
OXFORD GROUP OF INSTITUTIONS

“Education is the passport to the future, for tomorrow belongs to those who prepare for it today.”



RESUME BUILDING TIPS !!
“A Ticket to your successful career”



Your Resume is your marketing tool !!

❑Its your visiting card.

❑It talks about you and your personality.

❑It tells the employer that you are the right fit.

❑Its a summary of who you are and what your 
achievements are.

IT SHOWS YOUR PROFILE AND MARKET VALUE !!



The INTERVIEW 
gets you the JOB !!

The RESUME 
gets  you the 

INTERVIEW !!

BUT



Key Elements of a Resume !!

❑ Personal Information

❑ Objective statement

❑ Educational Background

❑ Work Experience / Internships

❑ Projects

❑ Technical Skills and Soft Skills

❑ Awards/Honors

❑ Additional Courses

❑ Certifications

❑ Extra Curricular Activities

Resume is your 
advertisement !!



RESUME: Great Tricks and Writing Advice  !!

Resume Writing Do’s: 

❑Customization of resume is important

❑Create your resume according to job description

❑Make sure to have a clear objective

❑Do not shoot same resume for all jobs.



Resume Header!!

Full Name

Address

Contact Number 
 

E-Mail ID

Official Picture



Objective !!
In one statement briefly state your goal and the type 
of job you would like to be considered for.

Example :

Job Description : Software Developer

Objective :"Enthusiastic software developer dedicated to 
creating elegant and high-performance solutions through 
collaborative development and continuous learning."



Format your Education section !!

Follow the following order :
❑ Doctorate Degree

❑ Master’s Degree

❑ Bachelor’s Degree

❑ XII

❑ X 

Most recent Education to be mentioned first …..





Work Experience/ Internships!!



Listing Projects in a Resume !!

Title of Project

Description

Company Name

Duration

Your Role

Outcome

Technology used



Certification Courses !!

Certification courses enhance skills and validate expertise, making 
candidates more qualified and competitive for job roles !!



Technical Skills !!

C++

C Language

Data Structures

Python

Algorithms

Data Analytics using Machine Learning

Java



Soft Skills !!



Personal Information !!

❑ Name

❑ Father’s Name

❑ Mother’s Name

❑ DOB

❑ Marital Status

❑ Passport No.

❑ LinkedIn ID



Declaration !!

“I hereby declare that everything stated above is correct 

and true to the best of my knowledge.”

Place:

Date:

Name & Signature



We are highly obliged to welcome you 
to join us and wish you academic 

journey a grand success !!
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