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e OQverview

e Create your MBA resume

e Define your future!
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It’s 2011. Aren’t Resumes Outdated?

 Facilitates networking introductions

 Reminds you to reflect on accomplishments at work
and in your extra-curricular pursuits

« Keeps you current, you never know when you’ll need a job
(or aresume)

* Oh, and you need one for business school!
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Prepare an MBA resume

Resume element | Job-search resume MBA resume

Length * One or two pages (though * One page (for any top school)
default to one)

Summary section At your discretion *Do not include
Technical skills * If requested on a job posting *Only if important to career
or specific to industry transition; remove simple

ones

GMAT & GPA * Do not include *Include if GMAT and GPA are
strong

College extra- e Start to streamline 2-3 years * Keep on resume

curricular out of school

activities

Industry jargon *Some (selective) *None
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1 page. | have so much to say.

Nagrape-

NAME
email@email.com (888) 5551212
Professional Experience Date to date
Bank Name Location Date to date
Assistam hansger (Folicy and Portdiolio hans ssmen)
Team Name Diate to date
+ Responsiblefordeveloping reveme generstion strategies for existing retail ssset
portfolios (Loans & Credit cards)

# Proposad, finslized and lannched new natiom-wrids Upsradzand FLIP strategias
zimad at upgrading high valus customerns to higher plastic
» Successfully developed and Eamched the Procsss map for Upgrads and ABC
strategies complete with failure analysis
Team I October 06 - Juby' (9
Responsibles for developine Policy gnidelines and processes, managing application
sy5tens and perfonmin s portihlio analysis of the [Specific Name] product (product
description)
+ Credit Risk mansgement
» Point of con@ct for policy sniddines and implementation issues. Conducted
reznlar mestings and trainings with key departments including Credit
Underwriting, Operatiomns and 23es for new polior development and clerifiation
» Establizhed mandsingy CeditPaolicy =it for cradit undsrwriers in 2l [number)
of locations in [cowmeey nzme]. Provided feadback o Jocation heads for cormative
zction agzinst low-soogers
# Fzsponsibls for deparimant’s compl izncs with Bank's rasnlations and complince
enidelines Deparment achisved “Satisfaciny”™ ratine in andits condncted in 3
VERTE

#  Mlember of the Cos Andit Team Dievdoped comprehens ive auditchecldiss and
conducted mack andits for 211 retail 2sset products
. Péﬂé:r?fed and implementad [neme of palioy] policy ®o prevent adverse customer
H on
+ Product and department wide process implementation
+ Initizied streamlininz of dapartment coststroctes tronsh 2 nawv cost estimation
process, expenss control initiztives and information manasmenst for cost
comparison & manitoring
»  Tdentified new fidds to becaprurad in the Application Processing System for
better policy tracking and higher operational efficiency.
» Zoded poliy chensss, refeeral and sceptance mls st for the decision making
100235
* R.agmmmhd s mplemented critical policy changes based on portfolio and

Before

competiton analysis

# Recommended action points o reduce d=linquency by approx. 1% based on
comprehensive analysis of the Pastfolio

& Implemented stricer norms for bigh frand prone Joations besed on anshysis of 6
maonths of reject data

»  Anzlyzad location sowrcins mix — Feject rezson dat and jdentifisd op pormnitiss
to increase approval atss by x%

= Conduaed comprehensive Competition Analveis for the prodna o identify zaps
and align existing policy goidelines to the market

+ Performance Awards:
= Awardsd 7 “Centificates of Achisvement for Stupendous Performance™

Bank? location Diate to date
Tezm et — team name (Jocation)
= ﬁp]i&duﬂ:ﬂim techmiques to manitor and partfalio paformeance and identify
ingquancy trends

= Prepared manhly portfolio reparnt that vwas press ented to the Top Manassment

= Prepared Center review reponts by coosdinating and collating credit and
delinguency data from all centers across India and analyzing the same

= Poovidad tusiness undarstandine for scos mods] development Tmplementad and
monitosed the first phass of Score modsls country-wids

= Activelyimobed inars mapping, das preparation and analysis for the first
National Honsing Board Andit Achieved “Satisfactory™ Andit mting

= Dleveloped processes for sendine consmmer dat and acossng r=ports on cradit
histosy of borrowers from CIBIL (Cradit Information Busesn of Indiz Lid)

= Member of the Cor Svsem Smdy Group fur implementing Loan Origination
System in the bank

# Performance Award:

= Awarded “Best Performer in [depariment ngme] for the year 88827 for my

specific depantment

Technical expertise:
= Advancad M5-0ffics (M5 Word, M5 Excel, Pawer point)
= Functionzl knowledse of SAS software

Eduwation:
B. Com, Schawl, Jocation Year
University merit list rank: 3™

Interests / other

Volnteer Experience [Mar'07 to Oct'07):

= Volunesrad at [oanization], an MG0 providine edncation o children with special
nzeds

Langusges: Mative spezher of Hindi, English
Interests: Fezding, Writing, Dancing
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Yes, It can be done

NAME
Addrers, Siy, 5T, ZF & Emadl comailBemail com & Fhawe: (@44) $55-1111

FROFESSIONAL EXFERIENCE
Compamy Location
Pasigaz, Tam Das fam - Dk i
* Eomdussd tm mow svmus frupgmdsy gy e T gk s [t miasmme = bighs

R rs b one e Streamline bullets (no

* Praduct imifagva & gemup s (pemdus docpses)
3 Commd md plonmesd dgemms pelsa Ko
Finlicy Name (2 =k

e
Faslc fr =i

I i S s bullets that are 3 to 4 lines)

o Reigcd cemms Ssmcs ooy gustebos to evohving skt squiemeats dhomgh quastsly comgeties puduct by
@ Extoblshod bimausl codis pelicy faes in oll naficawids kocicas e o, e
kighe lomm ammoen Emem Trmmod pocr pofmme s simnd loomsen Rosda an sr mommmms seema

= Feduesd leam doimquemcny pprmnimmnsly U demzugh dacsrmy of mow ddimquemey prodicen baed on competoaive
i oo o

e = s e el e by v £k ik i s de

¢ mousl mudie ming (zasabatocy] e Hoganncnt] o I ceasmcusive mudits thwugh compechnsive sl
checklns =d meck muds Cemnd mck pepestiea puidekney o ot Conmmer Coxd Rk e

T o N  Effective use of headings

2eed o 3 “Bei Practies™

a g k= v
with mzummyewids Comdi

a Ezmumd

o Com=cd 2 mew Mmageme: himmses Syassm (1) fr coar comp=aes =4 monassng. M
[——re

Coma pamy Location

Team Member, Toam Yams Dt fram - Dok i

* Propemed m Fuzeadl] R proef s qualiny sopems 20 ooy depmens osda and sap suomades memagemens

* Rzducsd modis spes scsming mmemind S Smoug s d dayass b e D Boun Somugh mow prmcoam e sopesng ool
epas Som dhs Coodis brfemmsion Bussm ofbudia Lad

g T e e Streamline “naming” section

* Evzlumsd dopleymes fmdsiin smd poensd was sssgmes smsng i 3 mew hina devdlaped e wgimss s
* Awmded “wwad mame” o frmmmam]

EDUCATION

School Name Location
Confaning odweaion stadoad Yeoar
# Councy imchude: Sample Coune L, Sample Coun 1, Sample Counc 3 - -
— -  Interior white space
® Rambood 3ed fof 000 wadma) ox Uniemisy Moz Las

INTERESTS AND ADDITIONAL SEILLS

e ——
@ Ogminscs s (Uibmed aoagu) - ol wikk
& Cepmizsics mams (UiEmed WO - sl wl
o Cmgmimses name (hdidkmsd NS0 - Deedlap
fregem szl mpemstls v ()

ara-pofk cgminsica fyox)
oo B2 cogmmiztice. fyex)
= Ememcial possnakiin, medel s omabls smaition Ssmocngeedies =

@ Ogminscs oo (b b oo pec] - Foriding olucsic & chikdes with apecial necds fres)
* Imtrmti: Reesding (fmien amd memSmsen), wesng mmsvs nom-fosas), dmsng (Belhwasd anis)
* Lasgeage: Hizdi fmasie apesia], Frmak (rmic)
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How do | decide what to include on my

“one page™?

o Sampleskills —

Organization

©
=
)
=
©
c
<

Results-
oriented

Company 1 * Created and implemented new project X X
management tool that allowed team to achieve
timelines and come in 5% under budget

Company 1 e Conducted requirements review with ~15 team X X
members, incorporated feedback and managed IT
relationship to implement results. Received XYZ
award for efforts.

Company 1 * Led team of three to create staffing model for X X X
organization post-merger. Identified S10M in
annual savings, presented results to
management; subsequently approved.

Note: Download resume table tool: SPARREY
na @a p CONSULTING

Unlock your full potential.
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© Sparrey Consulting, 2011

ldentify the 8-10 skills you want to

highlight

e Some suggestions to get
you started.:
s Quantitative
= Sales
= Client relationships
= Global relationships
= Presentation
= Facilitation
s Team building
= Qperations
= Marketing
= Technology
= Community engagement

SPARREY
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na@ap.

e OQverview

e Create your MBA resume

e Define your future!
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\Versions, versions.

How many should | have?

* Networking

e Application

e School specific

« Career/Goal specific

e LinkedIn®

SPARREY

CONSULTING
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Take care of the basics first

Common challenge What you should do

e Education listed first
 Industry jargon

* Including simple technical
skills

* Too little white space

 Consistent formatting &
punctuation

na@ap.‘

* Professional experience first
« Jargon-free, spell out acronyms

* Include only if important to your future goals
» Make sure it's something that 50% of your
peers couldn’t list

* Reduce bullets more than 2 lines

* Be selective, your resume doesn’t need to
include EVERYTHING!

 Create a clear structure

» Consistent font sizes & font
* Alignment
» Use of “periods”

SPARREY
CONSULTING

Unlock your full potential.
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Then move on to the tough parts!

Common challenge What you should do

e Focus on duties

* Not providing context

» Overusing adjectives (e.qg.

challenging, exceptional,
excellent)

» Gaps

na@ap.‘

* Highlight accomplishments

* Identify accomplishments that need context
* Number of people receiving awards
«$ and % impact if valuable

o Let your accomplishments speak for
themselves

*Be honest. Gaps happen, but show progress
after the gaps.

SPARREY
CONSULTING

Unlock your full potential.
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Begin updating your resume by

brainstorming recent accomplishments

Accomplishment - n

e The act of carrying out or achieving

e Something achieved or successfully completed

SPARREY

CONSULTING

n a @a pu- Unlock your full potential.
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Highlight accomplishments
Example 1 of 2

BEFORE: duties

e Conducted new deal review (conducted meetings with management,
structured valuations, analyzed competitive dynamics and internal review)
and valued transactions (modeled financials, conducted valuations,
completed company and industry diligence, structured transactions and
reviewed legal documents ).

AFTER: accomplishments

« Screened over 96 potential opportunities, 20% more than average analyst.

» Evaluated green building products market dynamics, modeled financial
impact of new recycling technology ($20M investment), convinced team to
increase bid price by $2M. First year returns 35% higher than forecast.

SPP:RRE\[
na @a p“ CONSULTING

Unlock your full potential.
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Highlight accomplishments
Example 2 of 2

BEFORE: duties

e Traveled to clients throughout the Long Beach, San Diego and Palm Spring
areas and led engagements from the initial planning and risk assessment, to
the fieldwork and the issuance of financial statements for a variety of public
and non-public companies, and non-profit entities.

AFTER: accomplishments

* Led engagements from initial planning and risk assessment, to issuance of
financial statements for a cross-section of industries. Achieved 100% client
retention by meeting deadlines and quality requirements for all client
engagements.

SPARREY

CONSULTING

n a @a pu- Unlock your full potential.
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Provide context for accomplishments

BEFORE: no context

* Received gold employee award in 2008 and 2009.

AFTER: context

* One of twenty-five people (5,000 employees eligible) selected for gold
employee award; received for creating new project management tool
implemented company-wide.

SPARREY

CONSULTING

n a @a pu- Unlock your full potential.
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Manage use of adjectives

BEFORE: extra adjectives

 Completed valuable program for most important client. Used exceptional
interpersonal skills to build consensus.

AFTER: focus on content

 Fortune 100 company, HR strategy: implemented talent management
tool to conduct real-time employee assessments for 5,000 manager-level
employees; conducted reviews and incorporated program feedback from 20

directors.

SPARREY
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What can | do about gaps?

e Consider what you did during the break
= What did you learn?
= How can you show that?

= Do not lose confidence. LOTS of people get
admitted to MBA programs with these gaps, just
be upfront.

* In the midst of a gap?
= Volunteer In an area you're interested In
= Uncover organizations related to your interest

= Find a start-up that could use your skills
SPARREY

CONSULTING

n a @a pu- Unlock your full potential.
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Review your completed resume using

four approaches

* Resume table (discussed earlier)
e Your Mom (Dad, sister, friend)
* A work colleague

e www.wordle.net

firms Business

; 1]"rnr:-t'h stages rlne lend family coach path accepted encourage
u-'mn%}[f o u%f.cmssiu] associate including eackers E\L‘Ept]{:rﬂ']\ providing C{J];I;!}!]]]]E] l]IIT\- top-tier
Lﬂ.d]I'I.F" E-Tﬂ]ﬂ[]'.li-"' l,,]]']l,,rg]ng prcpﬂrﬂt]ﬂ'[] S C Set b 15
Tuck 111for1115110n Coaching  Create USIrleSS

acceptance trajectory  specialties full pe(}ple gmd._mfd
Dieg Company  launching I setting define
coaching # ks, consulting” G Gy O
woal Specialties: Andrea Bdudre aluate

articulate ¢ « several im-:mcw 'i“_]]m comisin Hahard MEmEntum

applicationhelpoi jy t internship Consulting
decade “:sl_nrc':-\t::m prOfESSIOHﬂl volunteer en S spending {_,r"'. networklng options
positive  realize exciting Accountability member g S San Chl{:ﬂg[} G rﬂduate seek

ﬁg;‘]fgum . p arre yfarmd eﬁer L.iI]dll‘iilIE_"s Iﬂternatl O nal experienced  editing

lives adimissions transition . www. iparrc-.fmn-;u]mm com experience offers

best University — hard developing  formally paﬂner clear lifelong
aC Ieve AARP av: n]a Jlt p:}tenn il Detailed also Kellogs Federatic *Kdlmssm:z_i; launched

doors M worke
SPARREY

skills admission
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e OQverview

e Create your MBA resume

e Define your future!
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You want your resume to highlight your

preparation for the future

e Define your path
e Determine what is typically required

« Highlight ways that you are prepared

SPARREY

CONSULTING

n a @a pu- Unlock your full potential.
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Provide link to the future

-

ACTIVITIES

na@ap.

Chronological list of work
experiences within each job

List every project

Include all extracurricular
activities, including one-day
commitments, etc

No activities related to area of
Interest

BEFORE mmsssssssssssss) AFTER

Within each job, prioritize
projects / initiatives most
closely linked to future goals

Select specific projects to
highlight interest

Highlight activities most
related to interests

Join associations now to

actively explore interest
SPARREY

CONSULTING

Unlock your full potential.
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Consider your resume as a tool to

Improve your 2011 application

e Use it to identify gaps in your story
= Switching to marketing?
- Get some volunteer experience with a non-profit.
- Join some industry associations to network.
= \Want to do sales and trading?
- Include your own investing track record.
= \Want to do consulting?

- Find a local small business that can use some free strategic advice
and help them.

 ldentify gaps in my experience
= Need more conetent under community leadership?
- Find something that can build from your strengths.
= No real results from your job?
- Ask what you need to do for a promotion
- Any work awards you can aim for?
- Start tracking achievements; money you've saved, new revenue

streams SPARRE\[
na @a p“ CONSULTING

Unlock your full potential.
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Complimentary resume feedback

* Email us:

s resumefeedback@sparreyconsulting.com
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Questions?

SPARREY
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n a @a p = Unlock your full potential.
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