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ROADMAP TO EXCELLENCE: 
THE USI GRADUATE STUDENT 

CAREER WEBINAR SERIES

Establishing Your 
Professional 
Brand

PHASE 1

PART 1-2: CORE 
DOCUMENT CREATION

Build a comprehensive CV and 
translate experience into ATS-

optimized resumes and cover letters

PART 3-4: DIGITAL PRESENCE & 
SEARCH STRATEGY

Optimize your LinkedIn brand and 
adopt data-driven, targeted job 

search strategies.

PART 5: STRATEGIC 
NETWORKING

Build professional relationships that 
open doors beyond traditional 

job boards

Mastering 
The Market and 

Advancement

PHASE 2

PART 6-7: INTERVIEWING & 
NEGOTIATION

Master diverse interview formats and 
advocate for your worth using 

market data.

PART 8: GLOBAL 
DIFFERENTIATION

Stand out in the market through 
domestic and international 
professional experiences.

PART 9: 
THE SERIES FINALE

Leverage your new degree to secure 
internal promotions and own 

your next chapter.

USI Career Success Center  |  Orr Center, Room 1051  |  (812) 464-1865  |  usi.edu/career-success  |  Career Launch



WHY YOUR GRADUATE 
 RESUME MATTERS

Source: Jobscan State of the Job Search Report | thejobinsiders.com

of Fortune 500 
companies use ATS 
to filter resumes 

98%
average time 
recruiters spend on 
initial resume review 

6sec
average applications 
received per job 
posting 

250+

The #1 mistake is letting 
AI turn your unique 
application into a 
generic one.”

- Jeremy Schifeling

Graduate-level 
Expectations
Employers expect strategic thinking, research 
capabilities, and advanced competencies.



GRADUATE 
 RESUME STRUCTURE

Contact Header
Name, Phone, Email, LinkedIn, City/State1
Professional Summary
3-4 lines: degree, specialization, key skills, goal2
Education
Graduate degree first, GPA if 3.5+, thesis/capstone3
Core Competencies
8-12 keywords matching job description4
Professional Experience
Reverse chronological, 3-5 STAR bullets per role5
Additional Section
Certifications, Publications, Leadership, Languages6

ATS-friendly Rules (Jobscan, 2025)

✓ Single-column layout

✓ Standard fonts (Arial, Calibri)

✓ .docx format preferred

✓ 10-12pt font size

✓ 1-2 pages maximum

✗ No tables or graphics

✗ No headers/footers

25% of ATS systems miss content in headers/footers



Resume Example 



Cover Letters: 
Why You, Why This 

Role, Why Now



Cover Letter Example



AI-POWERED 
 RESUME OPTIMIZATION

Microsoft Copilot is free for USI students | thejobinsiders.com

Golden Rule: 

Use AI to ANALYZE and IMPROVE — never let AI write your resume from scratch (Schifeling, n.d.)

Extract Keywords

“What are the key skills and qualifications 
in this job posting?”

COPILOT PROMPT 1

Gap Analysis

“Compare my resume to this job description. 
What keywords am I missing?”

COPILOT PROMPT 2

STAR Conversion

"Help me convert this bullet into STAR 
format with results"

COPILOT PROMPT 3

Recommended Tool 
Jobscan.co - Scan resume against job descriptions. 
Aim for 75%+ match.

Warning 

DO NOT let AI write bullets wholesale or use overused 
phrases like “leverage” or “synergy”



PROGRAM-SPECIFIC 
KEYWORDS

Pro Tip
Research 5-10 job postings in your target field to extract common keywords using Copilot

Strategic Planning, P&L Management, ROI Analysis, 
Cross-Functional Leadership

MBA

Trauma-Informed Care, Case Management, 
Crisis Intervention, Cultural Competency

MSW

Curriculum Development, Differentiated 
Instruction, Assessment Design, Student Outcomes

Education

Healthcare Administration, HIPAA Compliance, 
Quality Improvement, Revenue Cycle

MHA

Policy Analysis, Stakeholder Engagement, 
Program Evaluation, Grant Management

MPA

Integrated Communications, Reputation 
Management, Crisis Communication, Brand Strategy

Strategic Comm

Evidence-Based Practice, Patient Outcomes, 
Clinical Leadership, Care Coordination

MSN

Criminal Justice Reform, Restorative Justice, 
Data-Driven Policing, Reentry

Criminal Justice

Revenue Generation, Fan Engagement, 
Sponsorship Activation, Athletic Compliance

Sport Management



THE STAR-K FORMULA 
 FOR BULLETS

Quantify with: percentages, dollar amounts, time saved, people impacted

Prepare 3–5 stories by jotting down notes or creating a bulleted 
outline using the STAR method (MIT Career Advising & 
Professional Development, 2023).

Recruiters use STAR method questions to predict on-the-job 
performance—research shows this approach is 55% predictive 
of success (Hansen, as cited in LinkedIn Talent Solutions, n.d.).

Weak Example 

“Responsible for managing social media accounts.”

Task-based, no results, no keywords

Strong Example 

“Increased LinkedIn engagement 47% by developing data-
driven content strategy (social media, analytics).”

Action verb, quantified result, keywords

Powered Verbs by Category

Leadership
Directed, Championed, Orchestrated

Analysis
Assessed, Evaluated, Investigated

Innovation
Pioneered, Transformed, Redesigned



7 COMMON GRADUATE 
 RESUME MISTAKES

USI Career Success Center can review your resume — schedule via Career Launch

Generic Resumes
Using one version for all applications1 Missing Keywords

Not matching job description language5

ATS-Unfriendly Formatting
Tables, graphics, unusual fonts2 Buried Education

Education should be prominent for students6

Task-Based Bullet
Listing responsibilities instead of achievements3 Objective Statements

Outdated; use Professional Summary7

AI-Generated Content
Detectable, generic, lacking authenticity4 Remember!

Research projects, assistantships, and 
capstone work ARE professional 
experience!



RESOURCES & 
YOUR ACTION PLAN

Questions? Email careersuccess@usi.edu | Thank you for attending!

USI CAREER SUCCESS CENTER

Orr Center, Room 1051 (812) 464-1865 usi.edu/career-success Appointments via Career Launch

Expert Resources

– Harvard Mignone Center Resume Guide
– Princeton Career Development

Expert Resources

– The Job Insiders (thejobinsiders.com)
– Jobscan.co (ATS Scanner)

USI Partner Programs

Ascend Indiana | Parker Dewey | Alumni Mentor Network

1-2Day

Audit current resume against 
this framework

3-4Day

Use Copilot to extract keywords 
from 5 job postings

5-6Day

Rewrite bullets using STAR-K 
formula

7Day

Schedule Career Success 
Center appointment

Your 7-Day Action Plan

Coming Up Next: PART 3
LinkedIn Optimization for Graduate Students
Building Your Professional Brand with SEO Strategy



THANK YOU 
FOR LISTENING!

NEED CAREER SUPPORT??

▶ You can visit us in the Career Success Center (located in the Orr Center) or book an appointment on Career Launch!

▶ Questions? Email us at career.center@usi.edu or give us a call to schedule an appointment (812) 464-1865!

mailto:career.center@usi.edu
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