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▪ Promote layout

▪ Tailor to the job

▪ Tell the truth

▪ Highlight measurable results
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Promote layout
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Keep length between 475-600 words
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Tailor to the job
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Important keywords

To apply keywords that match the job, for example you are applying for financial 
analyst role in Google, trying to pick up keywords from job description:
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The top 10 soft skills in demand

(from live career.com)

The development of soft skills is a crucial part of fostering a dynamic workforce.

Critical thinkingCommunication Adaptability

Social skillsOrganization Friendly personality

CreativityTeamwork skills …

Interpersonal 

communication
Punctuality …
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Tell the truth
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Buzzwords and cliches to avoid in resume

For example:

Worked with project controlling 

team for 5 years and led 10 

projects relating to robotics.

Experienced

For example:

Completed  a Python 

course in 10 days and 

passed final exam.

Fast learner Team player

For example:

Registered for future skills 

training and completed more 

than 10 courses aside of 

normal work.

Self-motivated

For example:

Executed the finance 

transformation strategies to 

increase automation in 30% 

by mid of 2022.

Result-driven Flexible

You can try with more specific expressions:

For example:

Collaborated with IT to set up a 

portal for expense claim.

For example:

Supported general accounting 

team for 2 months when lack of 

workforce.
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Highlight measurable results
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The X-Y-Z resume bullet point formula

▪ Saved 12 hours in monthly sales report preparation by using Power BI and 

collaborating with IT colleagues;

▪ Acquired 150 new accounts in 1 month by promotion seminars and 

competitive packages;

▪ Guided a group of 7 students to win 2nd place at Finance Innovation. 

Challenge by knowledge transfer, slide update and presentation review.

Accomplished X as measured by Y, by doing Z

For example:
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Please study Unit 2 Personal
Effectiveness for more details 
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