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BASIC DRIVING CONCEPT 
Concept of Human Line 

       

                                

                                                                                                                                                                                       

                                                                                      

Human Line 

मानव रेखा 

 Super man 

महा मानव 

Human 

मानव 

Primitive Man 

आदि मानव 

Devil 

िानव 
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EFFECTIVE RESUME WRITING 
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WHAT IS A RESUME? 

 

A Product / Service 

has a brochure.  

A Consumer Durable 

has  Technical 

Specifications. 

An Interview 

candidate has a 

Resume.  
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EYE OPENERS 

• How is it different from a CV. 

• 10 seconds is all the time an employer is going to give your 

resume in deciding to keep it or pass on it! 

• Keep as brief as possible without sacrificing essential 

qualifications. 

• Resume should be of 2 pages or less.  

• Email id should be professional 

– Avoid  

• smartyrahullove@gmail.com 

• dashingritu@gmail.com 

• passionateashok@hotmail.com 



©2020 By WAE Consultancy Services 





WHY IS RESUME SO 
IMPORTANT 

• A marketing tool  

– Your first tool for building a career 

– The first impression a prospective employer has about 

you 

– A selling tool that allows you to highlight to an employer 

how you can contribute to the company 

• Request for an interview 

– Purpose of the resume is to get you an interview 

– Must capture the reader’s interest and attention 

– Must convince the employer that you have the ability to 

fill their position 

• Your “big picture” 

– A snapshot of what you believe are your most important 

experiences and qualifications 
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CONTENTS OF A RESUME 

 Identify Yourself 

 Education 

 Work or Professional Experience 
• Training / Internship 

• Industrial Projects 

 Activities 
• Co-curricular 

• Extra-Curricular 

 Computer Skills 

 Professional Associations 
• IEEE, IETE etc 

 Other Associations 
• SPIC MACAY, Toastmasters, MUN etc.  

 Objective 

 Special Abilities 

 Reference Statement 
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OPTIONAL 

• Date of Birth 

• Father’s Name 

• Permanent Address 

MANDATORY 

 Name 

 Email Id 

Mobile No.  

 In the soft copies you can 
mention 

 Link of your LinkedIn Profile or 
any other Professional Website 
Link.  

 If you have any other link where 
your credentials have been 
aggregated, then provide it as 
well.  

Personal Information  

(Identify Yourself) 
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Tabular Format Only.  

Follow the Reverse Chronological Order.  

EDUCATION  
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What, Where & When. 

 Representation format 

 Project Details 

 Activities carried out 

 Results or Outcomes 

PROJECT / TRAINING / INTERNSHIPS  

 Tips  

 Don’t use Abbreviations.  

 Use simple and clear vocabulary with action words. 

 Mention Software / tools /  technologies used.  

 Quantify the results as far as possible. 
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Awards / 

Achievements 

This is your differentiator or 

USP. 

Mention Scholarships 

without Award Money.  

Mention Year of 

achievement.  

AWARDS / ACHIEVEMENTS / 
POSITIONS OF RESPONSIBILITY 

Positions of 

Responsibility 

Depicts your non-academic 

skills.  

Leadership 

Creativity 

Working in a team.  

Entrepreneurial skills.  

Value added to the activities.  

 Initiatives taken.  
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SKILLS / EXTRACURRICULAR 
ACTIVITIES / INTERESTS 
• Technical Skills 

– Coding 

– Software 

– Networking / OS 

– Designing 

• Non-Technical Skills 

– Languages 

– Networking skills with example 

– Any other skill that you may 

have acquired 

 

 Extracurricular Activities 

 Sports, Music, Dance, etc.  

 Talent & level of Proficiency to 

be shown 

 Team events to be included 

Hobbies 

 Interests 
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FORMATTING GUIDELINES 

• Font Size & type 

– Same Size in Content.  

• Name can be in larger size.  

– Type 

• Normal, Bold & Italics only and no underlining. Bold only for 

emphasizing.  

– Style 

• Arial, Calbri & TNR 

– Colour 

• Black 

– Only One font in entire CV 
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WRITING AN OBJECTIVE 

• Optional 

• Should be used at top of your resume. 

• Normally preferred for people with 2 

or less years of experience.  

• Avoid flowery language and be specific. 

• For more than 2 years of experience 

use Summary to provide Profile briefing.  

– It should talk specifically about what you 

would like out of the company and what 

you can provide to the company you are 

applying to.  

Example:  

Obtain a position as an android 

application developer where I can 

apply and hone my core software 

skill set  
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CHARACTERISTICS OF A  
SUCCESSFUL RESUME 

 

• Focuses on skills. Uses action words to define the 
 responsibilities of your job-related 
experience. 

• Easy to read and understand. 

• Visually powerful and free of gimmicks. 

• One page, or at most 2 pages long. 

• Language is grammatically correct. 

• Spelling has been checked. 

• Formal Style 

• Should not contains the pronouns “I” or 
“me”. 

• No lies, even small lies should be avoided.  

 

 

Tailor the resume to the 

job that you are applying for 

only highlight those skills 

that are relevant for the job 

you are applying for. 
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BASIC CHECKLIST 

• Neat, clean, and professional looking. 

• Margins at sides and bottom. 

• Layout makes reading easy. Use of white space is effective 

• Important titles should be emphasized. Experiment with 

fonts & styles; bold, italic, and underlines. No more than 2 

or 3 different sizes. 

• Information is logically recorded. 

• Use Action Verbs for accomplishments & results. 

• Bullet points when possible for accomplishments. 

• Quantify your results whenever you can. 

• Format – chronological 

• Get it reviewed by someone before freezing it.  
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WRITING AN EFFECTIVE 
 COVER LETTER 

• Purpose: 

– Type of Position you 

are seeking. 

– What caused you to 

apply. 

– Explain things that 

your resume can't 

– Explain your 

outlook on your new 

career path 

Constituents of an Effective Cover Letter 

 Introductory Paragraph: 

 This states why you are writing to the 

recruiter/employee.  

Main body of the letter: 

 Highlights of your profile, key credentials and 

Strengths. 

 Closing Paragraph: 

 Examples: 

 "Should you require further information..." 

  “Look forward to a face to face discussion”. 

 "Thank you for your kind consideration.” 
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