
Developing 

an Effective 

Resume 



Training Objective 

Task: Develop a WORKING resume to document 
your Leadership and Service Learning experience to 
date. 

Condition: Given a block of instruction from Career 
Services, combined with online resources and 
supplemental instruction including The Resume 
Construction Guide (with cadet samples) and The 
Resume Builder Tool in hireLINK. 

Standard: Upload a starting resume in your hireLINK 
account. Once you have a final edit, make it 
accessible to employers in Resume Books. 

http://www.citadel.edu/root/images/Career_Center/0_c3resumeguide.pdf
https://www.myinterfase.com/citadel/Account/LogOn?ReturnUrl=/citadel/student
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What is a resume and what  

should it contain?

 Header

 Objective (optional)  

 Education

 Skills 

 Work Experiences 

 Internships

 Leadership & Volunteerism 

 Honors & Activities

 Interests (optional) 

A student resume gives a potential employer an easy-to-understand 

timeline. It is a tool for you to highlight your experiences. It is a guide to sell 

yourself to a potential employer  



Why is a resume important? 

 A resume is a guide of what 
you would like to share 
about yourself with an  
organization of your 
choosing. 

 The majority of employers 
use a resume as a screening 
tool to determine who 
makes it to an interview.

 Resumes usually get 
scanned (either by human 
eyes or with an ATS) 1st.



Why is this course being 

taught right now?
Developing a resume early in your college career helps with 

preparation & planning. To date, you have already been 
involved in things you have forgotten about. Writing them 

down will help you not loose track of the information. 

 Documenting your leadership skills now will help you 
understand your strongest skills and accomplishments

 It will help prepare to communicate your current 
capabilities and future potential

 It MAY help you see what you are missing to get to the next 
step in your career plan.



When should a resume  be 

used?

 Internships

 Summer Jobs

 Star of the West applications

 Scholarship Applications 

 Study Abroad

 Rank Boards

 Volunteer Service

 Military Service

 As a guide to prepare you for an to interview 



How to develop a Resume

Visit your 
hireLINK 
account 
found 
@The 
Career 
Center 

Website. 

Log in and 
click on 

“Create a 
Resume 

using 
Resume 
Creator.”

Pick a 
template 
that you 

like and fill 
in as many 
blanks as 
possible. 

Upload the 
resume to 

my 
documents 
once it has 

been 
edited and 
reviewed.



Leadership & Service 

Learning 

 Leadership Development Training

 SHARE (Freshman Leadership Day)

 Sophomore Service Learning

 Academic Project

 Leadership positions

 Teams & Clubs

 ROTC Training 



Format Matters
Most career related professionals agree –

Format is ONE OF THE  MOST important parts of your resume 
for the 1st viewing

It must USUALLY be:

1. Formatted so items are easy to find

2. Look nice enough to SCAN quickly (5 seconds)

3. Typically one page for most degrees (but there are 
exceptions)

4. Consistent in grammar, fonts, and bullets 

If not formatted in a consistent manner, a resume may never 
get reviewed by the person who is doing the hiring. 



Scenario

 Cadet X is in Business Administration, he learns that 

a large company is coming to Resume Blitz this 

Friday.

 While he isn’t really interested in working for that 

company, he uses the opportunity to get a 

professional HR executive’s feedback on how he 

can strengthen his resume.

 He gets some very specific feedback and tweaks 

his document to prepare for applying for a job over 

Christmas Break.  



Scenario
 Cadet X starts a resume to help highlight his 

leadership ability. He asks for The Career 
Center’s help learning to connect with alumni 
in his hometown.  

 Over winter break, he uses his time to set up an 
informational interview with an alumnus 
working with a company in his hometown. 

 The alumnus asks the student during the 
conversation, “Do you have a resume to leave 
with me?”

 The student asks for feedback on how he can 
strengthen his resume to apply for a position 
with the alumnus’ company and emails his 
resume (AFTER he make the recommended 
changes).



Scenario 
 An important group of dignitaries are visiting  campus. 

 Cadet X is one of the students tasked with being a campus tour guide for the 
group. 

 She has an Air Force contract. She is not concerned with getting a summer 
internship. She has worked in food & beverage each summer. 

 The dignitaries all work in HR with a large companies in Silicone Valley, CA 
(close to Cadet X’s hometown). The dignitary asks the student to please follow 
up and to send her resume to them ASAP. 

 The student lands a very high-profile, high-paying internship making over 
double what she has made for the past 2 summers. Additionally, she has made 
contacts that have told her, if she chooses not stay in the Air Force, she can 
come to work for them in the future. 



How does this apply to life 

after The Citadel  
The resume you develop now should be considered a working document. 

 Use this to start thinking about applying to summer internships related to 
your desired career path.

 You should continually add/remove items as you travel through your 
career as a student (removing less important, older experiences and 
achievements and adding more current and relevant items).

 Your junior year, you should start polishing and developing a more 
professional resume to use to apply to the organizations you want to 
work for post-graduation.



Conclusion

The purpose of a resume is to help you document and 
develop a guide of what you would like to share 

about yourself  with an  organization of your choosing. 

Action Items: 

 Create and upload your resume to your hireLINK account found on The 
Citadel Career Center Website.

 Access one of the MANY RESUME resources on C3 website like: Resume 
Construction Guide  for samples.

 In hireLINK, go to “My Account” > “My Documents”> “Resumes” 
>”Add” to make resume viewable to employers (once it has been 
edited and/or reviewed)

 Use C3 drop-in 1-3pm/Mon-.Thurs. & Resume Blitz 12:30-2:30 Mark Clark 
Hall for help

Recommendations/feedback for improving this class? 


