS
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ORIGINAL PARSED



Advertisement Criteria 

• About the Company 

• Key Functions, Scope and Focus of role 

• Qualifications required

• Skills and Experience to succeed
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Identifying Key Words 
& Creating a Stronger Match 
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Look at key the job 
advertisement, PD and 

resources online to 
determine the key criteria 
employers are looking for 
when recruiting a position 

Review responsibilities and 

achievements listed and 

determine the most relevant 

and impactful ones

Highlight words in your 
achievements, 

responsibilities and 
attributes that could be 

changed to better mirror the 
key words listed  in the PD. 

Identify Target Mirror
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What is your 
Career Profile?

A Career Profile summarises your professional 

experience and knowledge by sharing the What, 

How and Why in a succinct story 

Resume    |    Elevator Pitch    |    LinkedIn    |    Interview 



Career Profile

A Customer Success Manager and Sales Administrator with over 15 years 

experience in the Financial Services Industry. I have a customer experience focus 

and passion for delivering quality customer and client care at all times. 

My collaborative and proactive nature enables me to effectively streamline process 

and procedures to maximize efficiencies and meet business requirements. 

I have been responsible for coordinating events, building authentic relationships 

and maintaining data integrity. My excellent communication skills allow me to take 

a proactive approach when working with all stakeholders to identify and 

understand their needs to create innovative and commercially focused outcomes. 

I have a passion for expanding my knowledge, with a willingness to learn new skills 

for ongoing self-improvement.
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Descriptor + professional title with...

Describe amount and type of relevant experience

...Industry background in...

Describe industry experience

Also possess...

Describe your work approach or specialist skills

Genuinely motivated by/strongly interested in...

Describe what motivates or interests you at work



Expertise | Key Skills

• Identify key themes of Functions and Skills 
required for the role

• Use these Functions | Skills as subheadings

• Select the most relevant examples of your 
experience for each 

• Can be a list, bullet points, or paragraphs



Expertise 

In list format
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Experience Page 2 - 4 



Responsibility Statements 
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GOOD

BETTER



Value of Strong Achievement Statements

1 2 3

4 5 6

Demonstrate 

your 

measurable 

value 

Provide 

examples of 

excellence in 

performance

Grabs the 

reader’s 

attention 

Separates you 

from the 

competition

Exemplifies 

your 

competencies

Increases your 

chances of 

securing an 

interview
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Crafting Stronger Achievements

Not Ideal 
“Reduced warehousing and distribution costs for the 

business”

Better
“Reduced warehousing and distribution costs during the 

global economic downturn by outsourcing these 

functions”

Best
“Achieved an 18% saving on warehousing and distribution 

costs during the global economic downturn by 

strategically outsourcing these functions”



References

• Stating ‘Available on request’ enables you to select 
the most relevant reference based on the interview 
and role

• Avoid sharing personal contact details unless 
specifically requested 

• When asked for referee details, provide name, 
position, relationship to you and work contact 
details

• Always ask for permission before listing someone 
as a reference



Share your Story

• Additional Training

• Volunteer Work

• Memberships and Affiliations

• Awards

• Publications

• Accreditations



Resume Resources on Learning Hub



Join our Upcoming Workshops!
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