
Your résumé is your personality on 
paper. It creates a first impression  
of you for prospective employers.
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Your Résumé 

An outstanding résumé is a personal expression of yourself.  
It presents your qualifications to prospective employers and  
convinces them that you are a solid candidate. By tailoring the 
résumé to parallel the qualities the employer is seeking, you can  
be confident that you will capture the hiring manager’s attention.
The objective of the résumé is to get an interview. It should:

• Highlight your knowledge, skills, and experience

• Show how your professional qualities and capabilities  
satisfy the employer’s requirements

• Differentiate you from the crowd by emphasizing  
your accomplishments

There is no one perfect format, but an effective résumé will  
focus on the employer’s needs, communicate your competencies, 
demonstrate a sense of direction in your career, and create a 
favorable impression by being concise and easy to read with a 
professional appearance. Each person is unique; therefore, each 
résumé should be unique. The following guidelines will assist  
you in organizing your experience and skills into a selling tool that 
will help you secure an interview.

Résumé Format Suggestions

Header

Your name, address, telephone number, and email address  
are the most critical pieces of information on your résumé.  
Contact information should be at the top of the document in a  
font size that is easy to read. Keep in mind that more employers  
are using email to contact students, and always be cognizant  
of the professional image projected by your email address,  
email signature line, and voicemail greeting.

Objective statement (optional)

Your cover letter should clearly state your objective when  
applying for a position. Inclusion of an objective on the résumé  
is a personal preference. 

A simple objective statement defines the type of position you  
are seeking. An expanded objective defines the type of work you 
desire and offers a brief picture of what you can bring to the 
position. You can tailor your résumé to a specific employer by 
including the company name, position title, and job number 

(if it has one), along with key strengths related to the employer’s 
needs. Alternatives for the objective statement include career 
interests, a professional summary, and/or a list of strengths. 

Education

Many students choose to highlight academic accomplishments  
at the beginning of a résumé. Basic information in the education 
section includes the university name, city, and state; degree(s); 
graduation date (month and year); and areas of study. Include 
your grade point average if you feel it is to your advantage. A 
general guideline is to include the cumulative GPA if it is above  
3.0. You can give your GPA in your major if it is better than your 
cumulative GPA, as long as you identify what it represents. 

A number of items can be included in the education section,  
depending on your major. Education majors, for example, may 
want to list endorsements, and actuarial majors may want to  
list exams passed. Listing your senior experience, research,  
senior thesis, study abroad, self-financing of your education, or 
completion of a four-year program in three and a half years is  
also an option. 

Internship employers are interested in knowing where you  
are in your studies. If you feel it is important to include a list  
of your courses, choose courses that will be relevant to the  
employer or that show a special academic focus that is not  
obvious from your degree title. 

Experience 

Your experience section can include full-time, part-time, seasonal, 
volunteer, paid, or unpaid positions. Convey information that  
gives an employer a better understanding of the depth of your 
involvement at work. Remember that employers hire people for 
skills, not majors. Decide what skills and knowledge are required 
of the position and emphasize those qualities in your experience. 
Also, try to focus on accomplishments rather than responsibilities. 
Finally, be specific—avoid general statements, such as, “Performed 
office duties as assigned.”

Lead with experiences that are related to your career objective,  
such as student teaching, internships, or performances. Whether 
you begin with your position title or the name of the organization 
is a matter of preference, but be consistent throughout. Employers 
prefer descriptions written in bulleted phrases that begin with 
action verbs (see examples on the next page). 

Related skills

List additional skills and experience that may be valued by  
the employer, such as software or laboratory skills, foreign  
language abilities, or certifications.



Activities/honors/awards

The placement of this category depends upon  
how much you wish to highlight your extracurricular 
activities. If an award is for an accomplishment  
within the context of your job, think about listing  
it with your work experience. You want this 
accomplishment to be noted early in your résumé. 
Activities in which you had a leadership role are  
always worth promoting. Noteworthy athletic 
accomplishments or student government posts  
should also be included. To decide how much and  
what to include, ask yourself: What am I trying  
to convey to a prospective employer? Does this 
activity/honor illustrate my strengths in relation  
to this position?

Does Your Résumé Pass the 10-Second Scan?

Limit your résumé to one page when possible. 
Depending on your field of study or years of 
experience, two or more pages may be appropriate.  
If your résumé is more than one page, place your name 
and page number at the top of the second page. 

To ensure that your résumé passes the  
10-second scan:

• Keep statements brief; use simple,  
everyday language.

• Be specific. Give examples and  
emphasize achievements.

• Be positive, enthusiastic, and honest.  
Don’t exaggerate.

• Don’t list personal references or mention  
salary or wages.

• Proofread for spelling and grammar errors.

• Have someone else proofread your résumé.

• Avoid fancy fonts or flashy paper.

Sample résumé

Chronological Résumé

A chronological résumé lists education, work experience, activities 
and other appropriate sections. Within each section, entries are 
listed in reverse chronological order (most recent first) and  
highlight job titles, dates, and places of employment. This style 
reflects career growth and is easy to follow. See sample résumé. 

Posting Your Résumé Online: Helpful Hints

Use your email address for contact information. Never include 
personal information, such as address and phone number, for 
safety and security reasons.

Never include contact information for references and always  
get the permission from your references before posting  
information on the Internet.

Always view your résumé or send it to yourself so you know  
how it looks. Save your résumé as a pdf file.

References

References are an important part of your job search. Choose  
three to five people who can articulate why you would be a 
welcome addition to the hiring organization. Faculty who  
know you well and supervisors from current or previous  
positions are best.  

List references on a separate page with the same heading as  
your résumé. The reference page is provided at the interview  
or when an employer requests it. Make sure that you ask 
permission of those you want to list as references before  
providing their names. 
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Action Verbs

Using data, I have

analyzed, compared, computed,

compiled, coordinated, designed,

developed, organized, planned,

recorded, reported, researched

Interacting with people, I have

advised, coordinated, counseled,

directed, evaluated, guided,

instructed, managed, motivated,

negotiated, organized, persuaded

Interacting with people, I have

adjusted, assembled, balanced,

built, driven, guided, handled,

moved, operated, repaired,

set up, shaped


