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My name is Augustine. Healthcare professional with over nine
years of experience in nursing and strategic relations, focused
on provincial strategic initiatives, patient safety, quality
improvement, and health system improvement & innovation.

 Immigrant from Ghana with a strong commitment to improving health outcomes
through collaboration, research, and evidence-based practice.

Experience
Leading provincial strategic initiatives
across PHSA
Facilitating cross-functional &
provincial collaboration
Teaching,mentoring & professional
development 

ABOUT ME

Skills & Expertise
Strategic & System Thinking
Analytical and Collaboration
Public Health Policy, Clinical
Practice, & Patient Care
Quality Improvement, Project
Management, Change Management
Methodologies

Education
Master of Public Health (MPH) – Simon
Fraser University
Bachelor of Science in Nursing (BScN) -
University for Development Studies

Contact Info
branyakwofiea@gmail.com



01 Please make sure all mics are on mute.

02 Type in any questions into the chatbox.

03 Use the “raise hand” feature or unmute
yourself if you want to speak.

Workshop Rules Here are some rules and reminders to keep in mind.

04 Listen actively and respect each other’s
viewpoints. Every contribution is valuable.

05 Avoid negative or dismissive language and try
tooffer solution-oriented feedback.

03 Try your best to keep the discussion focused on
the topic.



What We're Learning
Today

Here are the topics we will cover today:

Understanding Resume and CV

Resume vs CV

What is a resume? 

Different resume formats 

Building & Tailoring Resumes

Master resume

What you need to know before making a resume 

Skills & Strengths

Common Mistakes

References



Understanding Resume
and CV



Resume vs. CV
Many people use resume and CV interchangeably

— but they are not the same.

Quick check-in!

A

B



CVs are
more extensive.
A curriculum vitae is very detailed and can be

multiple pages long. It covers academic

achievements, research, publications, and

professional history.

C Vs  a re  o f t e n  u s e d  i n  a c a d e m i a  ( s c h o o l
a p p l i c a t i o n s ) ,  re s e a rc h ,  a n d  g ra n t
a p p l i c a t i o n s .  



Resumes are concise.
Include only the skills and qualifications
related to the position you want.

You are telling a potential employer that you are the right
candidate for the job posted



 What is a Resume?
A resume is a concise summary of skil ls,
experience, and education tailored for job
applications.

It showcases why the applicant is a good fit and
highlights relevant achievements for employment.

Resume Structure

Typical resume sections include contact info, professional

summary, skills, work experience, and education.

Focus on skills and job-specific experience

It is usually 1-2 pages long

Key Note: Youth Resume Features
Resumes for youth often include volunteer work, extracurricular activities, and roles and/or position held like basketball team

lead.



Preparation
is key.

What you need to know
before writing your resume.



“The s impler  you say
it ,  the more eloquent
it  is . ”  —August Wilson

“There’s  a  great power in words,
i f  you don’t  hitch too many of
them together.”  —Josh Bi l l ings

“The most valuable of  a l l  ta lents  is
that of  never us ing two words when

one wi l l  do.”  —Thomas Jefferson
“The shorter  and the

plainer the better.”  —
Beatrix Potter

Writing an awesome Resume
A resume is what stands between you and your dream job. So make
sure your resume game is strong!



Building & Tailoring
Resumes



Comprehensive Experience Record

Tailored Resume Creation

A master resume compiles all experiences,
skills, achievements, and education in one
document.

It allows efficient customization for specific
job applications by selecting relevant
details.

Tracking Growth Over Time
Maintaining the master resume helps track
personal and professional growth over
time effectively.

Useful for Diverse Backgrounds
Especially helpful for youth with varied
experiences such as school, volunteering,
and part-time jobs.

A  m a s t e r  r e s u m e  i s  a  c o m p l e t e  r e c o r d  o f
a n  i n d i v i d u a l ’ s  e x p e r i e n c e s ,  s k i l l s ,
e d u c a t i o n ,  a n d  a c h i e v e m e n t s .  I t  a c t s  a s  a
p e r s o n a l  d a t a b a s e  t h a t  m a k e s  i t  e a s i e r  t o
c r e a t e  t a i l o r e d  r e s u m e s  f o r  s p e c i f i c  j o b s .  
 B y  k e e p i n g  e v e r y t h i n g  o r g a n i z e d  i n  o n e
p l a c e ,  a p p l i c a n t s  c a n  q u i c k l y  c u s t o m i z e
s t r o n g  a p p l i c a t i o n s  f o r  d i f f e r e n t
o p p o r t u n i t i e s .

Master Resume



Essential Resume
Sections

A resume should include
contact info,

summary/profile, skills,
experience, and

education.

Clear Contact
Information

Make contact information
clear and professional,
including reliable email
and phone number for

employer communication.

Experience and
Achievements

Use action verbs in bullet
points to describe job,

internship, and volunteer
responsibilities and
accomplishments.

Education and
Skills 

Include both technical and
soft skills; highlight

certifications, language
fluency, and

extracurricular roles.

Structuring a Resume



TAR Method: Show Your Impact

✍️ Start with an action verb, describe what you did, and end with the result.

Example:
✅ Led a school fundraiser by coordinating 10 classmates, raising $1,200 for a local charity.

🧩 T – Task ⚙️ A – Activity 🌟 R – Result

What were you responsible for? What actions did you take? What was the outcome or impact?

🎯 Example: Organized a youth mental
health awareness event

💪 Example: Coordinated 5 volunteers
and promoted the event on social media

🏆 Example: Reached 200+ participants
and increased engagement by 40%

Using the “TAR” Method

🔑 Tips
Start each bullet with an action verb (e.g., led, created, organized).

Use numbers or outcomes when you can — it shows real impact.
Apply TAR to volunteering, school projects, or part-time jobs.



Structuring a Resume -
Action Verbs



This is the most common format. It
lists your most recent work

experience first and moves backward
in time. It’s ideal if you have a steady
work history and want to highlight

your career growth.

CHRONOLOGICAL:
LATEST WORK EXPERIENCE

FIRST.

This format blends both chronological
and functional styles. It showcases your
key skills at the top, followed by a short
work history section. It’s best for people
with diverse experience or transferable

skills.

COMBINATION:
BEST FOR THOSE WHO

HAVE A DIVERSE SKILL SET.

This format focuses on your skills and
achievements rather than job titles or

dates. It’s great for students, career
changers, or those with gaps in

employment, as it emphasizes what you
can do, not where you’ve worked.

FUNCTIONAL OR FRESHER:
FOCUSES ON SKILLS AND

ACHIEVEMENTS.

3 Types of Resume Formats



Examples of Resume Formats



Tailoring resumes involves
aligning content with the
job description and
company values to make a
strong impression.

Focus on accomplishments
that directly relate to the
job to showcase your
suitability.

Cover letters should
mention the company
mission and explain how
the applicant’s
background fits the role.

Tailored documents
improve chances of
passing applicant tracking
systems and impressing
hiring managers.

Customizing Content Emphasizing
Relevant

Achievements

Cover Letter
Personalization

Boosting
Application Success

Customizing Resumes and Cover Letters



Think about a time you made a difference — at school, work, or in your community.
 How could you describe that experience on your résumé using the TAR (Task–Activity–Result) method?

Breakout room

Assign a group member (s) to present back to the main room. Provide at least 3-5 experiences



Skills & Strengths



Highlighting Transferable Skills

Definition of Transferable Skills
Transferable skills are abilities acquired from various experiences that apply
across multiple jobs and industries effectively.

Examples of Key Skills
Communication, teamwork, leadership, and problem-solving are common
transferable skills developed through school, sports, and events.

Importance for Job Applicants
Recognizing and articulating transferable skills helps applicants showcase
adaptability and capability despite limited formal experience.

Reflective Activity for Skills
Listing personal experiences and linking them to transferable skills helps youth
recognize and articulate their strengths.



Common Mistakes



Common Resume Errors

Typos, grammar mistakes, and missing
contact info can make resumes
appear unprofessional and reduce
chances of success.

Seeking Feedback
Youth should seek mentor or career
advisor feedback to improve resume
quality and presentation.

Focusing on Achievements

Listing accomplishments rather than
duties showcases value and impact to
potential employers effectively.

Importance of Tailoring
Using a generic resume for all jobs
reduces relevance. Tailoring resumes
increases employer interest and
interview chances.

Avoiding Common Mistakes



Thank you for
attending!

Feel free to email at branyakwofiea@gmail.com
for any questions or clarifications!
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