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CHECKLIST: 

CREATING AN EFFECTIVE RESUME 

Recommended practices to help you create a 
dynamic resume that articulately outlines relevant 

skills and experiences 
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Know Yourself And Set Course 

Building your resume can be a difficult task. You must be able to describe your experiences 
and skills effectively and in as few words as possible. The checklist below will guide you 
through the process of ensuring your resume is clear, concise, and most of all, effective. 

☐  KNOW YOUR EXPERIENCE LIKE YOU KNOW YOUR
COFFEE ORDER
You shouldn’t have to think about it, and you should know exactly how your skills relate to
the job. Print the job description and write down how you’re qualified for each task listed.
Then, add those qualifications it to your resume.

☐ UNDERSTAND THE ROLE
Print the job description you are applying for and understand it well. Make sure you tailor
your resume to the experiences they are looking for.

☐  WRITE DOWN ALL OF YOUR ACCOMPLISHMENTS
AND SKILLS
This will allow you to remember all that you have done. While you may not add everything to
your resume, it will help you remember applicable experiences and skills.

☐ CHOOSE A TEMPLATE/FORMAT THAT WORKS
There are many templates available to build your resume. Pick one that best fits you, but
make sure to keep it professional. You can find many great templates on the Employee
Career Services Source page or by searching on Google.com.

https://stlukes.sharepoint.com/sites/hr/SitePages/Employee-Career-Center.aspx
https://stlukes.sharepoint.com/sites/hr/SitePages/Employee-Career-Center.aspx
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Describing Your Previous Experiences (Contributions, 
Accomplishments, Results) 

Knowing how to describe your previous work experience in a compelling, informative and 
meaningful way can be one of the most challenging pieces of creating or updating a resume. 
This can be especially difficult when you are trying to show how a previous role is relevant and 
uniquely qualifies you for the position to which you are applying. 

One of the best ways you can talk about your previous work experience on your resume is to 
focus on your contributions, accomplishments and results 

☐ Talk About your Contributions
Describe the specific additions, improvements or qualities that you contributed in your last role.
What were you able to add to the product or service that your team was responsible for
delivering? What got better because YOU were there? What would be missing from your
previous team/company/role if you had never been there?

☐ Talk about your Accomplishments
Talk about the “wins” you were able to produce. Think of this as your highlight reel. What
improved because of your work or the work of your team? What challenges did you overcome to
reach a particular goal or objective?

☐ Talk about your Results
What specific results can you highlight that you or your team were able to accomplish? What
problems did you solve? What outcomes did you produce? How much money did you save or
how did you further the mission and objectives of your team or company? Describe the work
you are most proud of in your previous roles and tell the reader how that work directly qualifies
you for the role to which you are applying.

Your role descriptions need to tell the reader some of the main functionalities of your previous 
roles, but they need to do so in a way that highlights YOU, the person - the professional - the 
employee, not just your job. 
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Resume Do’s and Don’ts 

Do… 

☐ Edit your resume for
spelling and grammar
errors.

☐ Ask a friend, co-worker or
Career Coach to look
over your resume before
you apply.

☐ Research resume
templates and choose the
one that is best for you
and your particular
experience.

☐ Use action words to
describe your previous
work experience.

☐ Include all RELEVANT
work experience that
qualifies you for the role
to which you are applying.

☐ Use summary sections to
quickly highlight your
skills, strengths,
experiences and
professional
accomplishments.

☐ Use bullet points.

Don’t… 

☐ Let your resume go over 2
pages in length, unless
you are a Provider or have
extensive leadership
and/or executive or
academic experience.

☐ Put your picture on your
resume.

☐ Include an objective
statement. Use summary
sections instead.

☐ Use overly colorful or
unprofessional templates.
Keep it simple and classic.

☐ Submit a resume that has
NOT been edited
extensively.

☐ Choose a template design
that wastes space with
large empty sections.

☐ Include long paragraphs
of text that take a long
time to read. Use bullet
points and keep it simple.

☐ Include roles that aren’t
relevant to the position to
which you are applying.
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Questions to Inspire Strong Content 

When writing your resume, it is important to include information that is specific to the role you 
are applying for and “wow’s” your readers. Answering the following questions may help you 
identify valuable information to include on your resume. 

☐  WHAT GOT BETTER ON YOUR TEAM BECAUSE OF
YOUR CONTRIBUTIONS?
Try to be brief yet specific.

☐ WHAT DID YOU TAKE FROM ZERO TO A FIVE?
Did you improve a process, create a policy, etc. that improved the patient experience or
improve quality & safety?

☐ WHAT PROCESSES DID YOU CREATE OR IMPROVE?
Consider possibilities like TEAMwork boards, committees, special projects, etc.

☐  WHAT SKILLS, STRENGTHS, OR EXPERIENCES DID
YOU UTILIZE THAT WERE UNIQUE TO YOU?
Be creative. What makes you unique and different from other candidates?

☐ ARE YOU UTILIZING ACTION VERBS?
Action Verbs help your resume shine. Use the graphic below to help you find more
descriptive words.
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Fine Tune Your Resume 

☐ REVIEW, REVIEW, REVIEW
Spelling errors are distracting and show a lack of attention to detail. Find all of them because
your readers will find “the one.”

☐ HAVE OTHERS READ YOUR RESUME
Other people will be able to find errors and inconsistencies that you will miss. Lean on friends
or family. Don’t forget about Employee Career Services!

☐ REMEMBER: USE STRONG ACTION VERBS
Blooms Taxonomy Action verbs can help you articulately describe your experience. The
thesaurus in Word can also provide strong action verbs (you can do this by highlighting a
word on your resume and push the Shift key and F7 at the same time).

☐  REMEMBER: CONTRIBUTIONS, ACCOMPLISHMENTS,
RESULTS
Go through each role and summarize what you did. Make sure to list your contributions,
accomplishments, and results.
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Sample Resume (pg. 1) 

We have included a simple example of what an effective resume looks like. There are additional 
examples and templates located on the Employee Career Service Source page. 

https://stlukes.sharepoint.com/sites/hr/SitePages/Employee-Career-Center.aspx


Page 8 of 8 

Sample Resumes (pg. 2) 


	Know Yourself And Set Course
	☐  KNOW YOUR EXPERIENCE LIKE YOU KNOW YOUR COFFEE ORDER
	☐ UNDERSTAND THE ROLE
	☐  WRITE DOWN ALL OF YOUR ACCOMPLISHMENTS AND SKILLS
	☐ CHOOSE A TEMPLATE/FORMAT THAT WORKS

	Describing Your Previous Experiences (Contributions, Accomplishments, Results)
	☐ Talk About your Contributions
	☐ Talk about your Accomplishments
	☐ Talk about your Results

	Resume Do’s and Don’ts
	Do…
	Don’t…

	Questions to Inspire Strong Content
	☐  WHAT GOT BETTER ON YOUR TEAM BECAUSE OF YOUR CONTRIBUTIONS?
	☐ WHAT DID YOU TAKE FROM ZERO TO A FIVE?
	☐ WHAT PROCESSES DID YOU CREATE OR IMPROVE?
	☐  WHAT SKILLS, STRENGTHS, OR EXPERIENCES DID YOU UTILIZE THAT WERE UNIQUE TO YOU?
	☐ ARE YOU UTILIZING ACTION VERBS?

	Fine Tune Your Resume
	☐ REVIEW, REVIEW, REVIEW
	☐ HAVE OTHERS READ YOUR RESUME
	☐ REMEMBER: USE STRONG ACTION VERBS
	☐  REMEMBER: CONTRIBUTIONS, ACCOMPLISHMENTS, RESULTS

	Sample Resume (pg. 1)

