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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

•Understanding your audience

•Components of a winning resume

Wharton Resume Book Process
•Timeline for Wharton Resume Content Reviews

•Timeline for submission to Wharton Resume Book

•Wharton Resume Book standards



Your Resume at Wharton
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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



Creating a winning resume



What is a resume? 
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Your resume is… 
• the frontline document marketing your skills and story

• 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… 
• a laundry list of everything you have ever done

• a novel of creative fiction

• a time for you to show-off all of your industry jargon

• an opportunity for you to be modest and humble in your accomplishments



Understanding your audience – What is an 
employer looking for?
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An employer looks for a resume to quickly demonstrate…

• Critical competencies and skills

• Relevant experience

• Track record of accomplishment

• How smart you are

• Ability to produce a flawless professional end product

• Focus



Understanding your audience – Relevance is 
KEY
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Know what the employer is looking for
• Read and analyze the job description

• Know the company

Highlight what is important to them

Analytical Skills
• Problem Solving

• Quantitative

• Strategic Thinking

Interpersonal Skills
• Leadership

• Communication

• Teamwork



Components of a winning resume
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Your resume MUST… 
• Be visually appealing

• Include relevant information

• State everything with power and impact



Making your resume visually appealing 
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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!



Including relevant content
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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



Impactful statements – Say it with POWER
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• Create results-oriented accomplishment statements

• Use active language

• Use the strongest and most specific language



Creating an Accomplishment Statement
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Situation Action Result

Accomplishment Statement



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

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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Presented findings to senior management to determine the most 
appropriate course for the future



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

Accomplishment Statements

Recognized as effective manager
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Quantify your results
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Increase:
• Revenue

• Profits

• Customer satisfaction

• Quality

• Ratings

Decrease:
• Costs

• Turnaround time

• Error rate

• Resources required

• Complaints

Quantify specific results with amount or percentage change



Use strong language

Was responsible for

Efforts

Multiple, numerous, various

Extremely, very, key
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Led, managed, oversaw, created

Initiatives

Over 100, 37, (do you mean diverse?)

Delete it 

Don’t Use… Instead try… 



Common mistakes and how to avoid them
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ALWAYS have someone proof read your resume!

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



Wharton Resume Book Process



What is the Wharton Class of 2018 Resume 
Book?

MBA CAREER MANAGEMENT

23

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



How do I get my resume into the Wharton 
Resume Book?
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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

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



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
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MARY B. SMITH



Resume Resources
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How do I add my resume to a Resume Book 
for a resume review?
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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.

http://wharton-csm.symplicity.com/students


Timeline for Wharton Resume Content Reviews
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*Each student may submit their resume for one resume review by a MBACM resume reviewer.  

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

September  18  
(11:59 pm ET) 

Submit Resume to Career Path to have a Review by 
MBACM*

Sept 21   Oct 10 Resume Feedback will be Provided Via Email

October  12  
(11:59 pm ET) 

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



Additional Support
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Career Advisor Office Hours Check schedule on MBACM website

2nd Year Career Fellow In-Person Reviews September 26 - 29
October 3 - 5

Club Resume Reviews Contact your clubs for more info



Questions?



Appendix
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