
Resume Bullet 
Points



Bullet Point 
Writing Formula



Who, What, When…

• Who – Who did your job help? The company? Clients? Customers?

• What- What happened with the result of the job? If you did research, was that 

information published? If you had to do a report, what was done with the 

information?

• When- When did this happen? Daily? Weekly? Monthly? Talking about ow often 

you did something is an easy way to show productivity in your job.



Where & Why

• Where- Where did the duties occur? Did you have to travel for a job? Were you 

responsible for interacting with people outside of your organization?

• Why- Why did you do this? How did your job duties help or add to the 

organization’s ability to function?







More examples

• Filmed and produced a 10 minute documentary on Mental Health awareness for 

first year students.

• Process personal tax returns for low income families

• Developed interactive lesson plans for 5th grade students focusing on expanding 

vocabulary

• Organize monthly events on campus to promote diversity

• Provide guidance and facilitate leadership development activities
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