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What do you want to get out of today?



Agenda

Your Resume at Wharton

Creating a Winning Resume
*Role of your resume
sUnderstanding your audience

«Components of a winning resume

Wharton Resume Book Process
*Timeline for Wharton Resume Content Reviews
*Timeline for submission to Wharton Resume Book

\WWharton Resume Book standards



Your Resume at Wharton

Customize your resume for different industries, companies and roles
Highlight different skills/experiences

You will be submitting your resume via...
Wharton Resume Book
Club Resume Books
CareerPath for job applications

Company websites and external job boards
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Creating a winning resume



What Is a resume?

Your resume is...
» the frontline document marketing your skills and story
e an expression of who you are beyond just the words
« the key document that can determine whether or not you get an interview

« a guide for what you will talk about in your interviews

Your resume is NOT...
« alaundry list of everything you have ever done
« anovel of creative fiction
« atime for you to show-off all of your industry jargon

e an opportunity for you to be modest and humble in your accomplishments
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Understanding your audience — What is an
employer looking for?

An employer looks for a resume to quickly demonstrate...
» Critical competencies and skills
 Relevant experience
» Track record of accomplishment
 How smart you are
e Ability to produce a flawless professional end product

« Focus
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Understanding your audience — Relevance Is
KEY

Know what the employer is looking for

 Read and analyze the job description

 Know the company

Highlight what is important to them

Analytical Skills Interpersonal Skills
* Problem Solving » Leadership

e Quantitative e Communication

e Strategic Thinking o Teamwork
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Components of a winning resume

j;’ﬁ N Your resume MUST...
\"f: A e Be visually appealing

* Include relevant information

\;,, « State everything with power and impact
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Making your resume visually appealing

Employers judge your resume before they even read it!

DO...
Make sure that there is white space on the page
Have neat margins and consistent formatting
Include a variety of opening words
Use bullets vs. paragraphs

DON'T...

Have a resume that looks like a wall of words
Use fonts and font size that are hard to read
Be inconsistent in ANY way (formatting, margins, font size, etc.)

Have a resume that looks sloppy!
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Including relevant content

Edit out information that is irrelevant to the industry, company, or role
Avoid wordiness

Prioritize and emphasize important experiences and skills
» Order lists thoughtfully: The higher on the list, the more important the
information
» Be mindful of how you use real estate: More real estate equals more
emphasis
« Watch out for what words you use: Avoid words that make you look more
junior or minimally experienced

« Tell a story with bullets that build upon each other
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Impactful statements — Say it with POWER

» Create results-oriented accomplishment statements
» Use active language

» Use the strongest and most specific language
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Creating an Accomplishment Statement

!

Accomplishment Statement
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Creating an Accomplishment Statement

Read through each bullet and ask yourself...

 Does it add relevant information?
» Does this bullet pass the “So what?” test?

* Does it help convey information that add to the overall impression you would like

to leave with this employer?
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Accomplishment Statements

Presented findings to senior management to delggsais
appropriate course for the future

Built model to quantify market size and attractiveness by segment. Presented
findings to senior management, recommending new business targets and
redeployment of resources, resulting in 11% market share gain.
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Accomplishment Statements

Recognized as effective manggs

Managed team of 12 engineers and programmers through development of
new product initiatives. Promoted twice jggthree vears. Rated in top 20%
of managers each of last three years.
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Quantify your results

Increase: Decrease:
 Revenue « Costs

» Profits e Turnaround time

o Customer satisfaction * Error rate

o Quality g * Resources required
* Ratings  Complaints

Quantify specific results with amount or percentage change
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Use strong language

Don’t Use... Instead try...

Was responsible for > Led, managed, oversaw, created
Efforts > Initiatives

Multiple, numerous, various > Over 100, 37, (do you mean diverse?)
Extremely, very, key > Delete it
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Common mistakes and how to avoid them

ALWAYS have someone proof read your resume!

Inconsistency
e degrees, units, and dates
* periods, capitalization, bullets, spacing, fonts, alignment

Grammar
« DO capitalize countries, nationalities, languages
« DON'T capitalize disciplines and industries
» Spell out numbers less than 10 and at the beginning of a sentence
» Use consistent formats of amounts — million, billion, etc.
« Ensure that you use proper punctuation

Avoid typos... Spell Check is not always your friend
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John Doe
123 Walnut Street, Philadelphia, PA 19103 | johndoe@wharton.upenn.edu

EDUCATION
THE WHARTON SCHOOL, UNIVERSITY OF PENNSY LVANIA Philadelphia, P A
Masier of Business Admindsiration Candid aie; Major in Finance 152017

¢ ONAT T (99 percentile)
+  Director’s List Fall 2015 {Top 10% of the Wharton 2017 MWBA class)
¢ Ivlerber of Finanee Club, Cluster Couneil, Faghyy Club, Baskethall Club, Boxing Chib and Ssia Corference Finanee Board

UNIVER STY OF MISSOURI Colunh ia, MO

Bachelor of Science in Engineering 032007

¢ Chancellor’s Fellowshap (Full 5 cholarship), President of Chaneellors Leade shap b assadoes, Mational ¥ P of Belations of
HMational Sssociation of Engireering Stodent Councils, Matiomal Ident 5 cholar Serni-Finalist, Bobett © Bapd Scholarship

EXPERIENCE

MATIONAL INSTRUMENTS San Diego, CA

Key Accounis Manager, Consumer Elecironics and Semiconductors W13-2015

«  Bbvised Diectors and IMarages at Qo Skywotks, Ilwats, Intel, Mokia, and Technologyrstariups on produstion and
validation test strategy, havdware, and services

¢ Created and delivered pitch books for serniconductor and hardware production solutions based on rodeled test tirees, per
chip costs, comelation, footprint, test elishidity; uptirae, data warability and qualitstre differerdiated walue

¢ Parmered with offshore asserablyand fest facilities o generate 48% additional IR (abor and facilities savings) for clients
shifting production to Asia

+  Ivlentord and led a five merher account tearnof Ireide Sales, Operations, Services, and R&D to growr Southem Califorria
Sermiconductorbusiness 5% YOV in 2014

+  Defired theee new BED projects fior devices targeting the seraconductor power, heat, and production test matket thiough
client fedback ard industry FOI fore cast roodels

¢ Megotiatedand closed National Instrurvent’s 2013 largest order (2.7 Willion Serviconductor Test Solution and Service)

¢ bitained Mllion Dollar Club as yomgest reerdber o close $10 puchase order

NATIONAL INSTRUMENTS San Diege, CA
FieM Sales Engineer 2010-2013
+  Bouilt relationshipe with engineers and managers in 120+ San Diego conganies aross tenindustry segreents

¢ Oizardred and presented at serinas, syrnposinzes, and hands-on techrical events to generate A0+ sales leads per month

«  Lowarded Califirnia Fookie of The Year, Sreericas Bookie of the YVear Candidate for kighest CAGE (Z1%%) in first tan years
¢ frhieved T3% temitory growth from $9 10 i 2010 to $15.50in 2013

¢ Led carpus recruitreent in S othem Califoomia and interviewed 1204 engineer candidates wsulting it five full tivee hirves
MATIONAL INSTRUMENTS Austin, TX
Engineering Leadership Program ! Applications Engineer Team Lead 2003-2010

¢ Won aremal Client Service award ot of 110 peers fior rost consistent exe roplaty elient feedback in 2008

+  Diaraged eizht junior Spplication Ensirveers responsible for integrating custo wized engineering solabions for 50+ clierts

+  Analyzed over 150 fechmical irglemertation and support cases to provide syetern irtegration guidance ard service

+  Initiated and ireple wented nside Sales Engineering position as a rotatioral yrogram training over ten application engineers
anvmally in clisnt managerment and consultative sales

¢ Recommended and directed stiategic online Apdlications Engineering demanstrations to generate $200k+ m additional
oquotes

¢ Inferviewed 20 jurdorenginees to evalnate and restracture rentorship prograre, ivitiated forveal coaching activities,
rewards, recogrition, and wentor traivang resulting in 20%, decreased departreent tumover in 2010

+  Taught a ecord naebe r(135) of Custoreer Edueation courses in 2009

ADDITIONAL INFORMATION

+  Interest: Fohoties rentoring, Texas Holdern, bashkefhall, history, souba diirg, field-pro grarrngble gate arvave
+  Languages: Matre speaker of English and Mandann
+  Intermships: Verican Inc, Labwrerie Finarcial
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' Wharton

Jane Doe
125 Walnut Street, Philadelphia, PA 19103 | janedoe@wharton.upenn.edu

EDUCATION
THE WHARTON SCHOOL, UNIVERSITY OF PENNSYLVANIA Philadelphia, PA
Master of Business Administration Candidate, Major in Markstng and Operations 2014-2016

s Belected 2z Mamber of Wharton Welcome Committes: plan and implement admitted studsnt welcoms program
»  Appointed Mentor for Wharton Women in Business Undergraduate Mentorship Program: haise with undersraduatss
*  Member of Wharton Marketing Club and Ratail Club

NORTHWESTERN UNIVERSITY Evanston, IL

Bachelar af Ariz in Sociology, Minor in Businsss Insittunons — GP4 3.65 2004-2008

»  Awards & Recognifion: Dean’s List, Dhstinction Award for Semor Thesis (“Gender and Microfmancing in Bangladash™),
Fho Lambda Honor Society, Kappa Alpha Theta Marit Scholarship Avward

+  Leadership: Student Director, New Student Orientation; Appointed Advisor, Undergraduate Student Advisory Beard; Vies
President of Development, Kappa Alpha Theta Sorority; Recruitment Counselor, Panhellenic Community

EXPERIENCE
MARAKON, A CHAFLES RIVER ASSOCIATES COMPANY Chicago, IL
Senior Associate 2013-2014
Consulting Associate 2011-2013

Consumer Insights

»  Conducted consumer segmentation research, resulting m identification of $30M in inecramental profit and targat channels te
pursue for a 3308 paper and packaging company

+  Moderated consumer focus group to identify product and packaging changes to drive consumer trade-up

» Lawnched and analyzed survey of 7,000+ consumers and conducted store visits to bramstorm potential display changes,
resulting in tactical in-store awarsness trials and a comjomnt analysis on preference share and attnbuts sensitivity

Straragy

»  Analyzed adjacent markets to identify $35M in accessible, incremental profit for 2 338 global ATM manufacturing company

»  Evaluated impact of disruptive technologies on the banking industry, resulting in estimated 2% declme on client salas

»  Aszeszed markst and compstitive dynamics to idenhfy srowth trends, competitive positioning, and strategzic opportunities for
o1l sands divizion of Fortune 100 ensrzy company. Prezentad findings to membars of the Executive Team

Leaderzhip and Tsamwork

» Led cross-fimetional workshops on organizational chanze to build consensus amongst 20+ client employees

»  Mlanagad North American Recruiting team of four consultants, oversesing a budzet of $60,000 and crafting marksting
materials such as company brochures and fact sheets. Increazed vield for target school by 30% compared to the previous year

»  Spearhsaded content development for two-day conference for 50 consultants focuzad on analytics and presentation skills

ARCHSTONE CONSULTING, A HACKETT GROUP COMPANY Chieago, IL
Senior Consultant 2010-2011
Senior Analyst 2005-2010
Analyst 2008-2009
Data Analytics

+  Developed analytic Excel-based workbench for 325 dispozable consumer products company which enabled users to create
pro-forma P&Ls to mods] contractual impacts of price, volums, and cost

»  Asszessed finance division of $15B Fortune 200 global consumer products company to identify opportunities to reduce
overall cost structure at an estimated cash banefit of $20M

Communicarion Skills and Client Management

»  Mlanaged change managemeant, framing, and tool adeption process for Director of FP&A and Pricing group of 15+ clients

+  Led workshops for VPs, SVP:, and Presidents of two divisions to assess current state planning and forecasting processes

»  Interviewed manufacturing personnel and operations management to reconfizure werkflow according to LEAN prneiples

Leadership and Mentoring

*  Undergraduate Recroiting Champion, Traming Team Member, and New Hire On-Boarding Program Lead

ADDITIONAL INFORMATION

»  Interssts: Baking; international travel (15 countries); boxing; leaming about wine; discoverimg Philadslphia rastaurants
» Internship: Target Corporation, Merchandise Planning Business Analyst Intern, Minneapolis, M. Summer 2007,
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Wharton Resume Book Process



What is the Wharton Class of 2018 Resume
Book?

Online searchable database of resumes
Over 300 employers in a variety of industries use the Resume Book
Available to employers — October 20, 2016

Employers use the Resume Book to:

» Get a snapshot of the incoming class
 Identify candidates for recruiting events

» Source candidates for off-campus hiring needs
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How do | get my resume into the Wharton
Resume Book?

Students must complete and submit
* One general resume using the Wharton Template and adhering to Wharton
Resume Book standards.
» Career Profile expressing industry, function and geographic interest/focus

(employers find you based on this profile)
Resume Deadlines
Now -> September 18 Update Profile in Career Path & Work on Resume

September 18 Submit Resume to Career Path to have a Review by MBACM

Sept 21 - Oct 10 Resume Feedback will be Provided Via Email

Deadline to Submit Final Resume to Career Path for the First
Year Resume Book

October 12 (11:59 pm ET)
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Wharton Resume Book Standards

Your Wharton Resume Book resume must
be built using the one page Wharton
Resume Template

Your resume must adhere to all Wharton
resume document, format, font and style
standards

All templates and requirements can be found
on the MBACM website

' Wharton

MARY B. SMITH

534 Wal San Francisco, CA 84117 | 267,844 5666 | riyad@wharton.upenn.edu

EDUCATION
THE WHARTON SCHOOL, UNIVERSITY OF PENNSYLVANIA Philadelphia, PA
Master of Business Adwinistration Candidate; Major in Entrepreneurship 20122014

VP Communication and Sponsorship at Wharton MENA club and member of sevesal clubs inel. Tech, Entreprencurship
« Participant in the Wharion Semester in San Francisco

UNIVERSITY OF SOUTHERN CALIFORNIA Los Angeles, CA
Master af Science; Majar in Civil Engineering and specializing in Canstruetion Management 2007-2008
# Chair of programming in USC Lebanese Club, and member of Environment First and Enginecrs Withour Borders clubs
AMERICAN UNIVERSITY OF BEIRUT Belrut, Lebanon
Bachelor of Engineering ; Majar in Civil and Environmental Emnaed’n, 20032007
» Tought A y siudent part of the Red Cross Youth elub

Ententained children undergoing cancer treatment at the St Judc Children's Cancer Cester of Lebanca

EXPERIENCE
AUDI BANK Belrut, Lebanon
Analyst - Equity Research Aug. 2013
* Developed on share price of in MENA region by developing DCF and DDM models
CAREEM NETWORKS Dubai, UAE
Head of Buzz May - Jul. 2013

* Ladths opermione of Carem s Qatr: Coeat 08 echology.gnakledca arvlcswhars warscam b o o
immediately & chaufFeur-driven car using web or app. Business in market grew in excess of 200% and added 900 use:
hhslanual\w impeoved operations and was able to triple fleet size, add several ear offering, and sign 3 additional pm\mﬂs
Started social media channels from seraich, reaching an excess of 3,000 followers in under 3 monihs

« Signed multiple partnership deals, including the largest website in Qatar and closed more than 3 lasge corporate sales

BOOZ AND COMPANY Beirut, Lebanon
Senlor Consultant 2011-2012
Consultant 2009-2011
Analyst 2008-2009

* Led bid proposal for large Saudi ISP by developing business case and preparing full proposal resulting in winning contract
for building, eperating and transferring smart network for mega project of several bundred million dollars, spanning 13 years
Developed srsegic plans for sesdential and etstprise sectors ofargest shecon opersior i the Midde Fast, by creting a

business plan, modeling and f and cascading initiztives and KPls for
cach department. lopted and based on analysis and recommendations

* Developed marketing strategy for of said tel by best practices, base Jining
capabilities, segmenting customers, assessing produet mix and revamping portfolio of services. Resulied in o suceessful
reversal of the declining revenue trend for residential sector, and decided to expand the strategy

of bundling multiple products to all other sectors of operator

Implemenied business to business indirect sales strategy for said telecom operator by estsblishing 2 telesales team, managing
resellers, drafting commission scheme and analyzing performance. Resulted in fivefold revenue increase from channel
Worked with newly appointed business sector VP and department GMs of said telecom operator, o turn around business as
part of a PMO peoject. The work of the PMO achieved & sevenfold increase in yearly revenue growth

BURGER BITES Beirut, Lebanon
Co-founder — Ownership Stake Sold 2011- 2013
* Created and launched a restaurant in Bl- u [Im serves miini-burgers
« Worked on business case, created the marketing strategy, and er
el markcling st o increase b reach and promote ales Revenes tncrcased 1 3 monihly aveage of 15%

ADDITIONAL INFORMATION

Interests: Skiing. biking, off-roading , camping, and flying remote controlled helicopiers
Languages: Arabic (native), French (high proficiency)
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Resume Resources

QUICKLINKS ~ NEWS CONTACTUS LOCATIONS -~ WHARTON HOME PENN

o Wh'dr tON  MBA CAREER MANAGEMENT
& Univers

INSYLVANIA S’I [_] I) 11 NT}J

Home @ Job Search Resources = Recruiting Calendar & Policies = About MBACM

» Resumes

Self Assessment Re sumes

Research
Ncworking Our resume workshops and templates reflect direct feedback received from
hundreds of recruiters across industry sectors. We strongly recommend viewing
I Resumes our resume workshops before creating your Wharton Resume.

Applications & Cover
Letters
View Resume Workshops

Interviews

Offer Management Upload your Resume to CareerPath

On the Job Download a Wharton Resume Template

Wharton Resume Standards & Guidelines

Use VMock to Assess Your Resume

View Industry-Specific Resume Guides

Search Resume Books
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How do | add my resume to a Resume Book
for a resume review?

1. Log-in to CareerPath.

2. Click on the “My Profile” menu. Complete all four sections.
Please note: Your CareerPath profile will be the basis by which
employers will search for your resume in the Resume Book.

3. Go to the “Resume & Cover Letters” menu.
4. Go to the “Resume Books” section and using the Submit Resume
dropdown, select the resume you would like included in the Resume

Book or click “Add Resume” to upload a new resume (as a Word Doc).

5. You will be assigned a resume reviewer who will contact you between
September 21 — October 10.
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http://wharton-csm.symplicity.com/students

Timeline for Wharton Resume Content Reviews

Now -> September 18 Update Profile in Career Path & Work on Resume

September 18 Submit Resume to Career Path to have a Review by
(11:59 pm ET) MBACM*

Sept 21 - Oct 10 Resume Feedback will be Provided Via Email

October 12 Deadline to Submit Final Resume to Career Path for the
(11:59 pm ET) First Year Resume Book

*Each student may submit their resume for one resume review by a MBACM resume reviewer.
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Additional Support

Career Advisor Office Hours Check schedule on MBACM website

September 26 - 29
October 3 -5

2"d Year Career Fellow In-Person Reviews

Club Resume Reviews Contact your clubs for more info
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Questions?



Appendix
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