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Developing a Targeted 
Résumé 

• everything must be 
relevant to the employer

• tailor your points to the 
position you are seeking

• must be customized, 
concise, factual and 
organized by relevance



Summary of Qualifications / 

Professional Profile

Education

Experience 

(Professional/Work/Relevant/Volunteer)

Contact Info



Relevant / Volunteer /Community Engagement / Leadership 

Experience

Relevant Skills (both technical & people/soft skills)

Suggested: Training, Certifications, Professional Memberships, 

Professional Development

Optional (if you have space) : Awards & Achievements

For these applications: include references (1 academic, 1 

professional)



Professional Profile / Summary of Qualifications

• Your professional identity or 
educational status, including field 
of study

• Relevant skills or traits developed 
through specific experiences

• Soft skill strengths, along with 
where they were cultivated

• Technical skills, software 
proficiency, or tools expertise

Can be a short paragraph 
or bulleted statements 

(3-4 sentences or bullet 
points)



Master’s-level Educational Counsellor with expertise in personal and career counseling, teaching, 

and mentoring. Skilled in brief therapy models, crisis intervention, and current counseling 

practices. Strong organizational and multitasking abilities; experienced in facilitating workshops 

and working in emotionally challenging environments.

[Professional Title or Degree] with expertise in [key skill areas]. Skilled in [specific technical or soft skills], 

with experience in [relevant experience or industry knowledge]. [Personal work style or strength], 

demonstrated through [specific achievement]. 

Too long. 

What can be 

removed? 



Skilled in [specific soft skills], with experience in [relevant 
experience or industry knowledge].

Examples



Skilled in [specific technical skills], with experience in [relevant 
experience or industry knowledge].

Examples



Skills

Choose 3 categories of skills relevant to the position 

(Focus on sustainability, project management, data analysis, stakeholder 

engagement, etc. ) 

Include examples from your academic, extracurricular, professional or research 

experience.



Research & Analytical Skills

•Qualitative and quantitative research

•Policy analysis and evaluation

•Environmental impact assessments

•Data visualization and interpretation

•Literature reviews and case study analysis

•Geographic Information Systems (GIS)



Technical & Scientific Skills

• Climate modeling and sustainability metrics

• Renewable energy systems knowledge

• Life Cycle Assessment (LCA)

• Carbon accounting and emissions tracking

• Statistical analysis (R, Python, SPSS)

• Environmental monitoring and reporting



Project Management & Coordination

• Grant writing and funding proposals

• Program evaluation and impact assessment

• Budgeting and resource allocation

• Deliverables tracking and reporting

• Event planning and facilitation



Stakeholder Engagement & Communication

• Community outreach and consultation

• Cross-sector collaboration (Indigenous, government, 

nonprofit)

• Public speaking and workshop facilitation

• Report writing and policy briefs

• Social media and knowledge mobilization



Sustainability & Environmental Policy

• Climate adaptation and mitigation planning

• Circular economy and zero-waste strategies

• Urban sustainability and green infrastructure

• Environmental justice and Indigenous governance

• Biodiversity and conservation policy



Leadership & Teamwork

• Cross-functional collaboration

• Conflict resolution and mediation

• Volunteer and community engagement

• Equity, diversity, and inclusion in sustainability



Digital & Technical Tools

• GIS Mapping (ArcGIS, QGIS)

• Data analysis (Excel, Tableau, Power BI)

• Programming languages for data science (Python, R)

• Graphic design for sustainability reports (Canva, Adobe 

Illustrator)



• Use accomplishment-based statements (with an 

outcome or result)

• Use past –tense action verbs



Education



Education

Degree title year – present

University of Victoria, BC

• Relevant courses, projects, title of thesis, GPA out of 9 (if impressive)

• Scholarships, awards, Dean’s list

• Expected graduation date: month, year



Education



Experience 



Experience 

Title of position month year – month year

Name of organization, City, Province

• Use accomplishment-based statements 

• Use action verbs that demonstrate specific skill sets

• Be consistent with your verb tenses 

• 3 – 5 bullet points



Accomplishment Statements  



Accomplishment Statements  



Accomplishment Statements  



Accomplishment Statements  

Challenge - The situation (problem or opportunity) that needed to be addressed

Action - The step(s) that you took to address the challenge

Result - The outcome and impact of the action you took to address the challenge



ChatGPT support



ChatGPT support



ChatGPT support



Research Experience



References

1 academic and 1 professional reference are required for 
the résumé used for Sustainability Scholars applications 

References

Dr. First Name Last Name – Title, University/Department

Email: email@example.com | Phone: (XXX) XXX-XXXX

First Name Last Name – Job Title, Organization

Email: email@example.com | Phone: (XXX) XXX-XXXX

mailto:email@example.com
mailto:email@example.com


Optional Sections



An effective (and 
tailored) cover letter 

Helps the reader to visualize you 

in the position



Do not just list all your qualifications, 

like in your résumé, because they’ve 

probably read your résumé before 

reading your cover letter. 



Writing a cover letter 





Writing a tailored cover letter



Writing a tailored cover letter 



Writing a tailored cover letter 



Writing a tailored cover letter 



Writing a tailored cover letter 



Q & A 



Conclusion



Additional Resources

Resume, CV and cover letter templates from the UBC Grad 
Studies Career Centre

Resume and Cover Letter Toolkit from the University of 
Toronto 

https://www.grad.ubc.ca/cover-letter-cv-resume-templates-ubc-career-centre
https://studentlife.utoronto.ca/wp-content/uploads/CC-Resume-and-Cover-Letter-Toolkit.pdf


Thank you!




