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Resume Writing:  Your 
Service Experience Can Land 

You a Job
To	join	the	audio	portion,	please	dial:		

1‐888‐989‐4712
Passcode:		6264590

This	session	will	begin	shortly.
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Tips for Participating
• Submit	questions	to	the	
presenter	at	any	time	
using	the	Q	&	A	feature.	

• Share	tips,	resources,	
and	ideas	with	other	
attendees	using	the	
Chat	feature.	

• The	phone	line	will	be	
open	later	in	the	
presentation	for	
Questions	and	Answers.
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Welcome 
to

Resume	Writing:		Your	
Service	Experience	Can	

Land	You	a	Job
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Today’s Team…

Liz	Matthews
Outreach	
Specialist

Suzanne	
Knizner
Project	
Specialist

Sharon	Rabb
Project	
Specialist

Robyn	
Stegman
Project	
Specialist
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Today’s Agenda

• Knowing	Your	Audience
• Translating	Your	Service
• Grabbing	Their	Attention
• Explaining	Your	Education
• Compelling	Professional	Experience
• Providing	Resources	
• Taking	Next	Steps
• Evaluation	
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Today’s Presenter

Denise	Riebman
Director,	Career	Development	and	Alumni	Services,	
Trachtenberg	School,	George	Washington	University
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Poll Results 

On	a	scale	of	1	– 5	with	5	being	the	highest:
• How	would	you	rate	your	knowledge	of	what	
makes	a	resume	stand	out?

• How	would	you	rate	the	strength	of	your	
resume?
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Managing the Resume Process
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Getting Real
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I_Need_a_Job_NOW_PRETTYPLEASE@gmail.com

Let’s Talk Facts …
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How is your resume being read?
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Perfect Resumes

• Might	not	know	anything	about	your	field
• Keywords,	Keywords,	Keywords
• Error	Free
• Sharp	and	easy	to	read
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Formatting Your Resume
• Search	Engine	Optimization	(SEO)
• Top	of	resume	needs	to	grab	

attention
• PDF	format
• Format	for	non‐format	websites
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What are THEY looking for?
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Nonprofit Sector
What	are	they	looking	for?	
• Mission	and	culture	fit;	Commitment	to	service
• Accomplishment	driven	but	understand	that	not	everything	
can	be	quantified

• International	NGOs	‐ often	longer,	more	detailed,	cv‐like	

Where	can	you	learn	more?	
• http://philanthropy.com/article/R‐sum‐s‐Matter‐
What/57414

• http://www.bridgestar.org/Library/WritingEffectiveResumes.
aspx

• http://www.jposc.org/career_management/documents/Writi
ngaResume_devex_en.pdf

• https://www.devex.com/en/blogs/development‐careers
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Public Sector
What	are	they	looking	for?	
• Longer	(3‐5	pages	on	average)
• Very	specific	employment	information	(dates,	salaries,	
supervisors)

• Highly	detailed,	responsibilities	AND	results	
• Format	will	vary	for	state/local	government

Where	can	you	learn	more?	
• http://www.resume‐place.com
• http://www.ourpublicservice.org
• http://www.makingthedifference.org
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Private Sector
What	are	they	looking	for?	
• Big	names,	Big	scores,	Big	Achievements

• Short	and	Strong

• Understanding	of	industry/using	the	right	language

• Leverage	transferrable	skills

Where	can	you	learn	more?	
• http://netimpact.org/careers
• http://caseinterview.com/consulting‐resume
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Are YOU what they are looking for?
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Challenge.	Describe	a	specific	problem	or	goal.

Context.	Talk	about	the	individuals	and	groups	you	worked	with,	
and/or	the	environment	in	which	you	worked,	to	tackle	a	particular	
challenge	(e.g.,	clients,	co‐workers,	members	of	Congress,	shrinking	
budget,	low	morale).

Action.	Discuss	the	specific	actions	you	took	to	address	a	challenge.

Result.	Give	specific	examples	of	the	results	of	your	actions.	These	
accomplishments	demonstrate	the	quality	and	effectiveness	of	your	
leadership	skills.

Translating Service into 
“Resume Speak” using CCAR
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Challenge:		Increase	number	of	youth	receiving	tutoring.

Context.	Partnered	with	school,	three	nonprofit	organizations	and	
parent	association;	Limited	financial	resources	and	lack	of	volunteers.

Action.		Identified	three	local	companies	for	volunteers;	Presented	to	
employees	about	being	a	volunteer	tutor;	Negotiated	with	HR	for	
employees	to	being	able	to	take	time	off;	Trained	10	new	tutors.

Result.	15	additional	youth	received	tutoring	during	the	academic	year;	
Brokered	three	new	corporate	partnerships	resulting	in	10	volunteer	
tutors	and	in‐kind/financial	donations	worth	approximately	$10,000.

Translating Service into 
“Resume Speak” using CCAR
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Let’s get started … length and width
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Let’s get started … at the top
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Objectives	Statements	
OUT

Professional 
Profiles IN

It’s not about 
YOU and what 
you WANT or

NEED.

It’s about what THEY 
WANT and how you meet 

their NEEDS.

Your contact information is all set … 
Now what?
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What	it	is:
• Why	you	are	an	IDEAL	match
• What	makes	you	UNIQUE

What	it	is	NOT:
• Restating	your	resume
• Generic,	clichéd	language

What is a Professional Profile?
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Community organizer focused on access to affordable housing.  
Bi-lingual professional experienced in building community coalitions funded 

through public-private partnerships.  Specialized skills: social media, 
community mapping, proposal writing and fundraising.

YOUTH DEVELOPMENT PRACTITIONER 

Program Management  Curriculum Design  Community Development

Professional Profile Examples
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Next up … Education Section
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Education Section:  Where does it go?  
What does it include?
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Education Section:  VISTA Specific
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Professional Experience Section
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Preference	is	Chronological	or	Hybrid

What	is	a	Hybrid	Model?		
• Similar	Work	Experiences	Clustered	
• Listed	chronologically

Section	Examples:
• Community	Development	Experience
• Classroom	Experience
• Environmental	Education	Experience
• International	Development	Experience
• Journalism	Experience

Professional Experience:  
Chronological or Functional?
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Position	Title	Examples:
• AmeriCorps	VISTA	Youth	Development	Coordinator
• AmeriCorps	VISTA	Member	– Volunteer	Manager

Explanation Examples:

Demonstrates they were hired at organization after year of service

Explains the program and service commitment

Professional Experience:  VISTA specific
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Time to Talk Accomplishments

So	what?
Who	cares?

Why	does	it	matter?
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Location
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Don’t worry….not 
everything can or 
should be quantified

Results, Results, Results
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BORE … Before and After
• Provided
• Assisted
• Responsible	for…
• Successful
• Accomplished
• Dedicated

• Leveraged
• Doubled/Tripled/Expanded
• Launched/Created/Piloted
• Produced
• Analyzed
• Spearheaded
• Cultivated
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BEFORE:		 Organized	home	builds	for	low‐income	
families

AFTER:		 Increased	by	25%	the	number	of	
weekday	volunteers	for	build	sites	resulting	in	3	
homes	completed	ahead	of	schedule	in	one	year.		

BEFORE: Responsible	for	3	EITC	centers	during	
tax	season	including	training	new	volunteers.

AFTER: Managed	3	high	volume	EITC	centers	
including	recruiting	two	new	accounting	firms	that	
committed	200	employee	hours	to	provide	free	tax	
services.		

Impact Accomplishments
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BEFORE:		 Wrote	community	resource	guide.

AFTER:		 Addressed	need	for	centralized	source	
of	bilingual	information	through	researching,	writing	
and	distributing	community	resource	guide	to	local	
residents.	

BEFORE: Wrote	3	grants	with	agency	staff.

AFTER: Successfully	secured	$25K	to	
rehabilitate	decaying	community	playground	
through	co‐writing	3	fully	funded	grant	proposals.	

Impact Accomplishments
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Accomplishment Examples
AmeriCorps	VISTA,	Volunteer	and	Construction	
Coordinator	– Habitat	for	Humanity	MetroWest/Greater	
Worcester,	August	2009	– August	2010
• Researched	and	wrote	land	acquisition	and	
development	proposals	submitted	to	local	and	state	
government	agencies,	lending	to	construction	of	four	
affordable	housing	units.

• Secured	$8,500	in	materials	and	financial	donation	
through	grant	proposals	and	partnership‐building.

• Recruited	volunteers	and	maintained	records	and	
communications	for	5,000	organization	contacts

• Scheduled	and	supervised	all	activity	on	Habitat	
volunteer	sites,	including	oversight	of	600	volunteers.	



Conference	Number:		1‐888‐989‐4712
Passcode:		#6264590	

Accomplishment Examples
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If	RELEVANT,	include	things	like….

What about my other “stuff?”

• Volunteer	or	community	service	work
• Community	and/or	academic	Leadership
• Professional	affiliations	and	memberships
• Language	skills	with	fluency	level	

o Possible	Descriptions:	Full	Professional	Proficiency,	Low‐
Intermediate	Proficiency,	Elementary,	Written	and	Oral	
Fluency,	Conversational	Proficiency,	Fluent)

• Professional	development	trainings	and	certifications
• Research	or	relevant	publications
• Travel
• Technology	Skills
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How do I include my other “stuff?”



Resume Example #1



Resume Example #2
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Questions? 1
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Resources

On	the	VISTA	Campus…

• http://vistacampus.org/course/
view.php?id=37&page=14

• What’s	Next:	Life	After	Your	Service	Year:	
http://encorps.nationalserviceresources.org

/whatsnext/index.shtml
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Next Steps

1. Translate	Your	VISTA	Service	into	
Accomplishments

2. Review	Job	Descriptions	for	Keywords
3. Review	LinkedIn/Resumes	for	Ideas
4. Create	a	Template	and	Standard	Resume
5. Ask	Others	for	Feedback	on	Your	Resume
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Evaluation

Please	take	a	few	moments	to	share	your	feedback.	
How	can	we	improve	these	sessions?	What	topics	
should	we	include	in	future	webinars?	

Thank	you	very	much	for	your	time	and	
participation!
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THANK YOU
for your participation!

If	you	have	further	questions	or	fore	more	information,	
contact	us:		

VISTAWebinars@CNS.gov

Researching	Grants
Wednesday,	July	17,	2013

2	– 3:30	PM	ET

Visit	the	Ongoing	Learning	page	on	the	VISTA	Campus	
for	a	complete	schedule	of	the	VISTA	webshops.
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Questions? 2


