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Agenda

Topics Covered

국문 이력서와 영문 이력서 차이점 보기

Resume Format

Effective Resume Layout & Structure
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Understadning Korean 
Resume

01
Purpose

기업이 필요로 하는 경력과 자질
을 갖추었는지를 확인하는 절차
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Understadning Korean 
Resume

02
Format

기업 별 규격화 된 형식이 존재
하여 정해진 항목을 채워 나가는 
형식

01
Purpose

기업이 필요로 하는 경력과 자질
을 갖추었는지를 확인하는 절차
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Understadning Korean 
Resume

02
Format

기업 별 규격화 된 형식이 존재
하여 정해진 항목을 채워 나가는 
형식

01
Purpose

기업이 필요로 하는 경력과 자질
을 갖추었는지를 확인하는 절차

03
Content

사진, 개인 정보, 학력, 자격증 등 
신상 관련 정보가 대부분으로, 
다소 규격화된 내용
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Understadning English 
Resume

01
Purpose

직무 수행을 위해 필요한 경험과 
역량 및 성장 가능성을 보여주는 절차 
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Understadning English 
Resume

02
Format

형식이 자유로우며 지원한 직무
에 맞게 원하는 카테고리를 
선택해 작성 

01
Purpose

직무 수행을 위해 필요한 경험과 
역량 및 성장 가능성을 보여주는 절차 
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Understadning English 
Resume

02
Format

형식이 자유로우며 지원한 직무
에 맞게 원하는 카테고리를 
선택해 작성 

01
Purpose

직무 수행을 위해 필요한 경험과 
역량 및 성장 가능성을 보여주는 절차 

03
Content

최소한의 개인 정보, 학력, 직무 
관련 경험, 보유 기술 등 개인 
능력 위주의 내용
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Resume CV



Writing Effective Resume Helen Baek

Resume : 이력서
한 페이지로 이루어진 간결한 문서
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Resume : 이력서
한 페이지로 이루어진 간결한 문서

CV : Curriculum Vitae 삶의 과정
경력, 학력, 수상경력 및 성과

비교적 자세히 기술한 문서
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123 Your Address    City, , State, , Zip Code     (xxx)-xxx-xxxx    your@email.com 

JOHN SMITH 
123 Your Address  

  City, State, Zip Code  
(xxx)-xxx-xxxx 

youremail@gmail.com 

Administrative Assistant with 6+ years of experience organizing presentations, preparing facility 
reports, and maintaining the utmost confidentiality. Possess a B.A. in History and expertise in 

Microsoft Excel. Looking to leverage my knowledge and experience into a role as Project 
Manager. 

P R O F E S S I O N A L  E X P E R I E N C E
REDFORD & SONS, Boston, MA  
Administrative Assistant, September 2015 – Present 

• Schedule and coordinate meetings, appointments, and travel arrangements for
supervisors and managers

• Trained 2 administrative assistants during a period of company expansion to
ensure attention to detail and adherence to company policy

• Developed new filing and organizational practices, saving the company $3,000
per year in contracted labor expenses

• Maintain utmost discretion when dealing with sensitive topics
• Manage travel and expense reports for department team members

BRIGHT SPOT LTD, Boston, MA 
Secretary, June 2011 – August 2015 

• Typed documents such as correspondence, drafts, memos, and emails, and prepared 3
reports weekly for management

• Opened, sorted, and distributed incoming messages and correspondence
• Purchased and maintained office supply inventories, and being careful to adhere to

budgeting practices
• Greeted visitors and determined to whom and when they could speak with specific

individuals
• Recorded, transcribed and distributed minutes of meetings

E D U C A T I O N
RIVER BROOK UNIVERSITY, Chicago, IL 
Bachelor of Arts in History, May 2011 

• Honors: cum laude (GPA: 3.6/4.0)

A D D I T I O N A L  S K I L L S
• Expert in Microsoft Office, with a focus on Excel
• Bilingual in Spanish and English
• Web and tech savvy, require little to no training
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COVER LETTER RESUME/CV

123 Your Address City, , State, , Zip Code (xxx)-xxx-xxxx your@email.com

JOHN SMITH 
123 Your Address  

  City, State, Zip Code  
(xxx)-xxx-xxxx 

youremail@gmail.com 

Administrative Assistant with 6+ years of experience organizing presentations, preparing facility 
reports, and maintaining the utmost confidentiality. Possess a B.A. in History and expertise in 

Microsoft Excel. Looking to leverage my knowledge and experience into a role as Project 
Manager. 

P R O F E S S I O N A L  E X P E R I E N C E
REDFORD & SONS, Boston, MA  
Administrative Assistant, September 2015 – Present 

• Schedule and coordinate meetings, appointments, and travel arrangements for
supervisors and managers

• Trained 2 administrative assistants during a period of company expansion to
ensure attention to detail and adherence to company policy

• Developed new filing and organizational practices, saving the company $3,000
per year in contracted labor expenses

• Maintain utmost discretion when dealing with sensitive topics
• Manage travel and expense reports for department team members

BRIGHT SPOT LTD, Boston, MA 
Secretary, June 2011 – August 2015 

• Typed documents such as correspondence, drafts, memos, and emails, and prepared 3
reports weekly for management

• Opened, sorted, and distributed incoming messages and correspondence
• Purchased and maintained office supply inventories, and being careful to adhere to

budgeting practices
• Greeted visitors and determined to whom and when they could speak with specific

individuals
• Recorded, transcribed and distributed minutes of meetings

E D U C A T I O N
RIVER BROOK UNIVERSITY, Chicago, IL 
Bachelor of Arts in History, May 2011 

• Honors: cum laude (GPA: 3.6/4.0)

A D D I T I O N A L  S K I L L S
• Expert in Microsoft Office, with a focus on Excel
• Bilingual in Spanish and English
• Web and tech savvy, require little to no training
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COVER LETTER 

1

2

3

4

5

5

6

7

Personal Info, Contact 
Details & Date

Company’s Details

Salutation/ Greeting

An Introduction that 
grabs their attention

Reasons you’re perfect 
for the company

Reasons you’re perfect 
for the company

A compelling & strong 
finish

A closing sentiment 
& your name
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RESUME/CV

123 Your Address City, , State, , Zip Code (xxx)-xxx-xxxx your@email.com

JOHN SMITH 
123 Your Address  

  City, State, Zip Code  
(xxx)-xxx-xxxx 

youremail@gmail.com 

Administrative Assistant with 6+ years of experience organizing presentations, preparing facility 
reports, and maintaining the utmost confidentiality. Possess a B.A. in History and expertise in 

Microsoft Excel. Looking to leverage my knowledge and experience into a role as Project 
Manager. 

P R O F E S S I O N A L  E X P E R I E N C E
REDFORD & SONS, Boston, MA  
Administrative Assistant, September 2015 – Present 

• Schedule and coordinate meetings, appointments, and travel arrangements for
supervisors and managers

• Trained 2 administrative assistants during a period of company expansion to
ensure attention to detail and adherence to company policy

• Developed new filing and organizational practices, saving the company $3,000
per year in contracted labor expenses

• Maintain utmost discretion when dealing with sensitive topics
• Manage travel and expense reports for department team members

BRIGHT SPOT LTD, Boston, MA 
Secretary, June 2011 – August 2015 

• Typed documents such as correspondence, drafts, memos, and emails, and prepared 3
reports weekly for management

• Opened, sorted, and distributed incoming messages and correspondence
• Purchased and maintained office supply inventories, and being careful to adhere to

budgeting practices
• Greeted visitors and determined to whom and when they could speak with specific

individuals
• Recorded, transcribed and distributed minutes of meetings

E D U C A T I O N
RIVER BROOK UNIVERSITY, Chicago, IL 
Bachelor of Arts in History, May 2011 

• Honors: cum laude (GPA: 3.6/4.0)

A D D I T I O N A L  S K I L L S
• Expert in Microsoft Office, with a focus on Excel
• Bilingual in Spanish and English
• Web and tech savvy, require little to no training

Personal Info, Contact 
Details & Date

Skills Summary

Work Experience

Work Experience

Primary responsibilities 

Primary responsibilities 

Education

 Qualifications 

1

2

3

5

4

6

7

8
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corporate & confident



Writing Effective Resume 
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1. Divide your information into columns
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1. Divide your information into columns

Contact Details

Short Introduction

Education

Experience

Skills/Professional
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1. Divide your information into columns

• Clean ways to present information

• Separate things clearly

• No over-crowded

• Skimmable (필요한 부분을 찾거나 요점을

알기 위해 훑어보는 것)

Heading, Sub-heading, bullet points,

spacings, etc

• Visual interest
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2. Formatting and layout
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Set the margin

• Page margin on all sides

• Overall readability of resume

• no less than half an inch

• Narrower margin not recommended

• No cut off text when prints off

2. Formatting and layout
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Set the margin

• Page margin on all sides

• Overall readability of resume

• no less than half an inch

• Narrower margin not recommended

• No cut off text when prints off

Aligned to the left

• Inclduing section headings

• To avoid unnecessary eye jumps

• Easier to follow and scan

• Don’t right-align any text

2. Formatting and layout
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Eye-catching header

• Topmost section “Read” this area

• Your name, contact info, job title

• Short sentence summarising you

• Links to your website, Linkedin,

social media pages

하이라이트, 요약 일반적인 제목 x

나만의 상품을 한 문장으로 설명할 수 있는 

헤드라인 문구 o

i.e. “Customer oriented administra-

tive professional with over 6 years 

of expereince”

2. Formatting and layout
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Eye-catching header

• Topmost section “Read” this area

• Your name, contact info, job title

• Short sentence summarising you

• Links to your website, Linkedin,

social media pages

• What your field of study is

• What your skills and experiences

are (ones that are relevant

to the job)

• Why you’re applying for this posi-

tion and/or this company

2. Formatting and layout
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Set headings for each section

• Experience, Education, etc

• Clear to readers

• ATS-friendly (application)

2. Formatting and layout

Eye-catching header

• Topmost section “Read” this area

• Your name, contact info, job title

• Short sentence summarising you

• Links to your website, Linkedin,

social media pages
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  명확한 시각적 정보 계층 생성

3. Create a clear visual hierarchy
of information
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• Visual Hierarchy

  명확한 시각적 정보 계층 생성

3. Create a clear visual hierarchy
of information
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•	 Visual Hierarchy 

•	 Most relevant and recent  
experiences higher  

•	 Visual spot

11
2

2
3

  명확한 시각적 정보 계층 생성

3. Create a clear visual hierarchy  
	 of information
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• Internships

• Extracurricular activities

• Projects

• Volunteer work

• Skills

11
2

2
3

  명확한 시각적 정보 계층 생성

3. Create a clear visual hierarchy
of information
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4. Use infographics

인포그래픽, 데이터 시각화
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•	 Iconic

•	 Visual emphasis to contact info

•	 Make it easy - visually prominent

4. Use infographics
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• Skills infographics

• Visual explanation

• Keep fonts clean and professional

• Logo you’ve worked

• Impressive visual read

• Watch your audience

• Iconic

• Visual emphasis to contact info

• Make it easy - visually prominent

4. Use infographics
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5. Use consistent colour scheme



Writing Effective Resume Helen Baek

•	 Main colour

•	 Sub colour

•	 Background colour

•	 Font colour

5. Use consistent colour scheme
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• Main colour

• Sub colour

• Background colour

• Font colour

• 2 - 3 consistant colour

• Your key main point to main

• No distracting or unprofessional

• Visual impact incorporates

• Your personal colour

5. Use consistent colour scheme
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6. Choose the perfect font



Writing Effective Resume Helen Baek

6. Choose the perfect font

• Choose best fonts of professionals

in your field

• Don’t use more than two different fonts

• Legible on screen and print

• Font size 11 and 13 points

• Consistent font sizes

- Heading, sub-heading, body text, etc

• Sans serif fonts - creative digital fields

• Serif, Sans serif, Script, Thin, Blocky

• Find relavant resume examples and

print them to test
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7. Follow industry norms

• Make several distinct resumes and

test which one gets the most

responses

• Try different resume design

• Most leads - stick to using that one

• Turn resume into a website

업계 기준/규범에 따르다
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Adobe Editing Program

Indesign Photoshop Illustrator Acrobat
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Use the right file type

PDF

File name

HelenBaek_Resume .pdf




