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Building Your Resume

Applications, Resumes, Interviews, and Following Up




What is a Resume?

A resume tells the employer who you are, what you have
done, and why you may be a good fit for the job. s et st

Business student with customer srvics, svent support, and administrative experisnce. Skilled in
n, teamwork, Microsoft 365, and i i

A Stron g resu me Sh Ou Id : Interested in student suppert, office administration, and customer service roles.

Education

* Summarize your education, experience, skills, and qualifications Diptoma O Busmess p——

Canadore College, Entrepreneurship Septembar 2025-Frasent
Academy

* Highlight information that is relevant to the job N ———————
* Beclear, organized, and easy to scan B e
* Use honest and verifiable information

* Help the employer decide whether to invite you for an interview

*  Developed skills in teamwork, written communicatian, pri

Morth Bay, ON'
My 2026 - Fresant
cations in & busy retail environment.

ity tasks.|

Volunteer Experience, Projects, and Community Involvement

Event Support Volunteer North Bay, ON
Canadore Voluntear Support September 2025 - Prasent
®  Helped set up and clean up student events, workshops, and cultural activities.

*  Greeted students, answerad basic questions, and directed participants to event areas.

Key point:
A resume is not a full life story. It is a focused document et e
that helps an employer understand why your experience ——

Microsoft 365 Suite Obtained March 2025
. *  Experience using Micrasoft Word, PowsrPoint, Outlook, and Excl for schoal projects,
matches the jOb
.
Standard First Aid and CPR-C First Aid Training Org

Obtained April 2026
Complsted training in basic first aid, CPR, and smergency responss procedures.

It is recommended to begin with a basic resume or a sector-specific
resume and tailor that for specific roles.
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Professional Summary

The professional summary tells the employer who you are, what skills you bring, and

what kind of role you are looking for.

Simon Belfast
Professi oha | Su mma ry IfastEmaili@email.ca | Linkedin

Business student with customer service, event support, and administrative experience. Skilled in
communication, teamwork, Microscft 365, and supporting students in busy service environments.
Interestad in student support, office administration, and customer senvice roles.

Who you are:

"Business student with customer service,
event support, and administrative
experience."

What you Bring:

Education
Diploma Of Business Novth Bay, ON
Canadore College, Entrepreneurship September 2025-Frasent
Academy

*  Relevant coursework includes business communication, marketing, accounting, and organizational
behaviour.

*  Developed skills in teamwaork, writtan communication, presentations, and basic business planning.

Experience

"Skilled in communication, teamwork,
Microsoft 365, and supporting students in
busy service environments."

What you want:

“Interested in student support, office
administration, and customer service
roles."
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Education & Experience

Your education and experience sections show what you have studied, where you have
worked, and what skills you have developed.

[ Education | Education shows:

Education Your program, school, dates of study, and
Diploma Of Business nothBay. 0N relevant coursework or academic projects.
Canadore College, Entreprensurship September 2025-Frasent
Academy

*  Relevant coursework includes business communication, marketing, accounting, and organizational Experience shows:
behaviour.

Your job title, organization, location, dates,
and key responsibilities.

*  Developed skills in teamwaork, writtan communication, presentations, and basic business planning.

Experience
Customer Service Associate Morth Bay, ON .
Fresh Stors Grocery may 2026 - rresent|  OtrONg bullet points show:

*  Assisted customers with questions, purchasas, and product locations in a busy retail environment. What you d |d' W hat sk|| I S you u Sed , a nd
*  Operated the cash register and handled transactions accurately. h ow you F WO rk con nects to t he JOb

*  Communicated with supervisors and team members to complete daily tssks.l

mmunity Involvement

— Experience

f X0 in canadorecollege.ca



What Else to Include

A resume can include additional sections when they help show that you are a good fit

for the job.
. . . Volunteer Experience, Projects, and Community Involvement
Depending on your experience, you may include:
° i Event Support Volunteer Morth Ba)
Vqunteer EXperience ) . Canadore Volunteer Support September 2025 - Pre
d C Ia SS proj ectsora Cad emic proj ects *  Helped set up and clean up studant events, workshops, and cultural sctivities.

*  Greeted students, answered basic questions, and directed participants to event araas.

* Certifications or training

« Technical skills or software skills g;‘;‘;‘::r;“ﬁte'l‘;d“’ Jonuary 2026 ton]
¢ La ng ua ges, |f re I eva nt tO t he jO b *  Coordinated a class business project with four group members.

° Awa rds' SChOlarShIpS, or aCh|evementS *  Presented project findings clearly to classmates and instructor.

Avoid:

Do not include personal information that is not needed for the job, such as a photo, age, marital status,
or full home address.

Key point:

A resume can include additional sections when they help show that you are a good fit for
the job.
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Additional Experience, Skills, and Certifications

These sections help show experience, training, and skills that may not fit under
regular paid work.

Volunteer experience and projects show:
Relevant experience, teamwork,
Event Support Volunteer Marth Bay, ON

Canadore Volunteer Support September 2025 - Present Ieadership, communication, and
*  Helped set up and clean up student events, workshops, and cultural activities. commun |ty in VO IVe men t.

Volunteer Experience, Projects, and Community Involvement

*  Greeted students, answerad basic questions, and directed participants to event araas.

Group Project Leader Morth Bay, ON .
Canadore College fanuary 2026 - May 2026 Skills show:

* Cpordinated a class business project with four group members. TOOIS abI|ItIeS and Strengths yOU can use
) ’
in the workplace.

*  Presented project findings clearly to classmates and instructor.

Skills & Certifications
Microsoft 365 Suite Obtained March 2025 Certifications show:
*  Experience using Microsoft Word, PowerPoint, Qutlook, and Excel for school projects, L. e ’ .
communication, and basic data organization. Tra NN g or q u al |flcat 10Ns th at m ay hel p
Standard First Aid and CPR-C First Aid Training Ong you meet jOb req uirements.

Obtained April 2028
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Different Styles of Resume

Common Resume Styles:

Chronological Resume
*  Showcases Job Experience Primarily
*  Used to quickly determine the relevance of experience

Functional Resume Or Skills Based Resume
*  Used by new grads to highlight skills rather than work

Combination Resume or Hybrid Resume
*  Functional and Related Skills in addition to Chronological Work History
*  Highlights skills and accomplishments with Job Duties

Non-Traditional Resumes

* May Include infographics, images, portfolios, custom web pages, targeted resumes
*  More common for artistic roles

* Infographic Resume: Uses an infographic style to showcase design skills
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Resume Templates

Pathways Template

Word Templates

Education

YouName Here
Phone Number | Email | Linkedin
2-3 lines summarizing your program, relevant experience, key skills, and job goal

Google Docs Templates

Education Title,
Institution
+ Bullets

Experience

city
Dates of Study/ Date of Completion

Position Title
Organization
e Key Information
* Bullets

Position Title
Organization
+  Key Information
« Bullets

City,
Dates of Employment

city,
Dates of Empioyment

Projects, and C:

Nature of Participation/
Achievement/Position
Organization

«  Key Information Bullets

Nature of Participation/
Achievement/Position
Organization

* Key Information Bullets

Skills and Certifications

city,
Dates of Participation

City,
Dates of Participation

Skill Name

Location/ Organization of Obtainment
Date Obtained

Resumes and Cover Letters

2

ZURAIDE ELORRIAGA

chronological res... & Modern chronalogical cov...

Phillips

Taylor | H

ZURAIDE ELORRIAGA -

© S s

eoce

-

Blue spheres cover letter

N

Yuuri Tanaka

<

Photo cover letter Geometric cover letter

Carmelo Barese

Your Name

Resume

P

Resume

ATS & humans both need to read your resume. The simpler and easier to read the better!
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Standard Practice on References

Today in Canada references are not usually expected, although some employers may
still want them upfront

Standard:

Do not include references on resumes, employers
will usually ask for references separately or after the
interview.

Exceptions:
Some workplaces may require references up front;
they may want them on the resume or separately.

Operating Principle:

Review the employer’s application instructions
carefully, only include references if they explicitly say
they want them upfront.
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What Should You Do Next?

Before the next video, try picking a resume template and filling it out

Next Video:
Tailoring your Resume

Kristopher Smith,

Coordinator International Student Services,
Canadore College
Kristopher.Smith@CanadoreCollege.ca

Office Locations:
Monday & Friday: 60 Commerce Cres, E100
Tuesday, Wednesday & Thursday: 100 College Drive, C210
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