
Building Your Resume
Applications, Resumes, Interviews, and Following Up

Pathways to Success

Introduction
A resume is one of the most important documents in the job-search process. It is often the 

first document an employer reviews when deciding whether to invite someone for an 

interview.

A resume should help the employer understand who you are, what you have done, what skills 

you bring, and why you may be a good fit for the job. It should be clear, organized, honest, and 

focused on information that is relevant to the role.

The Building Your Resume section of Module 2 explains the basic parts of a resume and how 

each section helps support your application. The goal is to help students understand what to 

include, how to organize their information, and why a resume should be treated as a focused 

employment document rather than a full personal history.

What is a Resume?



A resume is a short document that 

summarizes your education, experience, 

skills, and qualifications. Employers use 

resumes to decide whether an applicant may 

be a good fit for a position.

A strong resume should summarize the most 

relevant parts of your background. This can 

include your program of study, previous work 

experience, volunteer experience, projects, 

skills, certifications, and other qualifications 

connected to the job.

A resume should also highlight information 

that is relevant to the job. This means that 

not every detail from your life or work history 

needs to be included. The purpose of the 

resume is to help the employer quickly see 

why your experience may match the role.
*Example of a resume

A good resume should be clear, organized, and easy to scan. Employers may review many 

applications, so they need to find important information quickly. Simple headings, consistent 

formatting, and clear bullet points can help make your resume easier to read.

A resume also must use honest and verifiable information. This means that you should only 

include education, experience, skills, certifications, and accomplishments that are real and 

that you can explain if asked. Employers may ask about your resume during an interview or 

verify information through references.

The main purpose of the resume is to help the employer decide whether to invite you for an 

interview. A resume does not need to explain everything. It needs to give the employer 

enough relevant information to see that you may be worth speaking with.

A resume is not your full life story. It is a focused document that markets your relevant 

experience to the employer. A strong resume helps answer the question: “Why should this 

employer consider interviewing me before other candidates?”

Professional Summary
The professional summary is usually placed near the top of the resume. It is a short section 

that tells the employer who you are, what skills you bring, and what kind of role you are 

looking for.



A professional summary should be brief. For many students, two to three lines is enough. The 

goal is to give the employer a quick overview before they read the rest of the resume.

*Example of a professional summary

A strong professional summary can answer three basic questions.

First, it can explain who you are. For example, a student might write: “Business student with 

customer service, event support, and administrative experience.” This tells the employer the 

applicant’s general background.

Second, it can explain what you bring. For example: “Skilled in communication, teamwork, 

Microsoft 365, and supporting students in busy service environments.” This gives the 

employer a quick view of the applicant’s strengths.

Third, it can explain what you are looking for. For example: “Interested in student support, 

office administration, and customer service roles.” This helps the employer understand the 

kinds of positions the student is targeting. You can also include if you are looking for full-time 

or part-time work here, however, this is not strictly needed.

A professional summary should not be too vague. Phrases such as “hardworking individual 

looking for an opportunity” are common, but they do not tell the employer much. It is better 

to include specific skills, experience, and job interests.

At the same time, the summary should not exaggerate. Students should avoid claiming to be 

experts if they are still developing their experience. A good summary is honest, specific, and 

confident.

The professional summary is useful because it gives the employer a quick first impression. It 

should make the rest of the resume easier to understand by summarizing you and your 

interests.

Education and Experience 



The Education and Experience sections are usually the main parts of most resumes. These 

sections show what you have studied, where you have worked, and what skills you have 

developed. It is suggested to list experinces in each section chronologically with the most 

recent experince coming first.

*Examples of the education and experience sections

The Education section should include your program, school, location, dates of study, and 

relevant academic details. For students, education may be especially important if they have 

limited work experience.

In the education section, students can include their program name, institution, expected 

graduation date, relevant coursework, academic projects, or skills developed through school. 

For example, a business student might mention coursework in business communication, 

marketing, accounting, or organizational behaviour if those topics are relevant to the job.

The Experience section should include previous jobs or work-related experience. This section 

usually includes the job title, organization, location, dates of employment, and bullet points 

explaining key responsibilities or accomplishments.

Strong experience bullet points should show what you did, what skills you used, and how your 

work connects to the job. For example, instead of only writing “helped customers,” a stronger 

bullet might say, “Assisted customers with questions, purchases, and product locations in a 

busy retail environment.”

This kind of bullet point is stronger because it gives more context. It tells the employer what 

the student did, where they did it, and what kind of skill it demonstrates.



Students should also think about transferable skills. A job may not be exactly the same as the 

role being applied for, but it may still show useful skills such as communication, teamwork, 

customer service, organization, problem-solving, reliability, or leadership.

Education and experience sections should be easy to read. Use clear headings, consistent 

dates, and bullet points that focus on relevant information.

Do not only list where you studied or worked. Use these sections to show the employer what 

skills, knowledge, and experience you can bring to the role.

What Else to Include
A resume can include additional sections when they help show that you are a good fit for the 

job. These sections are especially useful for students who may not have a long work history 

but have relevant experience from school, volunteering, training, or community involvement.

*Example of additional information which might appear on a resume

Depending on your experience, you may include volunteer experience. Volunteering can show 

communication, teamwork, reliability, leadership, community involvement, and willingness to 

contribute. For students who are new to the Canadian job market, volunteer experience can 

also help build local experience and references.

You may also include class projects or academic projects. These can be useful if they show 

skills that connect to the job. For example, a group project may show teamwork, presentation 

skills, research, planning, or communication. A technical project may show software, data, 

design, or problem-solving skills.

Certifications or training can also be included. Some jobs may require or prefer specific 

certifications, such as First Aid, CPR, Food Handler certification, Smart Serve, safety training, 



or software training. If the certification is relevant to the job, it should be easy for the 

employer to find.

Technical skills or software skills can also be useful. For example, students may include 

Microsoft Word, Excel, PowerPoint, Outlook, Google Workspace, data entry, social media 

tools, design software, coding languages, or other tools if they are relevant to the role.

Languages can also be included if they are relevant to the job. For example, language skills 

may be useful in customer service, community support, settlement services, tourism, 

education, or other roles where communication with different groups is valuable.

Awards, scholarships, or achievements may also be included if they help show strong 

performance, leadership, dedication, or relevant accomplishments.

Students should also be careful about what not to include. In Canada, resumes usually do not 

need personal information such as a photo, age, marital status, or full home address. This 

information is usually not needed for the job and can take up space that could be used for 

relevant experience or skills.

It is important to have a professional tone in resumes; use the third person when writing your 

resume, avoid using “I”, or “we” where possible. A resume is not a place to show humor or 

quirkiness, it is a self-marketing tool, and communicating professional fit effectively is the 

primary goal of a resume.

The main rule is that every section should have a purpose. Include information that helps the 

employer understand your skills, experience, and fit for the role.

Additional Experience, Skills, and
Certifications

Additional experience, skills, and certifications can help show experience, training, and 

abilities that may not fit under regular paid work.

For many students, especially international students or students early in their careers, useful 

experience may come from more than paid employment. It may come from volunteering, 

class projects, student leadership, community involvement, workshops, training, or campus 

activities.

Volunteer experience and projects can show relevant experience, teamwork, leadership, 

communication, and community involvement. For example, helping with student events can 

show event support, customer service, organization, communication, and reliability. A group 

project can show teamwork, planning, problem-solving, and presentation skills.



Skills show tools, abilities, and strengths you can use in the workplace. Skills should be 

specific enough to be useful. For example, instead of only writing “computer skills,” a student 

could write “Microsoft Word, PowerPoint, Outlook, and Excel.” If possible, the student should 

also show how those tools were used.

Certifications show training or qualifications that may help meet job requirements. A 

certification can make an application stronger if the employer requires or values that training. 

For example, First Aid and CPR-C may be useful for certain student support, childcare, 

recreation, community, or service roles.

*Examples of additional experience, skills, and certifications sections, separated into volunteer experience and 

community involvement as well as a skills & certifications section.

This section can be especially helpful when students do not have much paid work experience. 

It gives them a place to show that they have developed skills in other ways.

However, students should still keep the resume focused. Not every certificate, workshop, 

project, or activity needs to be included. Choose the ones that help support the job 

application.

Resume Styles
Most students should begin with a simple Canadian-style resume that is clear, organized, and 

easy for an employer to read. The best resume style depends on your experience, the job you 

are applying for, and what information you want the employer to notice first.



Common Resume Styles:



Chronological Resume

A chronological resume lists your 

experience from most recent to oldest. 

This is one of the most common resume 

styles in Canada because it helps 

employers quickly understand your work 

history, recent experience, and career 

development. It works well when your 

previous jobs, volunteer roles, or 

placements connect clearly to the position 

you are applying for.

Example:

A student who has worked as a customer 

service associate, then as a student event 

volunteer, may list those experiences in 

reverse order so the employer can quickly 

see their recent work and volunteer 

background.

Functional Resume or Skills-Based 
Resume

A functional resume focuses more on skills 

than on job history. This style may be 

useful for students with limited paid work 

experience, students changing fields, or 

students whose relevant experience comes 

from volunteering, school projects, 

training, or community involvement. 

Instead of leading with job titles, the 

resume highlights skill areas such as 

communication, customer service, 

teamwork, leadership, or technical skills.

Example:

 A recent graduate applying for an office 

assistant role may create sections such as 

“Communication Skills,” “Administrative 

Skills,” and “Customer Service Skills,” then 

include examples from class projects, 

volunteer work, and part-time jobs.



Combination Resume or Hybrid 
Resume

A combination resume includes both a 

skills section and a chronological work 

history. This can be useful when you want 

to highlight your strongest skills while still 

showing where and when you gained 

experience. A combination resume can 

work well for students who have some 

relevant experience but also want the 

employer to notice specific skills, projects, 

certifications, or accomplishments.

Example:

 A student applying for an International 

Student Navigator role may include a skills 

section for communication, Microsoft 365, 

event support, and student-facing service, 

then include their work and volunteer 

history below.

Non-Traditional Resumes

A non-traditional resume may include 

creative elements such as images, 

portfolios, videos, websites, or custom 

layouts. These resumes are more common 

in creative fields, such as design, media, 

marketing, or the arts. They may help show 

creative ability, but they are not the safest 

choice for most applications. Many 

employers prefer a simple resume that is 

easy to read, print, and scan.

Example:

A graphic design student may create an 

online portfolio with samples of their 

design work and include a simple resume 

alongside it.

Infographic Resume



An infographic resume is a type of non-

traditional resume that uses visuals, icons, 

colours, charts, or design elements to 

present information. This style may be 

useful for creative or design-focused roles, 

but it should be used carefully. The resume 

still needs to be readable, professional, 

and clear. Some applicant tracking systems 

may not read heavily designed resumes 

correctly, so students should usually use a 

simpler resume unless the job or industry 

expects creative design.

Example:

A student applying for a social media or 

design role may use an infographic resume 

to show design skills, but should still make 

sure their education, experience, skills, and 

contact information are easy to find

Use Caution with Creative Resume Styles

Some resumes use graphics, images, colours, videos, websites, or infographics. These may be 

appropriate for some creative or design-related roles, but they are not the best choice for 

most job applications. Many employers prefer resumes that are simple, professional, and 

easy to scan. Applicant tracking systems may also have difficulty reading heavily designed 

resumes.

For most students, a clear chronological or combination resume is usually the safest starting 

point.

For more information about different resume styles, examples, and templates, review the 

Links and Resources.

Resume Templates
Students do not need to design a resume from nothing. A resume template can provide a 

helpful starting point.

Students may use the Pathways template, a Microsoft Word template, a Google Docs 

template, or another simple resume format. The important thing is that the resume is clear, 

organized, and easy to read.



*Pathways template *Templates on MS Word *Templates on Google Docs

When choosing a template, students should remember that both humans and applicant 

tracking systems may need to read the resume. An applicant tracking system, or ATS, is 

software that some employers use to help manage applications. If the resume is too 

complicated, uses unusual formatting, or has information in difficult-to-read sections, it may 

be harder for the system or employer to understand.

A simple resume is usually better than an overdesigned resume. Avoid templates that rely too 

much on graphics, icons, columns, photos, colours, or complicated design features. These 

may look attractive but can make the resume harder to scan.

A good template should have clear sections, readable fonts, consistent spacing, and enough 

room for useful bullet points. The employer should be able to find your name, contact 

information, education, experience, skills, and certifications quickly.

The template is only a tool. The content matters most. A simple template with strong, 

relevant information is usually better than a visually impressive template with unclear or 

unfocused content.

Refrences on Resumes
In Canada today, references are usually not included on a resume unless the employer 

specifically asks for them. In many cases, employers will request references separately, later 

in the hiring process, or after an interview.

This is different from some older resume practices and from practices in some other 

countries, where references may be listed directly on the resume. Because expectations can 

vary by employer, students should always review the application instructions carefully.



As a standard rule, do not include references directly on your resume. If an employer wants 

references up front, they may ask for them on the resume, in a separate document, or as part 

of the application form.

The operating principle is simple: only include references up front if the employer clearly asks 

for them.

What Should You Do Next?
Before moving to the next video, choose a resume template and begin filling it out.

Start with your name and contact information. Then add your education, including your 

program, school, location, and dates of study. After that, add your work experience, volunteer 

experience, projects, skills, and certifications.

Do not worry if your first draft is not perfect. A first resume draft is a starting point. You can 

revise it later, especially after learning how to tailor your resume for a specific job.

As you fill out your resume, ask yourself:
What education and experience do I have?
What skills have I developed through work, school, volunteering, or projects?
What certifications or training do I have?
What information would help an employer understand that I may be a good fit?
Is my resume clear, organized, and easy to read?
Is everything on my resume honest and verifiable?

The next video is Tailoring Your Resume. That section will explain how to adjust your resume 

for a specific job posting and how to highlight the experience that best matches the 

employer’s needs.

Final Takeaway
A resume is a focused document that helps an employer understand why your experience, 

skills, education, and qualifications may match a job.

A strong resume is clear, honest, organized, and relevant. It should include the information 

that best supports your application, such as education, work experience, volunteer 

experience, projects, skills, certifications, and other useful qualifications.

Your resume does not need to include everything about you. It should help the employer 

understand why you may be a strong candidate for the role.




