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Key Points:







Employers spend an average of 15 seconds looking at a resume.

Make resume professional, attractive, and easy to read.
Place most important information first.
Bold, italicize, CAPITALIZE, or underline critical facts.
Stress results, skills and accomplishments rather than
performed duties.
Use the correct tense when describing past/present
activities.
Proofread for misspelled words and grammatical errors.








Use your resume to market yourself and get an interview.
Choose headers to highlight your individual strengths.
(Leadership Skills, Computer Skills, Relevant Coursework)
Begin sentences with action words.
Avoid personal pronouns (I, me, my).
Always include a cover letter when submitting a resume.
Customize your resume each and every time you apply so
that you highlight the jobs, skills, volunteer work, and
additional experience that are relevant to the job you seek.

BUILDING YOUR RESUME
Heading



Include your name, address, phone (include area code), e-mail address, and homepage or online portfolio link (if applicable).
Make sure to use the same style heading for all pages of your resume packet: cover letter, resume, references.

Objective or Profile





An objective is a brief summary statement of who you are and what your purpose is. Clearly, you’re looking for a job so don’t state the
obvious. Instead, use keywords from a specific job description that you are applying for or skills that define you so this stands out.
A profile can be a bullet point list or summary paragraph that lets the reader know your top skills and abilities from the very top of the
page. This allows you to target specific areas toward a specific job or incorporate certifications or coursework in which you’ve been
trained.
How do you choose which one? You don’t need both so look at what the job is seeking and identify what skills you have that most align
with what the employer wants. Use the one that seems to best fit the job you’re applying for.

Education







Name of School, City & State, Years attended (or anticipated graduation date), Degree, Major, Minor, Specialization.
Summarize your educational achievements (colleges attended, locations, graduation dates, certificates, academic majors, minors, and
course concentrations). You may include international study experience here or in an “International Experiences” section.
Start with most recent degree awarded and work backwards.
Do not list high school or earlier education unless exceptional or relevant in some way.
GPA is optional. Recommend 3.5 or higher, which can either be a cumulative GPA, major GPA, or both.
Include any relevant coursework (specific to your objective) or training (laboratory techniques, computer skills). This may also be included
in your Professional Profile above.

Experience






Name of Employer/Company, City & State, Dates Employed, Job Title or Meaningful Job Description.
You may summarize any experience relevant to your stated job objective, whether paid or unpaid, with a summary statement.
Highlight/Bullet Point skills developed, achievements and accomplishments, or quantifiable results. Action words are always good!
Begin with your most recent experience and work backwards. This can be in one section or divided based on relevancy.
Focus on skills (communication, analysis, teamwork, research, leadership, management) and accomplishments.

Activities & Community Services (Optional)




Emphasize any significant activities you participate in outside of work (community service, extra-curriculars). Quantify what you do with
the role you play, hours involved, personal investment, or other ways to show an employer more about your character and personality.
List activities that demonstrate: leadership ability, initiative, good communication skills, and perseverance. Highlight leadership roles.

Honors and Awards (Optional)


If award or organization is well known, listing honors/ awards may be sufficient; if not, write out identifying information/qualifications.

Languages (May also be under Professional Profile or Education)



If you include languages (either under “skills” or “languages” sections), be sure to accurately represent skill level:
Basic ability – completed coursework in language. Literate – can read and write language. Conversational – can speak language.
Proficient – can read write and speak understandably. Fluent - can read, write and speak with similar skill to native speaker.

References



Generally, you DO NOT need to state “references available upon request”. If employers want your references, they will ask.
You will need to create a separate reference page that should include the person’s name, title, address, email, and phone number.

