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RESUME WRITING

BEGIN:
· Gather pertinent information concerning education, work and volunteer experience, school and extra-curricular activities, skills, training, and leadership roles
· Identify key words found in the job description 
FORMAT:

· Use a blank document.  Do not use a template found online

· Make it one page only.  Margins set at .75” or 1.” all around.  Set paragraph setting to single space

· Use 11 or 12 pt. and Times New Roman, Garamond or Cambria font with a 14-16 pt. for your name in bold
· Do not use graphics or multiple fonts.  Make sure the resume can be easily read/scanned
· Spell out initial organizations or clubs (Resident Assistant instead of RA)
· Begin with name, address, phone, and professional email address at the top of the page.  Center or align left

OBJECTIVE OR SUMMARY:

· Optional, but do not include both an objective and a summary statement

· Objective should clearly state your career expectations

· Summary should be statements that draw attention to your qualifications and accomplishments

EDUCATION:

· Begin with most recent first.  Include school name, location (city, state), full degree title and graduation month and year or expected graduation month and year
· Do not include high school information after your freshman year in college

· Include GPA if 3.0 or higher

EXPERIENCE:

· Begin with most recent first and include company name, location (city and state), job title, dates employed, and 3-5 bulleted job functions and results, if any
· Begin each description with an action verb (past tense if job is in the past)

· Internships and volunteer work 

· Do not use full sentences – use clear and concise phrases

· Do not use periods with bullets

HONORS AND ACTIVITIES:

· List awards and academic honors received from employer, organization, or school
· List extracurricular activities and volunteer work, as well as leadership positions
STRENGTHS:

· Include your top 5 Strengths in order


MAKE IT HAPPEN:

· Check for grammar, spelling, and punctuation.  Review for consistency

· Have someone proofread for you

· Schedule an appointment with the Career Services Office for review and additional assistance

· Print on high quality resume paper
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