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Hi my name is Joan Kang and | am a Senior Career Services Advisor here at Santa Monica
College in the Career Services Center. If you are creating a resume for the first time or if
you are looking for strategies on how to make your resume stronger, make sure to check
out this video, Resume Writing 101 for Pre-Law Students, for some tips and tricks. This
video is specifically geared to SMC students interested in obtaining that interview for a job,
internship or volunteer opportunity related to law. Note that information in this video can
also be used when applying to academic programs or scholarships focused on the legal
profession and that ask for a resume. However, it is important to note that how you write a
resume can vary by country. This video will focus on how to write a resume for employers
here in the US. Again, hopefully, the things you learn in this video will help you stand out
from all the other resumes being submitted. One thing, as Santa Monica College students,
that | want you to remember today, is that the Career Services Center team at SMC is here
to help you. Please don’t feel like after going through this video that you are on your own
to create a resume. We are always here to help SMC students write resumes and at the

end of this video, the contact information for the SMC Career Services Center will be
provided. With that being said, let’s begin.




What is the average
amount of time an
employer/recruiters
takes to review an
applicant’s resume?

6 SECONDS!!!

Let’s start off with a quick pop quiz? What is the average amount of time an
employer/recruiter takes to review an applicant’s resume?

(Pause 10 seconds)

Employers only spend about six seconds reading a resume. If you are lucky, even longer.



Good News!

_I There is more than one “right” way to write a resume!

RIGHT WAY

Right Way Right Way

The good news is that there is no one “right” way or “magic” way to write a resume.
However, there are some best practices and standards. Your job with your resume is to
grab the viewer’s attention very quickly.



Why Do You Need a Resume?

A marketing tool

To obtain an interview

Requirement of many organizations

So why do people need a resume? A resume is a marketing tool and not your professional
biography. Itis used to sell yourself to a potential employer or program so that you can
obtain an interview. An effective resume will show how your qualifications match what an
employer is looking for in an ideal candidate. Therefore, it is important that your resume
be targeted to what job you are applying for. So, please, please always read the job
description. That means each resume you send out should also be different. You will learn
more about how to target your resume later in this video.
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But first let’s look at a couple of resumes. As you can see on this slide, these resumes are
all very different in style and content. You can find additional samples of resumes on the
SMC Career Services Center website listed here.



Resume-Hidden Messages
.

Resume You
Neat Neat
Well-organized Well-organized
Error free Attention to detail
Professional Careful & Competent
appearance

And as | mentioned earlier in this video, there is no right way to write a resume. However, a resume
can say a lot about an applicant.

Did you know that a resume can provide hidden messages to employers? A resume can tell a lot
more than the list of jobs you have had in the past. It can tell an employer what kind of applicant
you really are and on this slide, these are just a handful of examples of hidden messages your
resume may or may not already contain.

For example, a neat, well-organized and error free resume that is targeted directly to the job
posting and has been proofread carefully to catch any mistakes, shows that you are attentive to
detail, understand grammar and spelling and competent for the job. Well-formatted resumes that
flow naturally and share information that is relevant to the job description speaks volumes about
your ability to think and organize tasks. When an employer is looking to bring on board someone to
make their life easier on the job, these details matter. So make sure to have your resume reviewed
by several individuals including the Career Services Center team at SMC.

You are also told to make sure your resume looks professional. For practical reasons, a resume that
looks professional is more important than looking creative. Thanks to technology, many employers
use ATS or Applicant Tracking Systems to weed out resumes that are not a close match for a job.
These system can’t handle creative looking resumes.

As | mentioned previously, and what | want to emphasize again, what you put on your resume will
depend on what is relevant to the job you are applying to; otherwise, what is stated on the job
description. On a resume, there are critical sections that you always need to include and there are
also optional sections that could go on your resume, depending on the information you have
gathered from the job description and how your experience is relevant to that job description.

Will talk about these sections in the next couple of slides.



Layout and Format

o Aesthetics
o Content
o Layout

0 Length

o Font Size w
0 Order

o

SR

But first, let’s address the questions you have about what a resume is supposed to look like.

Aesthetics: You need to craft a resume that is neat, easy to read and professional. Appearance matters! Be consistent in
font choices, bullet points, text size, type of heading, all caps, dividing sections with lines, etc. These are ways to direct
the viewer’s eyes to what is most important to see. Be intentional on what you use but make sure not to go overboard or
nothing will stand out to the viewer’s eyes. For example, all your job titles should follow the same format. Again, avoid
being too creative or flashy. You want an employer to be dazzled by your skills, knowledge and experience and not
distracted by images or a busy resume.

Content: A resume is not an essay. You should only list the most relevant information, with the most important
information listed first. Never misrepresent yourself. It can come back to you. As | have also mentioned previously, it is
essential to tailor your resume to the position you want. It needs to be well-organized and 100% error free. Later in this
video, I'll talk about items you should never include in your resume. However, remember that you can always ask to
have your resume reviewed by the Career Services Center team at SMC. Don’t rely on spell check.

Layout: Start off with a blank Word document. Templates are usually not recommended because they may not allow you
to easily move information, change bullet points, or text sizes. For online job applications or when sending your resume
via email or another electronic format, always save your resume as a PDF (Portable Document Format) Do not provide
digital versions of your resume in Microsoft Word or Google Doc. Saving the file as a PDF, will preserve formatting.

Length: Typically, because most of you have not had a lot of direct and relevant experience, being a student or
recent graduate, keep your resume to one page in length. Therefore, having smaller margins will allow you one
way to get more information on the page. You should have an appropriate amount of whitespace throughout
your resume.

Font size: Another way to fit more information on a page is to play with your font size. The font you use should
be easy to read. Avoid script fonts or fonts with too much design. The type size should between 10 and 12
point.

Order: Each section of your resume, should always follow a reverse chronological order, with the more
important information toward the top. Chronological means most recent information is listed first, followed by
older dates.



The Heading

What should be included?
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Now that you have an idea of what your resume will physically look like, let’s talk about some content, specifically, the heading. Your
resume header is the section that tops your resume. It is the first thing an employer or recruiter will check on your resume. It serves as
a business card of sort. Having a poor resume header format can even mess with Applicant Tracking System (ATS) software used by
many hiring managers and therefore, can reject your resume. You should use the same header for your resume, cover letter, list of
references, etc.

Resume headings carry all of your personal contact information. Therefore, it needs to include your first and last name and contact
information, an employer can use to contact you. When posting your resume on the internet, consider whether or not you want your
resume to be public and how much of your contact information you want visible.

First start off with your name. It is essential that your header include your name. It sounds obvious, but don’t forget it. The font type
size should stand out, be easy to read, but not look out of place. Make sure your name matches your resume, cover letter, online
application materials, background check applications, etc.

Typically, next would be to list your address. This is standard on resumes. However, as the landscape of communication changes, your
complete address is sensitive information that you should list on your resume if and when you feel comfortable. An alternative to listing
your entire physical address might be to just list the city and state where you reside.

Next item to include is your email address. Chances are, this is how an employer will reach you. Make sure to list a professional email
that you check often.

Your phone number is the next most popular means of communication for employers. List a phone number with a voicemail set up to
receive messages. Make sure to use a professional outgoing message on your phone as well as be prepared to handle a professional
conversation when you answer your phone.

Some of you might be thinking, should I include a link to my personal website, my social media handles or Linkedin information. You
should only include this information if your accounts are current and up-to-date, relevant to the job and will enhance your chance of
obtaining an interview.

Information that you need to leave out on your resume include items that personal such as your social security number
(SSN), age, sex, height, weight, marital status, photograph, religion, race, color, national origin, date of birth, etc.



Education
T

Name of Institution e s e
0 Include city and state

Name of your degree and
major
0 Associate in Arts, Public Policy

List degrees in reverse
chronological order

0 Most recent degree is listed
first

Don't forget you must complete a Petition to Graduate form to receive
a degree/certificate at SMC. See Admissions and Records for more
information.

Typically, after the heading, most current students and recent graduates should list their
education first. This is because it is the most recent and relevant experience. Employers
want to see that you have earned your degree or potentially will be earning one. They can
see by the name of your degree /certificate, major and/or relevant coursework what areas
you have a foundation of knowledge.

On your resume, include the name of the institution. Do not abbreviate the name of the
school. List the city and state where the institution is located and period of attendance or
better yet, expected degree/certificate date information. Again, institutions need to be
listed in reverse chronological order (most recent degree/certificate listed first). Check with
an academic counselor at one of the several academic counseling programs to see if you
qualify to receive a degree/certificate based on the coursework you have completed or will
be completing before you leave SMC. Make sure the dates are right aligned and the
degree/certificate is exactly what was issued or will be issued by SMC Admissions and
Records, the office where you submit your Petition to Graduate form. Employers do verify
information listed on your resume.



Education Continued

Date or expected date
of graduation
0 Expected June 2020

GPA (Optional)
0 List if at least 3.25 or
higher
0 Round down to the
nearest tenth
3.0 not 3.062
GPA: 4.0, Highest
Honors

If you are anticipating receiving a degree, it is perfectly fine to use “Expected,”
“Anticipated” or “To be Conferred” and the month and year you plan to receive it. For
example, “Expected June 2020.”

Some of you might be thinking, should I list my GPA. GPA is optional and should only be
included if you have a 3.25 or higher GPA. Make sure to round down to the nearest tenth
as seen in the example.

10



Education Continued

Additional optional

information:

0 Study Abroad

0 Relevant Coursework

0 Academic
Awards/Scholarships

If space permits, other areas you could include that are optional are study abroad, relevant

coursework or academic awards, Dean’s List, honor societies, and merit-based scholarships.

Do not include your high school unless it is nationally recognized or you are applying for a
position at that school. If you are planning to include coursework, only list courses that are
pertinent, especially if your major/degree do not relate to your employment goal.
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Experience

What is considered

experience? First Last Name
0 Full and part-time jobs s SR
0 Self-employment i + s ot
0 Volunteer work i ——
0 Internship/Service- . _
Learning experience =S o
0 Practicum, fie]d, and : :;;:;f;;;‘gf;;:;;m"*'"'-" e
cooperative education : e e et
0 Leadership experience |7 imesoemeen
& more! . :::;MM'N“" avalabity
Saint Am‘sfamc::::rplkhml Los Angeles, CA /3013 - 9/2014

participatein ¢
* Raised 5600 for the school's music program.

Another key section of your resume is your experience. This section highlights your work
experience and should take up the bulk of your resume. This is the area that employers
and law schools focus the most time reviewing. In this section, you can list paid and/or
unpaid opportunities, part-time and/or full-time work, self-employment experiences,
internships, volunteer opportunities, significant leadership experiences, class projects,
service-learning experiences, and more.

12



Experience Continued

.
What are different ways
to group Your First Last Name
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. Sl
experiences?
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Your experience can be listed or group together in a variety of ways. For example, you can breakdown this section down
into smaller, more specific sections or be grouped together based on similarities. If you are limited in space, be sure to
focus on direct experiences that relate to the job description. That means you are choosing experiences that are relevant
and tailored to the position you want. Typically, for entry level positions for undergraduates interested in the legal
professions, this involves highlighting your ability to analyze/problem solve, manage your time, conduct research, write
and speak as well as your community involvement. Again, it is important to choose experiences that are relevant and
tailored to the position you want. It is not required to list all of your experiences on your resume. These are just some
examples of how to group your experiences.

Legal Experience: This is the area where you highlight any paid and unpaid internships, volunteer work in any
law-related work. You can also include any work performed as part of your educational experience that is
law-related. For example, you should include your experiential learning experience in POL SCI 94 such as any
projects you have completed and the areas in which you were working.

Academic Experience: In this area, you should include any relevant class/research projects, field work,
service-learning experiences completed in other courses. You can also list any academic
presentations/publications.

Professional Work Experience: Although employers and law schools might focus more on experiences directly
related to law, you could also include experiences obtained in other industries where you have accomplished
and gained skills that are transferable to the legal profession such as your ability to analyze/problem solve,
manage your time, research or your strong written and communication skills.

Volunteer/Leadership Experience: You can provide experiences where you volunteered for a day to extended
opportunities in which you helped communities or populations with a particular interest. You can also
highlight the unparalleled leadership skills you learned as a student leader in a student club, sports program
or other organization. For law schools especially, admissions committees are very interested in filling their
incoming classes with active and engaged students who will contribute to their student life.

13



Experience Continued

Information to include

0 Job Title e

0 Start/end dates St it By
1 Company name - i
0 City & State i:’“‘“;:’j:....s. - o N
Use bullet points _
Start with an action verb ey '

o Assisted Customers with food aliergies in and
kitchen staff a5 appropriate.

0 Vary your usage of verbs | o

GAP, Los Angeles, CA 3 -9/2018

0 Present tense if currently |=i ..

. Ta h where to find buys within the store.
Kept availabiity z

employed e

Saint Ane’ Migh School, Los Angeles, CA 7013 -9/2014

0 Past tense if no longer
employed

and request ¥ items be donated for fundraiser.
o Invited other participate in collecting, o on
« Raised 5600 for the school's music program.

Now, that you have an idea of what types of experiences to list in this section. How exactly
do you list it?

You want to list the name of the companies you worked for, their location, dates of
employment, meaning start and end dates, using month and year, the positions you held
and a brief description of the accomplishments and achievements you made in that role.
Your experience is typically presented using bullet points and in reverse chronological
order, beginning with your current job and working back in time. Always start off each
bullet point under your experience section with an action verb. Make sure to use present
tense if the experience is current and past tense if the experience is no longer being done.
You also want to use simple and professional looking bullets points which will make reading
your resume easier for employers.

14



Experience Continued

Tailor skills and experiences to the position for which
you are applying (Don’t copy the job description)

Be concise while providing enough detail (results,
numbers, percentages)

Don’t forgot about your transferable skills, projects,
relevant coursework

Remove any use of personal pronouns or articles (“I”
or “me”

®aon,

When providing examples of your accomplishments and achievements, you want to tailor
your skills and experiences to the position you are applying to, but don’t copy the job
description. Be concise while providing enough details. Don’t just list tasks. Employers like
to see results, numbers, percentages versus generalities. Include how you solved problems
and achieved goals as well as other concrete and specific language.

Resumes require a different kind of writing. It might seem counterintuitive but avoiding the
following resume slip-ups will help ensure that you make the right impression.

* First, you want to avoid using professional jargon/technical language unless you are
applying for a job within that field.

* Second, avoid using clichés words or terms. Remember, you want to impress employers
and not confuse them with jargon that is not familiar to them and overused words.

* Three, avoid using words such as

lll n u n
1

my”, “we,” and other personal pronouns.

Following these quick rules will help employers focus on the content of your resume and
that is really want matters most.

15



Crafting Action-Orientated
AccomBlishment Statements

Construct statements that explain what you did in the
position, how you did it, and the results of your actions

0 [Action Verb + Example + Result]

Brainstorm Activity

Skill Employment/ Course Campus and
Internship/ Projects/Research | Community
Service-Learning Involvement

Researched | SMC Corsair Law | POL SC 400
insurance Firm Internship
law

So, let’s talk about how to construct those types of statements. You want to construct
statements that explain what you did in the position, how you did it and the results of your
actions. First begin with an action verb to show you did something. Then include an
example or context for that action. Make sure to provide specific, clear and if possible,
guantitative and qualitative terms. Finally demonstrate the result of your actions to show
the value of your work, the purpose and/or the impact.

To help you connect your experiences and what is required in a job description as well as
how your experiences in one area translate into another, try this brainstorm activity.

Step 1: Identify and list all the direct as well as transferable skills you possess in one
column.

Step 2: Think about all the places in which you used or developed each of these skills and
write them down under the appropriate column. Employment/Internships/Service-
Learning. Next column, Course Projects/Research. Finally, Campus and Community
Involvement. You may have listed a skill that you developed or used in one, two or three of
the columns.

Step 3: Bring it all together. Look at the job description and compare the skills that are
being asked of a candidate with the skills you listed. Pull the relevant information and list it
on your resume. That means adding an action verb to your example and listing the result
of what happened.



List of Action Verbs

Action Verbs for Pre-Law/Law Pathway Program Resumes
accelerated clarified designed forecasted listened printed selected
accomplished cleared detected formed maintained produced served
achieved coded determined formulated managed protected shaped
acquired collaborated developed fostered marketed provided shared
activated compared devised founded mastered publicized showed
adapted compiled directed functioned measured questioned simplified
adjusted completed distributed generated mediated raised solicited
administered composed drafted governed modeled recommended solved
advised computed edited grouped modified recorded specified
allocated conducted educated guided molded recruited spoke
analyzed consolidated effected helped monitored reduced stimulated
annotated constructed elicited identified motivated rendered structured
anticipated contacted encouraged illustrated named repaired studied
applied continued established immunized negotiated reported supervised
appraised contracted evaluated implemented observed represented supported
arranged convened examined improved obtained reproduced synthesized
articulated conveyed executed increased operated researched targeted
assembled coordinated exhibited informed ordered resolved taught
assessed corresponded expanded initiated organized responded tested
assigned counseled expedited instituted outlined restored trained
authored created experienced instructed oversaw retained translated
balanced critiqued experimented interpreted perceived retrieved tutored
briefed decided explained interviewed performed reviewed updated
budgeted defined explored introduced persuaded revised utilized
built delegated facilitated invented planned rewrote verified
catalogued delivered figured investigated planted routed wrote
categorized demonstrated financed judged presented scheduled
chaired derived focused led presided searched

To help you identify what action verbs to use in your statements, here is a list of action
verbs. Action verbs make your resume stand out. They help paint a vivid description of a
specific experience, skill and/or accomplishment of yours. Spend time analyzing your
resume and determining the best action verb that you can use to properly convey who you
are to an employer.



Statement Examples
.

Examples:

0 Prepared and drafted 10 restraining orders based
on interviews with witnesses, victims and law
enforcement

0 Assisted with fact development for litigation by
interviewing potential named plaintiffs

0 Prepared a 6 to 10-page self-help guide for
consumers that explained immigration rights

0 Researched insurance law to develop strategy for
settlement negotiations for client’s ADA and medical
claims

Here are examples of how to properly convey who you are to an employer. These are some
examples of some accomplishment statements that contain an action verb, example and a
result. The statements reflect information that is listed on job descriptions.

1. Prepared and drafted 10 restraining orders based on interviews with
witnesses, victims and law enforcement

2. Assisted with fact development for litigation by interviewing potential named
plaintiffs

3. Prepared a 6 to 10-page self-help guide for consumers that explained
immigration rights

4. Researched insurance law to develop strategy for settlement negotiations for
client’s ADA and medical claims
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Optional Sections

.
Objective
Summary
Skills
0 Languages (List Proficiency Level).

0 Computer Software Programs (avoid the obvious
unless noted)

German

panishSwedish

Sparish
Ja aneseMandann

= Q
Japanes
Greek [angliage ﬂl‘gaz

e %Ara IC:E:

g o
ssv.ema "é?é"‘" Ianguage Russianitalian 5 < & ;
EPortugese s Shrgaran

Korean Thai'g "
Tha.French._Sﬁw + o5 Romarian Persian
K“"""Hunganan

o Russiz

ortugese

Norwegian
etnamese Turk

Cantonese = Czech Ukralrtllan
] ntonese

~!SiEnglish

PoI

As | mentioned earlier in my presentation, there are key sections of a resume and there are optional sections
of a resume. We just covered the key elements of a resume. Let’s focus on some sections of a resume that
may or may not be a part of one of you resumes.

Objective: A well-crafted objective signals to an employer that you are clear about the position you are
seeking and the positions available with an employer. Objectives can also hinder your chances of obtaining
an interview if you list an objective that does not match the position for which you are applying or if it doesn’t
support the content of your resume. For most college students seeking an internship, experiential learning
experience or entry level job within the practice of law, you do not need state an objective on your resume.
You also do not need to include an objective for law school applications. The objective for law school is self
explanatory. You want to gain admissions to law school.

Next, is a summary of qualifications. Again, this area is typically considered optional and reserved for those
with more professional experience. The summary is the first piece of information an employer sees at the
top of your resume. It gives the resume reader a concise introduction to you, your expertise, industry
background, training, etc. It is a way for you to briefly tie together your experiences and help employers
understand how your varied experiences fit what they need. It is a brief opportunity for you to communicate
your experience, training and abilities as it pertains to the specific job.

Finally, another optional element of a resume is the skills section. This is where you might list any knowledge
of a language and your proficiency level, technology-based or computer skills, as well as other field-specific
skill sets and certifications related to the position. There is no need to list English on resumes for
employers in the US or random and unrelated hobbies. You also do not need to list the obvious software
programs such as Word and Excel unless noted in the job description. Skills should only include objective,
measurable skills. Softer skills like communication, teamwork, or industry knowledge should be illustrated
through your descriptions of your experiences.
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Need Additional Help?

< P We are here to help you!

Santa Monica College
Career Services Center

2nd Floor, Student Services
Building

www.smc.edu/careerservices
(310) 434-433171

careerservices@smc.edu

Now that | have reviewed the purpose of a resume, the layout and format of one, as well as
the critical and optional sections of a resume, we at the Career Services Center at SMC
want you to know that we are here to help you on your path to success. Whether you need
help with your resume, you haven’t decided on a major or career path or you know exactly
where you want to end up, the Career Services Center is a great place to start as an SMC
student. We offer a variety of resources and programs to help you explore your options or
gain real-word experience. Check out our website for more information or contact us by
phone or email. Our contact information is listed on this page for your reference.

20



