
Ed Brodka’s 
Resume Update Tool “RUT”
So, you’ve been thinking you really should update your resume. This tool will help. If possible, work on it prior to the June 10th Leveraging LinkedIn webinar to help you update your LinkedIn profile as well. Answer the questions below right in this Word doc and add your updates to your resume. 
1. Find your resume. It has to be somewhere, in a Google drive, your laptop at home or an old jumpdrive. If it’s on a “floppy disc”, you may have to start from scratch.

2. In a new role? Congrats! Now add your new position, the office you are in, month/year you started it and some bullet points about what you do. 

3. New Responsibilities? You got “volunteered” to do some additional work in your current role. Add a bullet point about it. Remember the bullet point equals the word “I” so anything after that should be a verb. Try to use numbers to quantify stuff like about how many students do you see in a week, etc. Try to measure the impact of or improvement in what you did, i.e., increased student participation in a program by X%.

4. Serving on a committee? You can add that to a Campus Involvement section on LinkedIn, you could add to the Organizations section and/or as a bullet point to your current role. Indicate your role, i.e. or member, chair, etc. Add a bullet point or two about what you do on the committee.

5. Member or officer of a professional organization? i.e. UB Undergraduate Advisement Council. Add it to your Organizations section on your resume and LinkedIn profile.

6. Learned a new technical skill? Add it to your Skills section. 

7. Attended a special training? Add it to your Professional Development section on your resume. On LinkedIn, you can add it to your Licenses & Certifications section.

8. Received an award lately? Add it to your Awards section on LinkedIn too. 

Once you update your resume. 
· Be sure to add all the updates to your LinkedIn profile.
· You can even run your resume through the Career Design Center’s Big Resume tool available by using your UB email address to log into our Big Interview tool (click on box of dots in upper left hand corner). Do me a favor, remember to tell students about Big Interview that includes Big Resume tool. 

Looking for career coaching, and/or help with your resume and more? I can’t help with that because I only work with students and recent alums. But … check out the UB Organizational Development and Effectiveness (ODE) – Coaching for Your Career at UB program. They can help. 
