
10 Way to Help Your Resume Stand Out 
The first step to any good job search is to create an outstanding resume. Your resume is a 

potential employers first impression of you, and if it is a highly sought-after job, there is a chance your 
resume could get lost in the piles of other applicants. So here are 10 ways to make your resume stand 
out among the rest and land you the job of your dreams. 

1. Research 

Just like any good term paper, the key to writing a great resume is research. Before you write 
your first line you need to carefully read the job description and highlight any key words or terms you 
see save these in a word bank when for later. You should also look outside the job description for help. 
Find the company's website and read their core values. Stalk them on social media. What is important to 
them? Do they partner with any charities? Are they involved with any programs in your area? Doing the 
research beforehand will cut down on the time you spend on our next tip. 

2. Translate 

Now that you have done the research it’s time to tailor your own work experience to fit the job. 
Rewrite your experience to fit the job for which you are applying. Are you applying for an Administrative 
Assistant job when you have only worked in fast food? Maybe focus on the customer service aspect of 
that job. Remember: do not lie; translate. 

Needs work: Cashier at McDonalds: Took orders, handled money, cleaned, and cooked when 
necessary. 

Good: Provided excellent customer service at a nationwide fast-food chain serving 30-40 
customers per day. 

3. Heading 

Your heading is the first thing your potential employer sees, so it is important to make it eye 
catching, yet professional. Be sure to include your Name, phone number, email address, physical 
address, and a link to your LinkedIn. Why a link? You will be sending your email electronically and they 
are going to look you up anyway, so you might as well make it easy for them.  

4. Executive Summary 

It is always helpful to include a summary of what you are great at, most interested in, and how 
you can add value to a prospective employer. Think of this as a “30 sec. Elevator pitch” about yourself 
where you explain who you are and what you are looking for. 

5. Incorporate industry keywords into your resume 

Now that you have done the research it is time to tailor your own work experience to fit in the 
job. Remember that word bank of key words and phrases? Rewrite your experience and add those 
phrases in. For example: words like “accomplished,” “developed,” or “managed” sound better than 
“finished,” “led,” or “did.” This will make your resume sound more professional. Additionally, some 
companies use an automated filtering system to weed out certain resumes before human eyes ever get 



a hold of them. Naturally adding some buzzwords to your resume will help it get through the filter. But 
be sure not to go overboard with them. Once someone does get a hold of your resume, they will see 
whether you just use buzzwords to game the system or not. If you are having a challenging time 
translating, then move on to our next tip and come back to this one. 

 

6. Quantify & Qualify Achievements 

As you brainstorm responsibilities, it can be easy to simply list what you did, but, when possible, 
you should try to quantify and qualify your achievements. Were a team leader or manager? Include how 
many there were in your team. What was the average amount of customers you served? Qualifying your 
achievements means giving them some context. This is easily done by the “action + result” approach. 
What action did you take, and wat was the result? How did your action/decision positively affect your 
work environment? 

7. Adding Pertinent Skills 

Your skills are what sets you apart from other applicants. Chances are, most applicants will have 
similar backgrounds and experiences, so, adding a few skills that are unique to you can help you stand 
out. Can you speak another language? Do you know the entire Microsoft suite? Can you use Photoshop? 
Whatever it is, just make sure it is relevant to the job for which you are applying. Do not add skills just to 
add them. This can make your resume appear disjointed and congested. 

8. Volunteer or Internship Experience 

If you have any volunteer experience or have done any internships be sure to add them to your 
resume. Internships can give you added experience, which is a valuable commodity when applying for a 
job. Volunteer experience shows your potential employer your leadership skills, drive, and enthusiasm. 
If you do not have any experience be sure to check with Coastal Bend College for internship 
opportunities. 

9. Make it Visually Appealing 

You do not need to know anything about design to make a good-looking resume if you follow a 
few basic rules. Try to avoid templates as much as possible. Microsoft Word templates, while very 
appealing, can be very distracting. They often include multiple colors and fonts, which end up making 
your resume look unprofessional. Stick to professional fonts like Georgia, Times New Roman, Calibri, or 
Helvetica. Do not add any colors to your text or pages, a simple black and white look best. Do not 
include any pictures, including yourself. You want to stick to a minimal and aesthetically appealing 
design. See here <link to sample resume> for an example. 

10. Proofread 

Lastly, you are going to want to have someone proofread your resume before you send it off. 
Getting an extra pair of eyes on it can point out small spelling errors and grammar mistakes that you 
may have missed as well as some formatting tips. Asking a parent or a friend can be helpful but finding a 
professional to review your resume would be offered. Luckily, Coastal Bend College offers free resume 



writing consultations for CTE (Career and Technical Education) students. If you need help proofreading, 
formatting, or editing your resume please contact Trey Chapa at etchapa@coastalbend.edu.  

Starting a job search can be overwhelming but with these tips and a little help you too can have a 
resume that helps you stand out from the crowd. 

Be sure to keep an eye out for out next article for more tips and click here to see future articles. 

 

 

 


