
Step 1: Today’s Resume & The Master Resume

RESUME 101



WHAT IS A RESUME . . .

A document that showcases:

...who you are

...your experiences

...your strengths

...your skills and abilities

…why the employer should call you for an interview



PURPOSE OF A RESUME

To get you an interview!

 Note: Employers do use resumes to rule you out ▪



TODAY’S RESUME

•In today’s job market – you need to stand out!

•Customize your resume to every job

•Your Professional Resume will be 1-2 pages in length
•Depending on your experience and length of the job 

description

To assist you in this process start with a Master Resume! 

Master Resume has no page length



WHAT IS A MASTER RESUME?

• A document that contains all education, work, 
internship, volunteer and course work experiences. 
• Any additional skills, abilities, certifications etc. 

• Benefits of a Master Resume?
• Everything you have accomplished is in one document.
• It makes creating a customized professional resume simple.
• Your Master Resume becomes your LinkedIn profile.



HOW TO CREATE A MASTER RESUME

• Begin by creating a list of all jobs, internships, volunteer 
opportunities, and relevant course work.

• Then, under each, write brief descriptive 
accomplishment statements that describe all your skills, 
abilities, and responsibilities.
• Example-

• Grocery Store, Cashier
• Received payments by cash, check, credit cards, vouchers, or automatic 

debits
• Issued receipts, refunds, credits, or change due to customers
• Assisted customers by providing information and resolving their 

complaints



O*NET

• O*NET Online is a great resource to assist in describing 
your skills and abilities to an employer. 

http://online.onetcenter.org/

http://www.onetonline.org/
http://www.onetonline.org/


EXAMPLE PAGE OF O*NET



NOW THAT YOU HAVE A MASTER RESUME

• When you apply for a job you will “create” a new 
resume from your Master Resume.

• Choose items from your Master that meet the 
requirements & essential functions listed on the job 
description. 

• You have created a personalized resume, that is 
employer and job focused! 

• You should do this every time you apply for a position. 



NEED MORE HELP?

Visit 
Community Engagement & Career Development Office

100 Payson Smith Hall
Portland Campus 
(207) 228.8091

usmcareers@maine.edu

Visit us online: usm.maine.edu/cecd

mailto:usmcareers@maine.edu
https://usm.maine.edu/community-engagement-career-development

