Resume Bullet Cheat Sheet
Free from all-docs.net. No signup required. Use it to rewrite every bullet on your resume.
The formula
[Strong action verb] + [what you did] + [measurable result]
Example: Rewrote the returns email templates and cut repeat contacts on the same order by a third.
Strong action verbs
Leading: Led, Managed, Directed, Coordinated, Oversaw, Supervised, Mentored
Improving: Improved, Increased, Reduced, Cut, Streamlined, Optimized, Accelerated
Building: Built, Launched, Created, Designed, Developed, Implemented, Automated
Winning: Generated, Sold, Negotiated, Secured, Won, Grew, Delivered
Weak openers to avoid
Responsible for, Worked on, Helped with, Duties included, Assisted with, Tasked with
Before and after
Before: Responsible for customer service.
After: Handled 60-plus customer calls a day and kept satisfaction above 90 percent.

Before: Worked on the company website.
After: Redesigned the checkout page and cut cart abandonment 18 percent.

Before: Helped with training new staff.
After: Trained 12 new hires and cut onboarding time from three weeks to two.

Before: Responsible for social media.
After: Grew the Instagram following from 2,000 to 15,000 in a year through weekly campaigns.
Two rules
1. Put a number on 60 to 70 percent of your bullets. If you do not have the exact figure, estimate conservatively and say so ("about 30 percent faster").
2. Match the words in the job posting. Use its exact phrasing for skills and tools, because applicant tracking systems often filter on exact matches.

Names, addresses, phone numbers and email addresses in the examples above are fictional. Replace every one of them with your own before you send anything.
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