
Resume Writing
Building Bullet Points

● ÝƛŇƱŇŪĹǘŵƹƛĐŵŪƱĞŪƱŇŪóďƹşşĞƱ͟ƘŵŇŪƱĸŵƛŨóƱŨóśĞƣŇƱŨƹĐŁĞóƣŇĞƛƱŵƛĞóėĸŵƛǒŁŵĞǑĞƛǒŇşş
ďĞƛĞǑŇĞǒŇŪĹǘŵƹƛƛĞƣƹŨĞ͇

● ½ŁŇƣƘŵƛƱŇŵŪŵĸƱŁĞƛĞƣƹŨĞǒŇşşƘƛŵǑŇėĞŇŪƣŇĹŁƱŇŪƱŵǘŵƹƛƛĞƣƘŵŪƣŇďŇşŇƱŇĞƣ͈ƣśŇşşƣ͈óŪė
ĞǗƘĞƛŇĞŪĐĞŇŪǘŵƹƛƘƛĞǑŇŵƹƣǒŵƛś͈ƣŵŇƱͬƣŵŪĞŵĸƱŁĞŨŵƣƱŇŨƘŵƛƱóŪƱƘóƛƱƣŵĸǘŵƹƛƛĞƣƹŨĞ͇

Basic Bullet-Point Format:

SKILLS + WHAT YOU DID + RESULTS
͙óĐƱŇŵŪǑĞƛď͚ ͙ėĞƣĐƛŇƘƱŇŵŪ͚͙Łŵǒ ŵƛǒŁǘ͚

Examples:
Good: Checked out customers.
Better: Assisted customers with checking out at the register.
Best: Assisted customers in a timely and friendly mann ckr.
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