
What were my major accomplishments?
What were my main responsibilities?
What skills did I learn, improve, or utilize?
What special knowledge did I gain?

Contact Information: Include your Name,

Phone Number, Email, & Address (optional)

Education: List the names of each institution

you have graduated from, or are currently

enrolled at, with the full title of your degree.

You can optionally include some of the
relevant courses that you are taking as part of
your program.

Experience: List the positions that you have

held (consider all paid, volunteer, leadership,

military, and internship experiences). You don't

have to list every job you have ever had, instead

prioritizing experiences that are current or

relevant to the position you are applying for.

When writing your bullet points, ask yourself:

Skills: What tangible skills do you possess?

Examples include language ability, computer

skills, certifications, or other technical skills.

Activities (Optional): Were you are part of any

clubs, Greek Life, non-profit groups, honor

societies, or athletic teams? Did you serve in a

leadership role in an organization? Did you

participate in research, training, presentations,

or conferences? Describe your

accomplishments.

Resumes are usually 1-2 pages in length

Page margins can range from 0.5" to 1.0" 

Standard font is recommended, such as a sans-serif font

like Arial or Calibri, with font sizes ranging from 10-12

point, although your name can be larger

Do not include references or "References available upon

request"; these should be on a separate page and

provided when requested

THE  ART  OF  WR I T I NG

YOUR  RESUME  

UNDERSTAND ING  THE  BAS I C S

Each section should be ordered in reverse chronological

order, which lists items from most recent to least recent

Try to use your space effectively, leaving not too much or

too little white space

Keep your format clean and consistent; avoid overusing

colors, boxes, lines, or borders

Proper use of verb tense is to use present tense for

current jobs and past tense for previous jobs
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