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What is Career Services? 

Resume and Cover Letter 
Reviewing

Career Advising

Personality Assessment 

Mock Interviews/ Interview Tips

Graduate School PlanningConnecting Students with 
Employers

Job/ Internship Searching



Resume Purpose

The sole purpose of a resume is to get you an interview!!!

• Advertisement of the skills and qualifications you have to offer employers

• It may be your first contact with an employer, whether applying for an internship, co-
op or job opportunity.

• 15-30 seconds to make an impression



Top Tips

• No more than 2 pages

• Keep most important 
information at the top

• Contact Info
• Education

• Experience is INCLUSIVE
• Part-time
• Relevant Volunteer
• Internships



Top Tips

• Student Involvement counts
• Student Leadership 

demonstrates being well-
rounded



What if I lack experience? 



What if I lack experience? 

Articulate what skills you do have Transferable skills

Include optional sections 
Relevant courses (exclude GenEd courses)

Skills (Computer, Technical, Language) 

Include relevant projects

Leadership and Involvement TigerZone for Organizations



Resume Considerations

Resume DON’Ts
• Do Not Include

• Any high school information/ experiences
• Pictures or graphics (ATS)
• Personal information

• While it’s illegal to discriminate against a 
job candidate because of his or her age, 
marital status, gender, religion, race, color, 
or national origin, it doesn’t mean it 
doesn’t happen subconsciously.

• Everything you have ever been involved 
with 

• Important vs. Relevant 
• Membership does not equal leadership

• Do not send as a Word Doc
• Save and send/upload as a PDF

Resume DOs
• Please DO: 

• Keep your formatting simple
• Use the job description to help develop 

your resume (It tells you the exact 
criterion desired for a qualified person)

• Include the right keywords for the 
position (but don’t go overboard)

• Quantify your experiences: 
• Because 4 and 22% take less time to read 

than “four” and “twenty-two percent.” 
Plus, using digits saves you space.

• Quadroople chec for spelin mestakes



Expanding Your Experience



Securing an Internship

• Know your area of interest
• Work your network

• 80% of job opportunities/ internships are obtained through networking

• Attend Employer Events- Everything is Virtual!! (Handshake)
• Identify companies and organizations of interest
• Obtain student level membership with professional organizations in 

your field



What Can You Do Now?
• Schedule a job/internship search appointment with 

your Career Specialist
• Attend professional events (UofM and Community –

New Memphis)
• Update your Handshake/ LinkedIn Profile







Upcoming Events



FOLLOW US ON
SOCIAL MEDIA
uofmcareer UofM Career Services



Contact Us
Virtual Office Hours:

Monday – Friday, 8:00 a.m. - 4:30 p.m.
Caitlin Fisher

Email: cfisher2@memphis.edu
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