
Bullet Guide with Mind Mapping
Building bullet points in your resume is the core of showing your skills and experiences
on the document. You need to have a mix of achievement-based bullets and task-based
bullets.

● Task-based bullets - these focus on your job duties, basically just listing what
you did day-to-day. Not highlighting your skills or the results from the work you've
done

● Achievement-based bullets - these focus on what you have accomplished at
your job so far. What skills you have learned and the impact you made on the
business “Performed X to do Y resulting in Z”

To help you get started in building your bullet points consider mind-mapping your
different roles and experiences

How to Mind Map

1. Begin with writing your role or experience that you want to create bullets for in the middle
of a piece of paper and draw a circle around it

2. What are some words that come to mind about that role/experience? What did you do in
that role? What did you accomplish in that role?

3. Come up with 5-7 more words that come to mind when you think about that role and add
those words in smaller circles off of the main circle of your role/experience

4. Finally, think of those 5-7 words individually that you identified, and think about any
details you can related to those words. These could be numbers related to the
task/achievement, the impact it had on the organization, action words or descriptions
related to the word, the reasoning/meaning behind why/how the word relates back to the
role, other people you worked with on that task/achievement, skills you used for the task,
etc.
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