


Hey there!

We’re excited to share our Ultimate Career Resume Guide + Examples with you. It’s based on
years of experience helping job-seekers land roles at top companies. This document, of course,
is just the tip of the iceberg. At Leland, we’re committed to offering quality content, a community
of individuals to support you, and world-class coaching to help you achieve your career and
educational goals.

Accessing personalized help from individuals who are more senior in their education or career is
the first step toward accomplishing your goals. We want to make sure that everyone has access
to coaching at a price that works for them.

To that end, we guarantee that we can find you a world-class coach that fits your budget,
background, and goals.

So, let’s get started. You can sign up for Leland here, and we can help you match with the right
coach.

We hope you find the following resume tips and examples extremely helpful. Let’s get you your
dream job!

- The Leland Team

A little preview of how Leland works.

https://applicant.joinleland.com/signup
https://applicant.joinleland.com/signup


The Ultimate Career Resume Guide + Examples

Your resume plays a crucial role in determining whether or not you’ll receive an interview for
your job of interest. Given the importance of the resume in the job-seeking process, you should
dedicate the requisite time to create, review, and polish it. Use this guide for an in-depth dive
into creating a powerful resume to be recruited for high-potential career paths such as
investment banking, private equity / venture capital, consulting, product management, and
more.

Why is a Resume Important?

The resume is one of the most important parts of getting an internship or job for several
reasons. We’ve outlined them below:

1. It's You on Paper – Recruiters read resumes for an overall view of applicants’ careers,
professional achievements, skills, and hobbies. For them, it’s a window into what you
might be like as an employee, so it’s important that it presents a flattering and holistic
view of your candidacy.

2. It's Critical to Your Interview – During the interview process, the resume will also be
important because it guides the questions and discussion topics. Making sure your
resume is very polished, and knowing how to talk about each part of it, will set you up for
success in the interview and the rest of the job application process.

3. It's Your Chance to Show Off Your Relevant Experience and Writing Skills – Finally,
the resume is a chance to highlight your written communication skills. You should
describe any accomplishments clearly and concisely to demonstrate that you are
mature, articulate, and insightful. Highlighting all relevant experiences and skills will help
you show that you are the perfect candidate for the role.

What Does a Great Resume Look Like?

First and foremost, let's talk about how a resume should look. Here are 4 tips for nailing the
perfect format:

1. Length – Recruiters spend a very short amount of time reading your resume, so you
want to hit on the key points rather than overload them with information. Get your
resume onto a single page — refined and simple. If you submit a three-page resume or
worse, a short novel, your application will go to the bottom of the pile.



2. Font and Spacing – Don't get fancy, go with the classics: Calibri, Arial, Times New
Roman, or Garamond. Personally, we recommend Times New Roman. The font size
should be at 11-12 point, with 14 point for the headings. Keep the margins at one inch.
These are small things, but remember that recruiters will read hundreds of resumes, and
you don't want them tripping up on your resume because of small formatting issues.

3. Color – For colors, stick to black and white. Anything different will distract from the
resume’s purpose: communicating who you are as a professional.

4. File Type – Most companies will specify their preferred file format, but generally
speaking, a PDF is the best way to go. It's clean, clear, and looks professional.
Furthermore, it will stay consistent regardless of what program or type of computer it’s
opened on. We recommend naming the PDF file using the following format: “Last Name,
First Name” (e.g., Brown, Robert).

Now you have an idea of what your resume should look like! If you've done everything right, it
should look like the examples shown at the end of this guide.

What to Include on Your Resume

Now that we've nailed the format, we can talk about what actually goes into the resume, namely,
your contact information, education, work experience, and other involvement. We'll take it
step-by-step in the following sections.

1. Contact Information – This one is fairly straightforward. Make sure to include the
following: name, email address, phone number, and LinkedIn profile. Separate each part
by vertical lines, dashes, or bullets.

If you’re applying for more technical or design-based roles such as software engineering,
product management, tech consulting, UX, graphic design, etc., you can consider
including your Github profile or personal website/portfolio in this section. We recommend
not including hyperlinks, but instead in pure text. It should look like this:

2. Education – Now that you've completed the contact information section, you can tackle
the education section.

For each degree, mention the university, major/minor, date of graduation, GPA, and any
honors and distinctions (including athletic or extracurricular involvement). As with your
work experience, choose bullet points that showcase impressive achievements and
leadership skills.



As a general recommendation, don’t include your high school in your resume.

For applicants with more work experience, keep each entry brief and highlight only the
key achievements, along with any research work, projects, etc. that show your
leadership skills and exemplary business qualifications.

When done right, the education section should look like this:

3. Work Experience – The next, and most important, section on your resume will detail
any professional experience. Expect this block to take up about two-thirds of the page.
Here, you'll list each role in reverse chronological order. You should aim to have at least
two work experience entries. Keep non-relevant job experience out of your resume.

A few tips and tricks:

● Start With Company, Role, and Dates – This sounds obvious, but the first thing
you need to do is state where you worked, what you did, and for how long you
did it. If it’s not a widely recognized company, include a single line explaining
what the company does (e.g., Lucid Software – A high-growth SaaS company
that provides cloud-based visual productivity applications)

● Be Relevant – Employers want to make sure you’re the right fit for the role and
can fulfill its specific requirements. The best way to demonstrate your fit is by
confirming that you meet the job qualifications within the experience section. If
you want your resume to pass the screening process, we highly recommend that
you tailor it to the specific role that you’re applying for. Use the keywords from the
job description, highlight the skills that match those listed in the description, and
explain the impact you’ve had using those skills. Research the company’s values
and communicate that you’ve demonstrated them in the past. Even if your
previous experience was in a different role or industry, adjusting your resume
with keywords and directly addressing the employers' needs within your resume
can immediately make your profile more relevant.

● Use The XYZ Formula For Your Bullets – The XYZ formula was coined by
Google as a way to structure your bullet points – it works perfectly to detail any
accomplishment. Google describes this as "Accomplished [X] as measured by
[Y], by doing [Z]." Use your bullet points to articulate the exact actions and impact



that you made at each organization. Write all bullets in the past tense to ensure
professionalism and consistency.

Example for a Non-Technical Role:

“Shifted coverage of 75% of sales accounts to 3rd party agents, leading to 5%
revenue increase and 20%+ reduced costs”

Example for Technical Role:

“Worked cross-functionally with engineering, product, and data science to design
and deliver a new database, which grew to be used by 100+ employees, creating
$10k+ in cost savings on a daily basis”

● Show Them You’re A Leader – Recruiters love to see leadership, so highlight
this as much as possible. Whenever you’re able to, spotlight instances where you
led groups, teams, and projects. Even small things, like organizing a
company-wide social event, matter.

Examples:

“Managed three marketing campaigns; controlled 30k in advertising spend
resulting in 47% customer acquisition growth”

“Led a global intern team of five to automate a semiconductor design; reduced
the cycle cost by 15%”

● Be Specific and Give Results – Numbers are super important. While we know
you might not always have them, being able to quantify your impact will make
you stand out to the recruiter. If you can’t be specific using quantitative data, use
qualitative data.

When writing your bullet points, think about the answers to these questions: What
numeric results did your actions drive? How much money did you make/save for
your company? How much revenue did/can your new initiative/project generate?

Some prior work experience might be confidential; if so, we recommend using
descriptive titles instead.

For Example:

“Presented to upper management on a pharmaceutical company’s potential $300
million acquisition of a healthcare company”



“Created presentation materials for a manufacturing company’s $150 million
Initial Public Offering”

Each bullet should communicate tangible proof of your actions, as well as the
significance of those actions to the company. The goal is to highlight for the
recruiter that you’re someone who can bring about significant, measurable
outcomes in the role.

For Example:

“Oversaw $15M annual marketing budget; provided data analytics for five
marketing vice presidents”

“Discovered $10.1M yearly opportunity within the vendor segment's campaign
creation process; identified cause of 420,000 yearly foregone advertisements
(15.4% of vendor's yearly total)”

● Indicate Action – When describing your accomplishments, don’t use
non-descriptive words like “worked” and “did.” Aim for more “punchy” verbs like
“executed,” “spearheaded,” and “drove,” and try not to use the same verb twice.
Certain action verbs work best for specific types of roles. It may sound like a
small thing, but the way you describe what you’ve done matters. When you’re
competing against thousands of other job applicants, every word counts!
Leverage Wharton Business School’s list of resume action verbs (see here) to
make your resume stand out.

For Example:

“Led the global launch of an in-app feature using telematics data that reduced
driver phone handling by ~4%”

“Managed 250 volunteers by overseeing logistics, volunteer transfer, and
effective teaching and planning”

● Show Growth – Growth can be shown in multiple ways. The three main ways
are through promotions, impactful projects & initiatives, and career progression.
Each of the roles you list should indicate an upward professional trajectory.
Promotions are a key signal of growth, of course, but taking on more challenging
projects within a role and driving impressive results are just as important.

4. Leadership and Other Involvement  – The leadership and involvement section is the
place where you can detail any extracurricular involvement, volunteer experience,
personal accomplishments, and any other leadership bona fides that might distinguish
you from other applicants.

https://cdn.uconnectlabs.com/wp-content/uploads/sites/74/2019/08/Resume_Verbs.pdf


Format your experiences in this section similar to those in your work experience section.
We recommend starting this section by listing career-related school organizations you’re
a member of or in which you hold leadership positions. If you’re not active in any
career-specific organizations, list other organizations where you have been involved in
leadership.

When writing your bullets, prioritize the ones with the greatest impact; for example, those
where you led teams for a university charity, implemented a change at your university,
spearheaded the fundraising committee for your club’s annual alumni reunion, or raised
thousands of dollars, etc. Your goal for this section is to depict job-related leadership
potential, the ability to drive results, and a knack for collaboration.

Here’s what a sample Leadership & Service section looks like:

5. Skills & Interests – For the skills section of your resume, list the skills you have
acquired that are listed on the job description that you’re applying for, and the most
common tools utilized by professionals in that job. If you haven’t acquired any of the
skills listed in the job description, start educating yourself on those tools by looking at
free tutorials and guides online and listing them on your resume when you feel
comfortable with them. Industry-specific certifications are great additions to the skills
section of your resume.

For interests, select those bullets that no other candidates could possibly list on their
resume: Writing (the book you wrote with your State Senator), Gardening (the
community garden you helped plant whose proceeds went to benefit HIV research), the
Six Sigma Black Belt certification you earned in your spare time. Languages, sports, and
hobbies make great bullets here.

Here's how your Skills & Interests section might look:



Additional Resume Tips & Tricks

Okay, we've covered the biggest parts of the resume — now, let's bring it home with a few final
tips and tricks.

● Focus on YOUR impact – Rather than indicate company-wide results, be
hyper-focused on highlighting your own impact, including what you did and the results
you drove.

● Double Check Everything – This also goes without saying but make sure to go over
your resume several times before you submit it; it's really easy to overlook punctuation
and spelling errors when you've been looking at your computer screen for hours on end,
and you don't want to discover a typo the day after you submit your job application!

● Don't Exaggerate – Many job applicants are tempted to inflate their stats or give
themselves promotions on their resumes. Don’t do it. If you get to the interview phase,
you’ll be held accountable for every word on your resume, and employers conduct a
thorough background check on applicants to make sure they’ve done everything they
say they have. Again: don’t do it.

● Human Touch – Finally—and this one often gets overlooked—be yourself! As we said,
recruiters will read hundreds of applications for certain roles, and if you can offer a hint of
humanity and a breath of fresh air, it will stand out. The last section of your resume is a
good place to include little human touches.

Examples:

“Love reading 19th-century Russian Literature”

“Surfed the biggest typhoon swell to come through Southern California in decades in the
summer of 2012”

“Avid, yet mediocre, long-distance runner”



Best Resume Templates

Leland Resume Template
● Download the resume template

Harvard Resume Template
● Download the resume template

Wharton Resume Template
● Download the resume template

Stanford Resume Template
● Download the resume template

Career Specific Resume Tips + Examples

Now that we have shown you how to properly format your resume and what it should include,
we are going to give you the top five resume tips and sample resumes that got students into
investment banking, private equity/venture capital, consulting, and product management.

Your resume is the only document that sits between you and the interviewers. These
high-potential careers are difficult to break into and we want to make sure you have the right
resume to get an interview. Listed below are sample resumes that have landed students jobs at
top firms in these exclusive industries. We are confident that these examples and expert insights
will help you get a better understanding of what the recruiters are looking for and will help you
prepare for how to best demonstrate your experience to get the interviews.

The tips and tricks listed with each sample resume were given by professional Leland coaches
with prior experience in each job and industry. Our coaches have helped numerous students
land high-potential jobs and interviews using this same advice. Sign up for Leland to see our full
list of coaches.

Investment Banking Resume Tips (Example Resume)

These tips came from Leland Coach Julia M., a Private Equity Associate at Thoma Bravo and a
former Investment Banker at Lazard.

1. Quantify your impact – Use numbers where you can (e.g., how many acquisition
targets did you source, what price target did you pitch for a stock competition, how many
hours did a process you developed save your team, etc.).

2. Nail the education section – Include relevant courses taken (e.g., economics, finance,
accounting, etc.), test scores in terms of raw score and percentile, awards and
accolades, and club participation.

https://library.joinleland.com/s/Leland-Career-Resume-Template
https://ocs.fas.harvard.edu/files/ocs/files/template_bullet.doc?m=1598221019
https://cdn.uconnectlabs.com/wp-content/uploads/sites/74/2022/03/RESUME-GUIDE_March2022-1.docx
https://www.gsb.stanford.edu/sites/default/files/files-fpp/20801/Resume-Template.docx
https://applicant.joinleland.com/signup
https://applicant.joinleland.com/coach/julia-mahterian


3. Don’t sleep on the “interests” section – The interest section is arguably the most
interesting piece of your resume. Be mindful of the impression your interests give; it’s
best to be both genuine, specific, and non-controversial.

4. Get the low-hanging fruit right – Make sure to catch any errors in spelling, grammar,
or formatting before sending your resume out. This is a very small thing that makes a
very big difference. As an extension of this, give your resume a full appearance by trying
to have each line get as close to the right margin as possible.

5. Remember there’s much more to you than your resume – Use it to get a first coffee
chat or interview, but once in there, expound beyond what’s listed on the page. More
importantly, remember that the resume shows what you did but your interview shows
who you are.

PE/VC Resume Tips (Example Resume)

These tips came from Alex W., a Private Equity Associate at Francisco Partners and a former
Investment Banker at Credit Suisse.

1. Show selected transaction experience – If you have had transaction experience in a
prior role at an investment bank or investment firm, highlight it in your resume. Deal
experience is valuable and interviewers love to ask questions about how you contributed
and if you think it was a good deal or not.

○ Example: Advising Autonomous Driving Company on Potential ~$1bn Acquisition
of Computer Vision Company (Closed Summer 2021)

■ Led strategic and financial advisor to a buy-side team seeking to acquire
a multinational computer vision company focused on autonomous driving
and currently undergoing a dual-track (IPO vs. sale) process

■ Produced comprehensive valuation analysis using public company
comparables, precedent transactions, DCF, LBO, and AVP models to
inform the strategic valuation range for the buyer and evaluate merits of
the sale over the IPO process

2. Quantify impact – Using numbers to quantify impact within given roles is an easy way
to demonstrate your impact at an internship or job. Remember to include the value of
deal size (TEV, revenue, EBITDA, etc.), # of outreaches, # of acquisition targets, etc. Do
not exaggerate and do not go overboard, but give some flavor to size and scope.

○ Example: “Completed valuation (DCF, LBO, multiples, AVP), strategic, and
market analysis of 2 mid-cap communication companies in consideration of
potential ~$7.0b enterprise value acquisition; produced ~40-page pitchbook and
presented to team leadership”

3. Show interest in industry focus – Many PE/VC firms are industry-focused (e.g.,
focused on technology, industrials, consumer, etc.). List your relevant experience in your
resume that shows interest in the applicable industry.

○ Practical Application: You don’t have to show all of your internships, but you can
focus on those that are most applicable to the industry that your PE/VC firm
focuses on.



4. GPA and test scores – Many PE/VC firms use GPA and test scores as an initial screen
in the recruiting process. Make sure to keep your GPA high in college and consider
retaking the ACT/SAT if your initial scores weren’t satisfactory. There generally isn’t a
hard and fast cut-off, but you don’t want GPA or test scores to be the reason you are cut
from the interview list. Remember to include Latin honors or other applicable
associations in the education section.

○ Example: “GPA: 3.95/4.00 | SAT: 1520/1600 | ACT: 34/36”
5. List personal interests – Show that you have a personal life beyond your test scores,

finance internships, and college life. Choose interests that are appropriate and that you
would welcome discussing in an interview. This is an opportunity to show your
personality and fun side.

○ Example: “Interests: Poker (No-Limit Texas Hold’em), Snowboarding, Country
Music, Traveling”

Consulting Resume Tips (Resume Example)

These tips came from Leland Coach Camden R., an HBS MBA Candidate, and former
McKinsey Consultant.

1. Show lasting impact – Consulting is all about creating a lasting impact for clients.
Consulting firms want to see how you have driven impact at your school, in your work,
and in leadership positions.

2. Focus on unique outcomes – Don’t waste space describing what anyone in your role
would have done. Focus instead on unique outcomes that you enabled. Talk about what
you did, how you did it, and the impact you achieved.

3. Include who you are as a person – The resume should provide a view not just into
what you’ve done, but also into who you are as a person, including your background,
strengths, and interests.

4. Prioritize your experiences – Prioritize the experiences you include. Depth is more
valuable than breadth, so do not include every job you have ever had.

5. Share unique experiences – In your Leadership, Skills & Interests section, share truly
unique experiences about what you have done and/or enjoy.

Product Management Resume Tips (Resume Example)

These tips came from Leland Coach Neha S., an HBS admit and former Product Manager at
Facebook.

1. Quantify your results – Help your resume reader understand how great you are by
quantifying results wherever possible and placing them into context. For example,
“delivered large increase in cost savings for a client” is much less powerful than
“delivered $50M in support function cost savings within 10 weeks, exceeding the initial
target of $30M by 66%”

https://applicant.joinleland.com/coach/camden-robinson
https://applicant.joinleland.com/coach/neha-singh


2. Emphasize execution and product sense skills – Execution is broadly defined as the
ability to get things done, while product sense can be thought of as product intuition or
judgment. Examples that showcase your ability to get projects delivered in the face of
resource or time constraints are relevant and help you stand out.

3. Showcase examples that demonstrate your leadership and drive – The role of a PM
is often described as “leadership without authority” or “leadership through influence.”
This is because as an entry-level product manager, you are responsible for your team’s
results, despite the fact that no one on your team actually reports to you! Campus club
and internship leadership experiences are typically a great place from which to source
these examples.

4. Highlight any technical experience – You don’t need to have studied Computer
Science (though be sure to mention that if you have), but any technical experience can
be helpful in signaling to recruiters that you know how to thrive at a tech company. List
any courses (UX Design, Product Strategy), tools (JIRA, Figma), or relevant skills (e.g,.
UX design, CSS, HTML).

5. Pay attention to resume norms and details – This sounds obvious, but I see countless
undergraduate resumes that are longer than one page, riddled with typos, and not in
PDF format. Given that a product manager’s overarching purpose is to create a good
user experience, overlooked details can leave an unnecessarily poor impression.

We hope that you’ve found this guide to be helpful. The example resumes can be found below.
If you are looking for 1:1 help from experienced coaches to help you accomplish your career or
educational goals, sign up for Leland today. We are excited to be on this journey with you!

https://applicant.joinleland.com/signup


Investment Banking Resume Example
Role: Investment Banking at Lazard



PE/VC Resume Example
Role: Private Equity Analyst at One Equity Partners



Consulting Resume Example
Role: Associate Consultant at Bain & Company



Product Management Resume Example
Role: Associate Product Management Intern at Salesforce


