
CREATE A 

STELLAR RESUME

Refine every resume you send out according to the

role, company and industry. Study the job

description for keywords which reveal required skill

sets and experiences. Show your fit by identifying

and indicating your direct or transferable skills.

Tailor each resume you send.

C U S T O M I S A T I O N  I S  K E Y

Stand out with a simple and easy-to-read

resume. Use a Sans Serif font throughout such as

Arial, Calibri or Tahoma at size 11-12. Show your

contact information, education, work experience,

achievements, interests and skills at a glance with

a minimalist format. 

Use a clean format.

A  P R O F E S S I O N A L  T O U C H

Take the effort to proofread each version of your

resume before sending them out. Avoid errors such

as typos, grammatical flaws and the use of

abbreviations without stating what they refer to.

Ensure your resume is error-free.

F I R S T  I M P R E S S I O N S  C O U N T

Use the STAR (Situation, Task, Activity, and Result)

method to describe how you handled

responsibilities and delivered positive outcomes.

Include figures on the scale of your

accomplishments.

Detail your achievements and

experiences.

S H O W  P O S I T I V E  O U T C O M E S

Highlight transferable skills.

P R O V E  Y O U R  V A L U E

Read CAREERtracks for more resume and cover letter tips or  
meet your Career Coach to finetune your drafts. 

For final year students, stay tuned to CAO's GradReady workshops 
that will be held from May to June. 

https://ts.ntu.edu.sg/sites/intranet/student/dept/sasd/cao/careeremployabilityskillsworkshops/Pages/registerforworkshops.aspx
https://ts.ntu.edu.sg/sites/intranet/student/dept/sasd/cao/careerresources/Pages/resumetemplate.aspx
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https://ebook.ntu.edu.sg/career-tracks-2022.html?p=20
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https://bit.ly/bkmyslot

