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APRIL 16TH, 2025, EDUCATIONAL SERIES: RESUME WRITING

New York State Public Health 
Corps Fellowship Program

Best Foot Forward: Your Resume for Your Next Move
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AGENDA
• A few words from Erin Knoerl, NYSPHC Director
• Welcome!
• Presentation:

• Best Foot Forward: Your Resume for Your Next Move 
with Dr. Jillian Bumpus 

• Q&A​
• Closing Remarks



4/16/2025 | 3

A FEW WORDS

ERIN KNOERL, NYSPHC DIRECTOR
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WELCOME!
DR. JILLIAN BUMPUS



| 1

Best Foot Forward: 
Your Resume for Your Next Move

Jil l ian Bumpus, MBA, PsyD
Workforce Manager
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WHAT ARE WE GONNA TALK ABOUT?
What a resume is NOT

What a resume IS

Resume Do’s Don’ts and Tips

Resume Structure

Resume Templates

HRI Action Verbs

Resume Online Resources
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WHAT A RESUME IS NOT
• Not a story of your entire career or life

• Doesn’t get you a job

• Not FOR you, it’s ABOUT you

• Not just tasks assigned to you
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WHAT A RESUME IS 
• Is evidence you can do the job they are asking you to do

• Does get you an interview

• It is action-oriented

• Is your BEST marketing material 

• Is highlight reel of knowledge, skills, abilities and accomplishments
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RESUME DO’S AND DON’TS
DO

• Write clearly, concisely and precisely

• Use fully understood abbreviations (i.e. MPH, 
MHA)

• Include a cover letter when sending a resume to a 
potential employer

• Proofread several times

• List a page number and your name on each 
additional page

• Use concrete “action” verbs 

• Include locations of past jobs/internships/positions

Don’t

• Lie of exaggerate about your experience or 
accomplishments

• Use personal pronouns (i.e. “I”, “we”, “he”)

• Staple or paper clip pages

• Write long paragraphs or sentences

• Include personal information, such as your height, weight, 
age, date of birth, marital status, sex, ethnicity/race, 
health, social security number (except on an international 
resume), reasons for leaving previous job(s), names of 
former supervisors, specific street addresses or phone 
numbers of former employers, picture of yourself, salary 
information, the title "Resume," or any information that 
could be perceived as controversial, such as religion, 
church affiliations, or political affiliations.

• List references right on your resume
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RESUME TIPS
• Font: Easy to read, 10 pt min. - 12 pt max.

• Margins: .5” to 1.0”

• Paper: Bring hard copies on resume paper to in person interview

• Length: < 5 years experiences = 1-2 pages

• Email: Follow email submission instructions exactly as stated. When sending your cover letter and résumé via e-mail, 
make sure to name them with your last name and the name of the organization and position you are applying (e.g., 
Smith – CDC, Research Assistant (Résumé & Cover Letter.) The body of the e-mail can also be your cover letter, but 
you should mention that your cover letter and résumé are attached. 

• Employer Scan: 7-10 seconds

• Employer Review: Top 80% of page 1
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TYPICAL RESUME STRUCTURE
Identifying Information

Job/Career Objective
The objective is an optional section that describes your motive for applying for a position. The objective should be specific
and focus on your skills. The objective provides an opportunity for you to tailor your resume to the position you are applying 
for.

An example of a bad objective: 

"A job in the field of public health where I can gain experience."

An example of a good objective: 

"To obtain a health educator position at Public Health Seattle and King County that will allow me to utilize my 
communication and outreach skills."
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TYPICAL RESUME STRUCTURE
Education
Your education section should list your academic background in reverse chronological order. You should include the name 
of your college, city, state, the degree you received or expect to receive, and date of the degree. Be sure to include any 
certifications, honors, dissertation/thesis research, and study abroad experiences.

Example: 

MPH, Maternal and Child Health expected June 2017 

University of Washington School of Public Health, Seattle, WA

BA, Sociology May 2014 

Stanford University, Stanford CA
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TYPICAL RESUME STRUCTURE
Professional and Work Experience
This section lists your experience in reverse chronological 
order with emphasis on key knowledge, skills, abilities and 
accomplishments you have evidence of. List your job title, 
place of employment, city, state, and dates. Avoid phrases 
like “responsibilities include.” Use Action Verbs to describe 
your duties in a bulleted list.

Here is an example to illustrate the difference between simply 
stating your job responsibilities vs. showing your value-
added: 

INSTEAD OF: "Integrated 2 surveillance systems to track 
infectious disease outbreaks in the district” 

WRITE: "Integrated 2 infectious disease surveillance systems 
into a single surveillance dashboard, saving over 350 
personnel hours per year for data entry

Other Experience

This section can contain positions that are not related to the 
job you are pursuing. You can provide less detail about these 
positions.

Other Sections
• Certifications

• Relevant Training 

• Community Service

• Special Awards and Recognition

• Professional Memberships/Affiliations

• Publications, White Papers, Presentations



4/16/2025 | 10

RESUME TEMPLATE
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RESUME TEMPLATE
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RESUME TEMPLATE
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ONLINE RESUME RESOURCES

Federal and Private Sector Public Health Resume Tips

CUNY Graduate School of Public Health & Policy

PublicHealth.org

Society for Human Resource Management (SHRM)

Cornell University

Columbia: Mailman School of Public Health

https://hr.nih.gov/jobs/how-apply/tips-writing-federal-resume
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/sph.cuny.edu/wp-content/uploads/2018/01/CUNY-SPH-Resume-Guide.pdf
https://www.publichealth.org/resources/resume-writing/
https://www.shrm.org/topics-tools/tools/how-to-guides/how-to-write-early-career-resume
https://gradschool.cornell.edu/career-and-professional-development/pathways-to-success/prepare-for-your-career/take-action/resumes-and-cvs/
https://www.publichealth.columbia.edu/become-student/career-services/students/resources
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HOW CAN I HELP?
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QUESTIONS?
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CLOSING REMARKS
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UPCOMING EVENTS
• NYSPHC Fellow Town Hall

• April 23rd, 2025: 1:00pm-1:50pm
• The NYSPHC Team will continue to provide professional and career development 

trainings for Fellows. More information to come! 

• Topics may include: 

– Interviewing skills

– Creating an elevator pitch and speed networking

– Leadership styles

– Communication skills



4/16/2025 | 9

RESOURCES ON T&R WEBSITE!
Resume Template

• Tailored specifically for NYSPHC 
Fellows

• Provides a structured format to 
effectively showcase fellowship 
experience

LinkedIn Template
• Step-by-step guide for presenting 

fellowship experience on LinkedIn
• Helps fellows highlight job experience, 

skills, and impact on their profiles
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NEW RESOURCES ON THE T&R WEBSITE
• Mental Health Resources

• This section provides 
information for NYSPHC 
Fellows looking for health and 
wellness resources.

• Public Health Careers 
• This section provides 

information for NYSPHC 
Fellows looking for resources on 
next steps in their Public Health 
journey post Fellowship.
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SHOUT OUT
NYSPHC Training and Resources Website
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SHOUT OUT
NYSPHC Training and Resources Website
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EDUCATIONAL SERIES UPDATE
• As a reminder, participation in the Educational Series is no longer required.

• Once you submit and pass each quiz, you will receive an email for each course 
confirming that you completed the quiz and course. Now you can access your 
course certificate.
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NYSPHC LINKEDIN GROUP
• Stay connected with NYSPHC on LinkedIn

• Continue the conversation from today's session

• Stay updated on public health events

• Engage with polls and share your insights
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REMINDER: 
EMPLOYEE 

ASSISTANCE 
PROGRAM
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THANK YOU!
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