
How to Create a Compelling 
Resume

"We're going to let you in on a little secret: The average recruiter or hiring 
manager spends 6 seconds reading a resume." 

- Glassdoor
 

Below is an example of a clean, formatted resume that will help you pass the 6-
second test, make an impression, and land you in the "yes" pile. 

Convey translatable 
skills. Read through 
job description 
carefully to ensure 
relevant and 
translatable skills are 
front and center. 

List experiences in 
reverse chronological 
order: List your most 
recent experience first. 
This is preferred 
format for recruiters to 
see your progression 
in roles

Use bullet points to 
present 
accomplishments. 
Start each statement 
with an action verb 
such as "led", 
"organized", "built, etc. 
Quantify when 
possible. 

Don't go overboard. 
Using fancy graphics 
or formats can make it 
difficult for your 
resume to be read by 
an applicant tracking 
system 

Contact info: 
Including a 
professional email 
and phone number is 
standard so that a 
recruiter can get in 
touch with you.

Be mindful of the 
reader. Military 
acronyms might be 
confusing for a 
recruiter who doesn't 
have a military 
background 

Leave out irrelevant 
info (i.e. high school  
school part-time job 
at the movie theater 
or your proficiency in 
computers. 

Highlight skills and 
technological 
proficiencies. List  
skills or 
technologies that 
are included in the 
job description

Have a clearance?
Consider including 
any active security 
clearance you hold. If 
a clearance is stated 
as a requirement in a 
job descriptions, then 
include it.

Keep the format 
simple. Have clear 
section headers 
and enough white 
space so the 
document is easy 
to read. In addition, 
use standard fonts 
like Times New 
Roman, Calibri, or 
Arial.


