
Career Development 
Resources



Brightspace D2L Page just for SBS Students. Pin this to your start page! 
Check the announcements regularly . The good stuff is under the 
Content tab. 















https://career.Arizona.edu



Resume Building 
(Actually, this is Old Main)



R e s u m e s

• Foundat ion of  your  appl icat ion

• The purpose of a resume is to get an interview! 

• Your  Personal  Brand

• Your resume is only one part of your personal brand, but if it isn’t good, the 
other parts don’t matter.



U s e  t h e  S B S  
T e m p l a t e !

Why?

• Using the SBS Template gives you 
the best chance of landing an 
interview.

• It is standardized, easy to read, and 
liked by recruiters and ATS systems 
(more on that later)



Resume Template Choice

● Use the SBS resume template!

● The template has instructions built-in 
and can be found on the SBS Students 
Career Hub D2L page. 

Resume Templates



FIRST AND LAST NAME 
Phone Number • Professional or School Email • (City, State) • Personalized LinkedIn URL 

 
PROFILE SUMMARY (op1onal)*  
The profile summary is a quick overview of your professional skills and abiliHes. Your overview should help the reader 
understand your background and why you are a good fit for the posiHon for which you are applying. This paragraph 
never includes personal pronouns (do not use – I, me, or my) and should clearly connect your skills to the job. Consider 
the following structure: Sentence 1: Overview of your work history and years of experience. Sentence 2/3: Experience 
with required hard and soU skills. Sentence 4: Purpose of resume (SGPP Student seeking internship at Company X as a 
Widget Research Specialist).  
 
EDUCATION 
University of Arizona, School of Government & Public Policy, Tucson, AZ 0/0000 
Type of Degree, and Major (GPA only if required) 
 
PROFESSIONAL EXPERIENCE 
Job Title  0/0000 – Present 
Company Name, City, State 
• Each job should have 2-6 bullets to describe your achievements and skills, and for clarity, avoid acronyms when 

creaHng your bullets 
• You do not need to bold keywords in your resume and keep your font to size 10 – 12 
• Your current job is in present tenses; all other jobs are in past tenses 
• Use verbs and power words to make your resume stand out 
 

Job Title  0/0000 – 0/0000 
Company Name, City, State 
• Highlight your skills and abiliHes by using the CAR Method (Challenge, AcHons, Results) Be sure to incorporate 

metrics ($, %, #, etc.) whenever possible.  
• Challenge – what was the challenge/situaHon/task you were trying to improve; AcHon – what acHons did you take 

to create change; Results – what was the final result/outcome, or impact of your acHons (use #’s, %’s).  
 

ACADEMIC PROJECTS 
Course Title – Project Title 0/0000 – 0/0000 
University of Arizona, Tucson, AZ 
• If you have less than 2-3 years of professional experience, consider adding an Academic Projects secHon with 1-3 

standout school projects. This will allow you to connect your academic training to your workforce readiness 
• Use the CAR Method to include a short overview of what you did on the project. Be sure to include outcomes and 

metrics  
• Including school projects will also help you tailor your resume as it will add skills.  
• Over 98% of Fortune 500 companies use Applicant Tracking Systems (ATS). ATS soUware allows the company to 

screen candidates by scanning resumes for keywords. Your resume needs to match the job descripHon for you to be 
forwarded in the process. For more informaHon on ATS SoUware 

 
ADDITIONAL INFORMATION 
Technology Skills: Some jobs ask for specific skills; include those and other tech skills you develop during the program. If 
lisHng “Excel” always include examples of your proficiency (Ex: Pivot Tables, X-Lookup, Basic formulas, etc.)  
CerHficates: Add completed cerHficates   
Languages: Be sure to include languages you can converse in and levels of proficiency (Add proficiency) 
 
 
*Profile summaries are a great way to showcase your skills and that you meet the minimum requirements of a job 
descripHon. That said, it is more important to highlight work experience and limit your resume to one page. For this 

Good Template Bad Template



HEADER
• Include your Name
• Email Address

• Location (optional)
• LinkedIn (optional)



PROFILE 
SUMMARY
• Optional 
• Ideal for those who might not have a ton of work experience
• Make sure you do not include “I” or “me” 
• 3-5 sentences max
• Tailor to job description  -End with, “Applying for the 

position of XYZ at Company ABC”. 



EDUCATION 
SECTION
• Adding your high school experience isn’t necessary - 

listing that you are a university student implies that you 
finished high school 

• Optional to have your clubs and scholarships listed in 
this section 



EDUCATION 
SECTION
• GPA is optional (unless there is a GPA minimum 

requirement in the job description)



PROFESSIONAL 
EXPERIENCE
• You want to add the duties and tasks performed at your 

jobs, and include the skills used to accomplish those tasks
• You don’t want to be vague, such as “Uplifted team 

members at work.” –How did you “uplift” them?
• Page 14 Wildcat Career Guide
• Begin with Action Words
• Use metrics ($, #, %)
• Bullet Points: Task –Actions -Results
• Refrain from using “I” and “me”
• Results driven





PROFESSIONAL 
EXPERIENCE



PROFESSIONAL 
EXPERIENCE Examples



ACADEMIC 
PROJECTS
• This is an optional section
• Recommended only if you completed something 

substantive in your academic career that is relevant to 
the job description

• Policy analysis, research, honors thesis, study, etc. 
• Summarize the topic of your academic project
• Then elaborate on the duties and skills utilized



ADDITIONAL 
INFORMATION OR 
SKILLS 



Most recruiters spend six seconds on 

average reviewing a resume
A l w a y s  T a i l o r  
y o u r  r e s u m e

• Do you meet the minimum 

qualifications?

• Do your listed skills align with the 

position?

• Are your interests/goals aligned with the 

role and organization? 



A few words about using AI

• Don’t share personal information (name, 

address, identifiers). 

• Use sparingly as a tool to help, not as a 

primary author.

• Make your prompts clear and specific.

• Read and edit outputs carefully!

• Most of the document should be in your 

own words.

• AI is good for formatting and drafts.

• Generate multiple outputs until you get 

what you want.

• AI is bad at personalizing and 

hallucinates often.

• You do not need to accept AI 

suggestions! 



Resume

Chat GPT can assist with bullet point wording.
“Write a bullet point beginning with a strong 
action verb that highlights these skills (X) 
used to produce this result (Y).”

Revise

AI can help re-word bullet points, phrases, or 
emails. For example, “Make this email sound 
more professional” or “Change the tone of this 
message to be more respectful” 



Test it  out!

Chatgpt.com 

Begin with a bullet point and ask AI to make it stronger, more impactful, or 
incorporate a quantitative result. 

Start broadly, “what are some entry level job titles that Political Science majors would 
be qualified for?” Drill down, -”what companies hire for XYZ positions?” 



Questions?
Before we briefly talk about Elevator Pitches?



Elevator Pitch

A 30 second overview of 
an individual’s 
knowledge, skills, and 
accomplishments*

*Source: http://internships.about.com/od/networking/g/elevatorspeech.htm



Quickly tells the audience:

• Who you are
• What your unique skills are
• What you have accomplished
• What your future goals are

Goals of your pitch:

• Engage in a conversation
• Tell your story
• Differentiate yourself
• Create a relationship
• Get the listener to say, “tell 

me more…”



Guidelines for creating your elevator pitch*

Who are you?
     Name, school, graduation year
     What industry are you pursuing?
     Background, industry before SGPP?
     What was your role and main responsibility?

What do you have to offer?
     What prior experience suggests reasons for targeting this function/industry?
     How can you add value? What contributions can you make?
     What makes you unique from other candidates? 
     What benefits can employers derive from your skills, based on proven accomplishments?

Call for action: The Ask
     What is your goal, your desired next step from here?
     What question(s) could you ask to invoke further dialogue?

*Permission granted by DePaul University, Kellstadt Graduate School of Business to use worksheet content. 
https://kellstadtcmcblog.files.wordpress.com/2015/06/elevator-pitch-handout.pdf



What jobs am I qualified for? Where do I start looking?



•Handshake
•LinkedIn
•Indeed.com etc.
•Company 
Websites
•Personal and 
alumni networks
•Career Fairs
•Internships



Questions? 


