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Northwell Health’s 

Resume Writing Guide

Use this guide as a 

resource to write a 

strong resume



Getting started 

What is a resume? 
A brief document that summarizes your past achievements, existing professional 
skills, proficiency and experiences. It is a first-impression marketing tool to “tell 
your story.” A resume evolves over time as you gain professional and academic 
experience.

What is the difference between a resume and a curriculum vitae (CV)?
At Northwell, resumes are most used when applying for a job. A curriculum vitae 

(CV) details a full history of your academic credentials, so the length of this 

document varies. A CV may be appropriate when applying to academic or 

research positions. 

Format and best practices
• No longer than two pages. 

• Use bullet points, not paragraphs.

• Font size and style: 10-12 to be easily read.

• You may vary size of name and titles to emphasize details; use bold, 

underlining and italics. 

• Margins: 0.5-1 inch.

• Be sure to keep the style consistent throughout the document.

• Include one email address (professional) and phone number where you can be 

reached during the day (be sure to check that your voicemail is set up). 

Which layout is best?
A chronological layout is the most used resume format as it is straightforward. It 
lists experiences in reverse chronological order starting with your most recent 
experiences first, then going backwards.
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Writing a resume: strong bullet points 

C.A.R. Method
The CAR Method can help you create impactful descriptions of your experience 

on your resume. Use this acronym to give context to your work and share how 

your actions made an impact.

Challenge: What was the challenge or opportunity that needed to be addressed?

Action: What action did you take? What did you do to resolve the challenge?

Results: What was the result or outcome of your action? How did it benefit the 

organization?

Quantifiable information
When applicable, adding measurements (numbers) to your bullet points helps to 

strengthen your story. For example:

• Number of tasks completed

• Customer ratings

• Loss prevention or reduction

• Increase in user engagement

• Sales revenue

• Patient volume
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Bullet points should be concise statements, not paragraphs, that showcase 
relevant skills to the job you are applying for. Starting with an action verb, your 
bullets should be specific about what you did and how you did it. 

Tip! Use keywords and phrases from 
the job description throughout your 
resume.



Action verbs

Accelerated
Adapted
Administered
Advanced
Advised
Aided
Allocated
Answered
Approved
Arranged
Assessed
Assisted
Automated
Built
Coached
Compiled
Completed
Constructed
Consulted
Contracted

Counseled
Demonstrated
Designed
Developed
Diagnosed
Directed
Displayed
Documented
Edited
Eliminated
Established
Evaluated
Examined
Expanded
Expedited
Extended
Facilitated
Generated
Guided
Identified

Implemented
Improved
Incorporated
Increased
Initiated
Involved
Maintained
Managed
Modified
Monitored
Negotiated
Observed
Ordered
Organized
Oriented
Participated
Partnered
Performed
Planned
Prepared

Processed
Produced
Programmed
Promoted
Proposed
Proved
Recruited
Reduced
Regulated
Represented
Restructured
Revised
Scheduled
Substituted
Supervised
Supported
Taught
Trained
Volunteered
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When writing out your experiences, begin each bullet point by using an action verb to 
describe your accomplishments and experience. Consider the following tips:
• Try not to use the same action verb more than once to start your bullet points.
• Make sure that present jobs use present tense; past jobs use past tense.

Example action verbs:

Tip! 
If applying for a job with Northwell, research our values to highlight how your actions demonstrate how you 
live out the Northwell values.

Ambitious

Truly

Compassionate
Truly

Innovative
Truly

Together
Truly

Inclusive

Truly



Tips and best practices 

Making copies
• Bringing extra copies of your resume shows interviewers that you are well-

prepared.

• Always have a copy of your resume easily accessible in your email, on your 

mobile device, or thumb drive.

Tailoring resumes to job description
• On average, an employer spends 6-10 seconds scanning each resume.

• Highlighting the education, skills and experience you have that is most closely 

aligned to the position helps an employer see you are well qualified.

Resume template designs
• Use a layout that is simple, has clearly marked sections and title headers, clear 

fonts, and comfortable margins.

• Don't use overly bold colors, graphics, or lengthy paragraphs.

• Do not include your photo.

Who should review my resume?
• Professional Friend/Colleague: Someone who knows you, is familiar with your 

experience, and will know if something is missing or misrepresented.

• Mentor/Leader you trust – Someone experienced in reviewing resumes like 

yours.

• Family Member - Use someone you trust and who will ask questions about your 

experience that they may see differently or ask in a different way.

• Yourself - When you think you’re done… re-read your resume once more just to 

be sure.
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Example resumes 
Nursing
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Example resumes 
Student nursing
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Example resumes 
Social Work
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Example resumes 
Management
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Example resumes 
Clerical
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Example resumes 
Veteran
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Example resumes 
New graduate
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Example resumes 
Returning to workforce
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Example resumes 
Career progression within same company
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Resume checklist 
Use this checklist when creating and reviewing your resume

Format
❑ Is clear and concise.
❑ Includes current contact information.

❑ Margins are not too narrow/too wide.
❑ Is consistent in font style and size.
❑ Uses consistent headings, boldface/italicizing, punctuation and spacing.

❑ Is consistent in displaying dates (ex. consistently abbreviating or writing out 
months).

❑ Does not include your photo or personal information (full address not needed, city 

and state suffice).
❑ Is saved to reflect a file name that has your first and last name.

Organization
❑ Experiences organized under clear section headings.

❑ Experiences are listed in reverse chronological order (starting with the most recent 
and continuing back in the past) under each section header.

❑ Formatting used helps the employer easily identify the most relevant experiences 

and skills for this role.

Content
❑ Includes your name, phone number, e-mail (professional, and links to any relevant 

social media (e.g., LinkedIn), portfolios, or personal websites.
❑ Is no longer than two pages.
❑ Quantifies accomplishments (measurements).

❑ Has been proofread and spell-checked for correct grammar and spelling by self, and 
then others.

❑ Includes education, credentials or certificates you have obtained applicable skills 

(i.e. second language spoken, computer skills).
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Resume checklist 

Content (Continued)
❑ Removed any first-person pronouns, such as “I” and “we”.

❑ Bullet points start with a strong action verb.
❑ Uses the present tense (for current positions/responsibilities) and past tense 

(completed positions/ responsibilities) with your action verb. 

❑ Bullet points address what you did, how you did it, and why you did it/the 
measurable impact of your work (CAR Method). 

❑ Resume is tailored to incorporate keywords from the job descriptions.

❑ Avoids abbreviations (exception for state names) and jargon that your reader may 
not understand
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Additional resources 
Professional Development Workshops
• Barracks to Business: Monthly workshop series to support veterans succeeding in a 

rewarding career. Register at NorthwellCareers.com.  
• Path to Inclusion: Career readiness skills presented through a diverse lens. Contact 

Inclusion@northwell.edu to learn more and register.

Created by the HR Career and Performance Development Team, Talent 

Acquisition and Workforce Readiness, 9/12/2023 Version 1
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