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01
Setting the Foundation



General Structure
● On average, Recruiters spend              

6-8 seconds reading your resume
● 1 page, minimal color
● Can use Word or Google Docs
● Easy-to-read fonts 

○ Arial, Cambria, Garamond, 
Times New Roman

● Don’t use tables, difficult for ATS
● Section Content

○ Subsection title
○ Bullet Points
○ Dates



Sections
● Header

○ Name, Personal email, Phone number, LinkedIn
● Education

○ University, Major, Minor, Graduation Date, GPA, Relevant 
coursework

● Experience
○ Internships, Research, TA positions, Jobs

● Projects
○ Design teams, Personal projects, Class projects

● Involvement
○ Student organizations, leadership positions, design teams

● Skills
○ Languages, Technical skills, Industry tools



General Tips
● Use strong action verbs (Cornell engineering + Harvard list)

○ Past tense for previous positions
○ Current tense for current positions

● Try to quantify your impact
● Spell out abbreviations the first time
● Place experiences in reverse chronological order

○ Most recent at the top, Oldest at the bottom
● Manipulate margins, formatting and whitespace to make resume 

readable
○ Increase margins or whitespace throughout if you have less 

content
○ Make the font size a bit smaller to fit more information

● Try to make bullet points reach at least the right margin

https://drive.google.com/file/d/1qdXAE38V01aTZfbO1asria1j2DVgdGGJ/view?usp=sharing
https://drive.google.com/file/d/1cMKvCSS6X7F1pceto_DdpodZNlIFvBoS/view?usp=sharing


Formatting
● Narrow margins (0.5 in)
● Minimize white space and use it to separate sections
● Emphasize important information

○ Use dashes, commas, bolding, and underlines
● Make sure all bullet points and dates are properly aligned
● Be consistent

○ Date style
■ End and start month and year

○ Section structure
○ Position formatting

■ Position Name - Company Name
■ What you did is more important than who you did it with!



Examples
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FAQS + Discipline Specific Advice 



How should I be wording my experiences?
● Star method → emphasis on AR

○ (S) Situation: What was the situation, problem, or conflict you were 
facing?

○ (T) Task: What were you tasked with
○ (A) Action: What action did you take
○ (R) Result: What was the result or outcome of your action?

● XYZ
○ Accomplished [X] as measured by [Y], by doing [Z]

● Quantify as much as possible!
● Use strong action verbs
● STAR Method Resume Draft

○ Provides feedback on resume bullet points
○ Adds suggested changes to existing bullet points

https://www.sgpt.app/prompt/LmFe94?res=cDh9l5Yx


Example of Wording a Technical Experience 

Mechanical Engineering Intern - Theissen Training Systems   June 2022 – August 2022 
● Designed and prototyped an alignment tool to properly install over 258 military-grade 
silhouettes using Autodesk Inventor, while maximizing profit margins for the company
● Sourced critical manufacturing tools and parts for the assembly of engineered 
products in 2 ongoing military contracts
● Composed Operation and Maintenance manuals for 3 fielded products per Marine 
Corps requirements on an active contract worth approximately $450K
● Engineered 3 iterations of a target frame to maximize the factor of safety for various 
materials to withstand various elemental conditions as present in Miramar California



Example of Wording a Non-Technical Experience 

Crew Member - McDonald's                                                                May 2020 - August 2021
● Demonstrated exceptional customer service by ensuring a positive dining 
experience for hundreds of customers daily
● Operated cash registers with precision, accurately handling cash transactions and 
maintaining a 100% cash drawer balance
● Collaborated with team members to meet and exceed daily performance targets, 
including upselling promotional items and achieving a 98% order accuracy rate
● Trained and onboarded 10 crew members in food preparation, safety procedures, 
and customer service protocols, contributing to a more efficient team



I’m a freshman, what should I add to my resume?
● High school achievements

○ What high school you graduated from
○ GPA, standardized test scores (SAT/ACT), class rank
○ Awards/scholarships (e.g. Bright Futures, National Merit, AP 

Scholar, Lombardi, Stamps)
○ Club involvement and leadership positions
○ Personal projects
○ Research
○ Jobs

● Freshman year is prime time to get involved in extracurriculars, explore 
your interests, and collect experiences to add to your resume!

● Once you have enough college experience, start to delete high school 
things from your resume
○ By sophomore fall, aim to have all HS stuff off your resume



How do I find opportunities that I can add to my resume?
● Design teams (SET, DTE, GMS, Swamp Launch, etc.)
● Research

○ Tuesday, September 19th from 5pm-7pm: Fall undergraduate 
research expo @ Reitz grand ballroom

● TA positions
● Student org involvement
● Jobs on campus
● Volunteering
● Experience documentation link → Document in real time  

https://docs.google.com/document/d/1-Bm7pSjrBt47RGMHxTM886OIy1PgGx2PsEC82UkdNlo/edit?usp=sharing
https://docs.google.com/document/d/1PbSdXp1sMeOV2hIF7C1F3fWsA2iv-AGkE_t7odZC1CQ/edit?usp=sharing
https://docs.google.com/document/d/1kOQgST8XzEqKDQXq7IUpbLlgNup1mY0JzoDLONyTIYE/edit?usp=sharing


FAQs 

Should I include an 
Objective statement?
Generally, no. Unless 

you need to fill up 
space

What abbreviations can I 
use?
Err on the side of 
caution and spell out 
abbreviations at least 
the first time

What is a master 
resume?

Do I have to include my 
GPA?

A document containing 
all your experiences (not 
just the ones pertaining 

to a single role)

If your GPA is 
over 3.5 you 
should include it



CS Major Advice
● Skills section at top (e.g. programming languages, frameworks, 

tools/technologies)
● Don’t make bullet points very technical (the recruiter probably doesn't 

understand everything you're saying)
● Reference technologies used (e.g. C++, PostgreSQL, React.js)
● Tailor your resume with technologies listed in each job posting
● Include experience with Agile methodologies
● Hackathons (SASEHacks, SwampHacks, ShellHacks) and Projects



Engineering Major Advice
● Skills section examples depending on some of the majors

○ MAE: “Manufacturing: Mill, Lathe, CNC Mill, Bandsaws, Arc Welding”
ISE: “Skills: Simio, Microsoft Power BI, Minitab, Visio, AutoCAD”
CivE: “Skills: Civil 3D, MicroStation, STAAD, MATLAB, ETABS”
EE: “Skills: Quartus Prime, Comsol Multiphysics, VHDL, LTSpice”

● Make sure to include certifications/licenses
○ PE/FE, Six Sigma, CSCP, PMP, SolidWorks, Ansys

● Design Teams help a lot for engineers so some popular ones are:
○ Gator Motorsports, Dream Team Engineering, GRiP, Swamp Launch,   

Florida Rocket Lab, Machine Intelligence Lab, SASE Engineering Team
● For Internships that are exclusive to U.S Citizens (anything aerospace) make sure 

to put “U.S Citizen” somewhere on your resume (prob header)
● If you have a Security Clearance make sure to include that



Science Major Advice
● In your skills section highlight any certifications or lab training you 

have such as an EMT license or ACU training
● Entry-level biologists and chemists should list the specific laboratory 

techniques they learned in coursework or undergraduate research (e.g. 
qPCR, cloning)
○ Avoid basic techniques like "pipetting"

● If you were part of any collaborations/cross-functional teams, make 
sure to note that and how you led/contributed, etc. Teamwork is crucial 
in academia 



Science Major Advice
● If you’re passionate about a particular research topic, reach out to 

professors for mentorship on how to start independent student 
research. This could make for a great personal project you can highlight 
on your resume
○ TIP: Check out these UF Scholarships for students that initiate 

their own research projects: University Scholars Program 
(upperclassmen mainly) and Emerging Scholars Program 
(freshman/sophomore)

● Check out pre-health advising’s guide to writing resumes
○ Shadowing, volunteering, clinical hours 

https://cur.aa.ufl.edu/university-scholars-program/
https://cur.aa.ufl.edu/emerging-scholars-program/
https://www.advising.ufl.edu/docs/PreHealthResumeTips.pdf


03
Elevating your Resume 
using Tech + AI tools



How can you optimize your resume for ATS?
● ATS (Applicant Tracking System): a candidate sorting software

○ Different softwares/companies evaluate candidates based on 
different qualifications

● Tips
○ Incorporate relevant keywords (pay attention to job description!)

■ Jobanalytics (Google Chrome extension) rates how well your 
resume matches your job description

○ Keep it simple, avoid complicated designs or 2-column resumes
○ Consistent formatting → it’s how the system sections your resume

● Resources
○ Rezi (free and pro version)
○ Quinncia

https://chrome.google.com/webstore/detail/jobalytics-resume-keyword/fkiljfkkceaopbpfgfmjdnkiejaifkgd


Quinncia (UF provides free access)
● Quinncia:  a career preparatory platform used to proof read resumes 

and conduct mock interviews using AI and machine learning
○ Use it! UF spent $65,482 on student licenses for 2022-2023



More About Quinncia 
● Formatting → great at finding 

little errors
○ Detects if you use more 

than 1 font
○ Grammatical errors
○ Spacing inconsistencies 
○ Notes repeated words 
○ Informs you which 

sections their ATS had 
issues scanning



More About Quinncia 
● Content

○ Huge emphasis on 
quantification

○ Assesses each bullet for 
demonstration of an 
essential skill

● NOTE!!
○ Your AI score is not a 100% 

accurate representation of 
your resume 

○ Take advice with a grain of 
salt, sometimes it can pick 
on issues that don’t really 
matter
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DEMO

Word.docx Formatting



Resume Office Hours! 
9/12 - 9/15 in Marston Pi 

Check out the schedule at linktr.ee/ufsase



Order your Own 
Name Tag!

 

Cost: $9.00
Form due TONIGHT at 11:59 PM



Free Resume Printing at Reitz 
● UF students may receive 25 free copies 

of their resumes on parchment paper 
while supplies last

● When: September 17-20, 2023
● Scan the QR code or fill out this form

○ You must log in to Google with 
your Gatorlink username in order 
to access the forms

○ You may have to log out of your 
personal Google account prior to 
clicking the form’s link.

https://docs.google.com/forms/d/e/1FAIpQLSdljC_UZWhAD5UUjLsl8heRB2MbR2Q3Snl-anCUlx1MK7VTmA/formrestricted
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Questions

tinyurl.com/SASEresources 

https://tinyurl.com/SASEresources

