
Resume Models:
Business

Pre-Health



Learning Outcomes

• Students will understand the purpose of a 
resume and cover letter

• Students will be able to differentiate 
between a business model and pre-health 
resume and determine the use of each.

• Students will be able to construct both a 
business model resume and cover letter 
and pre-health resume

• Students will understand the purpose of a 
resume and cover letter

• Students will be able to identify strategies 
that can strengthen their resume and cover 
letter



Communicating 
Your Story 

Your Resume 

& 

Cover Letter



What is a Resume?
A strategic summary of your education, experiences, and 

competencies. 

An opportunity to highlight:

• Competencies 

• Experiences

• Knowledge learned

• Strengths

• Accomplishments

• Awards

• Skills - Language, Technical, Software



Why are Resumes 
Important?

• Resumes are intended to help you proceed through the 
selection process

• Goal is to help you get to Your Next Steps – Get the 
Interview!

• Make it Memorable because in the initial screening process the 
screener is looking for physical appearance, what you say and how 
you say it. Therefore,

• Use clear, concise language

• Quantify your accomplishments

• Choose action verbs used in job posting



Two Models:  
Business 

Pre-Health

Business Model

• 1 page in length

• Brief experience and activities 
history

• Factual information

Pre-Health Model

• Modeled after application 

‘Experience Section’

• Provides your recommenders with 

a complete history of your: Circle of 

Life



Business Model

Used to apply for: 

• Research positions

• Clinical positions

• Internships

• Shadowing Requests

• Community Service positions

• Employment



Pre-Health Model

Used to secure letters of recommendation for healthcare professional 

schools

• Preparation for application submission

• Organize ‘Circle of Life’ categories for CAS applications .

• Helps applicants to reflect on the experiences and determine if the experiences 

were significant and relevant.



Resume Tips
Business Model



Business 
Model…

Tailor your resume to the job/program you are applying for, 

incorporating action verbs found in the job posting/position description

Use 10-12 size font in a professional style – Times New Roman, Arial, 

Calibri or Verdana  

Remember your margins should be no smaller than 0.5 inches

List experiences in Reverse Chronological Order by importance/relevance

Ensure all dates, abbreviations, and formatting are consistent

Keep resume to 1 page when applying for industry positions

Proofread! Check punctuation, grammar, and sentence structure



Business Model - Creating Strong Bullet 
Points

Action Verb + Task + Result

Keep statements short and direct

Don’t focus on duties or responsibilities

Focus on Accomplishments, Initiatives and/or Results

Answer these questions:

What did I accomplish?

How did I do this?

Why is this important?

Quantify and qualify 

Include numbers – finances, percentages, approximates, time, size, range, etc.

Include at least 2-3 bullet points for each experience



Action Verbs

Action verbs should be 
in the tense of the 

experience

They convey how you 
accomplished your task

Passive Verbs Active Verbs

Helped Collaborated

Worked With Contributed

Taught Mentored



Master Resume

• Maintain an up-to-date version of your resume with ALL of 
your experiences and information

• Create a NEW version Each time you apply and tailor your 
resume to that specific position or job

• Choose experiences that illustrate your qualifications for the 
job

• Incorporate the action verbs in the position description into 
your bullet points
• Remember: Only use an action verb once for each experience listed



Parts of the Resume



Name 
Contact Information

Objective Statement (Optional)
Education
Experience
Leadership

Service
Extracurricular Involvement

Research
Awards/Affiliations

Skills

Things to Leave Out:

Social Security Number
Picture

Age or birthdate
Marital status
Today’s date

Ethnicity or Religion
Hobbies

Things to Include



Header & Contact Information

Provides the reader with the most accurate, up-to-date, 
and best means of contacting you.  

MARTHA  JONES
(352) 555-1234 | Gainesville, FL| mjones@gmail.com

MARTHA JONES
mjones@gmail.com

LinkedIn.com/In/marthajones 
Gainesville, FL 

(352) 555-1234



Education
What to include

• Degree 
• Name of the Institution and location
• Major or Area of study
• Graduation Date
• GPA?
• Relevant Coursework?

EDUCATION May 2020
Bachelor of Science in Business Administration GPA: 3.9/4.0
University of Florida, Gainesville, FL
Minor: Psychology



Business Model 

Headings & Experience Descriptive



Business Model: Headings to 
Consider

Work Experience 
Relevant 

Experience
Research 

Experience
Project 

Experience

Leadership
Community 
Involvement

Military 
Experience

Professional 
Development

Volunteer 
Experience

Internship 
Experience

Athletic 
Involvement 

Professional 
Associations/

Memberships  



Business Model 
Traditional Experience

What to include
• Company/Organization Name
• Your Title
• Dates of Employment (Month and Year)
• Location
• Description of the work performed (Action Verb + Task/Skills + Results)

EXPERIENCE

Marketing Intern May 2017 – August 2017
University of Florida Athletic Association

• Performed marketing and promotional activities for major athletic organization
• Managed and planned an operating budget of $1.5 million, consisting of equipment 

and facilities
• Developed marketing campaign for university’s sports program, resulting in 30% 

overall increase in attendance at sporting events







Pre-Health Model

Headings & Experiences



Pre-Health Model
What to Include

• Experience Type – per options in CAS applications

• Experience Name

• Experience Dates

• Total Hours

• Organization name

• Country and City

• Contact Information

• Experience Description – Describe and summarize each 

experience – What you did and learned. Use CAS 

character guidelines



HEADINGS

• Use the CAS application 
‘Work & Activity ’ section 
categories for your 
profession

• Varies by profession

Your 
Application

Professional 

Competencies

Academics

& 

Entrance 

Exams

Research

Healthcare

/clinical 

Experience

Community 

Service

Non-

medical

Shadowing



Headings by Profession

Categories Medical – Allopathic 

(M.D.)

Medical – Osteopathic 

(D.O.)

Dental Physician Assistant Veterinary Pharmacy Physical Therapist Occupational Therapist

Artistic Endeavors x x

Community Service – Volunteer 

Medical/Clinical

x x Dental Direct Patient Care Animal – Vet 

Supervised

Pharmacy related PT Observation 

Hours

OT

Community Service - Volunteer

Not Medical/Clinical

x x Non-Dental x Animal Related – No 

Vet Supervisions

Non-Pharmacy 

Related

Non PT Non-OT

Conferences Attended x x x x

Extra-Curricular Activities x x x x x x x x

Hobbies x x

Honors/Awards/Recognitions x x x x x x x

Intercollegiate Athletics x x x

Leadership – Not otherwise listed x x x

Military Service x

Other x x x Licenses/certifications x InternshipsMD

Paid Employment – Medical/Clinical x x Dental Direct Patient Care & Non-direct X

Vet Supervised

Pharmacy Related PT Hours OT 

Paid Employment – Not Medical/Clinical x x Non-Dental x Not Vet Supervised Non-pharmacy 

related

Non-PT Non-OT

Shadowing – Clinical Observation x x x x x x x

Presentations/Posters x x x

Publications x x x x

Research / Lab x x x x x

Teaching/Tutoring/Teaching Assistant x x x x x



Pre-Health Experience



Keep a Journal



What About References?



Business Model: 
References, You 

Should…

• Submit on a separate sheet 

• Do not include on your resume

• Use the same header as your resume

• List 3-5 references, including their

• Name, Title, Company/Organization

• Mailing Address

• Phone Number

• Email Address

• Include a combination of references

• Employment

• Academic

• Character



References – Pre-Health 
Model

• NOT NEEDED

• Recommenders will upload 

letters in the CAS application



The What’s and Why’s



What is a Cover Letter?

A formal letter that complements a resume or 
other application materials

An opportunity to:

• Introduce yourself to an organization

• Demonstrate effective communication by:
• Expressing your interests

• Showcasing your education, experience and skills

• Focusing on your value-added to an organization

• Aligning your personal and career values and goals with the 
organizations mission, vision, values and goals



Why are Cover Letters Important?

Cover letters are your chance to sell your skills and show 
your interest in the position

• Goal is to highlight your achievements and experiences that 
make you an ideal candidate for the job

Make it Memorable
• Don’t repeat what is on your resume

• Highlight what your experiences and skills will bring to the 
position not what the position will do for you

• Include quantifiable accomplishments



Purpose of a Cover Letter

Introduce your resume

Provide context to your story

Explain the “fit” with organization/department

https://www.jobscan.com/



Header & Contact Information

You want the header to look similar to your resume at the 
top of the paper

MARTHA  JONES
(352)555-1234 | 123 Gator Lane, Gainesville, FL, 32611 | mjones@gmail.com

MARTHA JONES
mjones@gmail.com

LinkedIn.com/In/marthajones 
123 Gator Lane, Gainesville, FL 32611

(352)555-1234



Important Information to Include 
in Your Cover Letter



Parts of a Cover Letter

Opening 
Section

• Tells who you are and why you’re applying

• Name the job you are applying and how you learned about it

• Briefly highlight your education, skills and experience

• If appropriate, mention the name of the person who referred you to the organization 

Second 
Section

• Highlights your skills and qualifications

• Discuss the skills and strengths you bring to the job, explicitly connect them to the tasks of 

the position

• Provide brief examples of a few related achievements or experiences, discussing how it can 
transfer to the position



Parts of a Cover Letter

Third 
Section

• Connect you and the company

• Demonstrate that you have researched the company by incorporating information such as 
the organizations mission statement, motto, etc. and relate it to your experiences, goals, and 

interest in working for the company

• State why you would be a “good fit”, emphasizing how you can help the organization reach 
its goals

Closing 
Section

• Wrap-up what has been covered in the letter

• Restate any important themes, creatively tying them into a cohesive conclusion

• State that you are available for a personal interview and the reviewers convenience

• Make it easy for the person to contact you: list your email address and phone number again

• Thank the reviewer for their time



Pre-Health Model

• Cover letters are not needed

• The cover letter format can be used to 

request a letter of recommendation from 

a recommender



Questions


