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What is a resume? 

A resume is a one-page summary of your education and experiences that show you are 
qualified for a particular career or position.  When writing a resume, the needs of the employer 
should be considered.  It should tell the potential employer who you are, what you know, what 
you’ve done and what you can do for them. 

Resumes should reflect each individual so there is no one perfect way to write a resume.  
However, there are some basics to follow that can help your resume be more effective.  As 
always, each resume should be updated regularly and adapted to each position you are 
applying for. 

Resume sections: 

1. Heading (Contact information) – 

a.  This section is found at the top of the resume and includes name, city/state, 
phone, email, LinkedIn link, website, etc. 

b. A simple graphic (ex. line) can be included here to draw attention to your resume 

2. Objective Statement –  
a. Short 1-3 sentence section highlighting your qualifications 

b. Be enthusiastic and confident 
c. Connect personal and company goals 

3. Education –  
a. Highlight the education/courses that qualify you for this position 

b. Includes: University/college name, location, date of graduation, degree earned 

c. Optional items to include special projects, relevant coursework, 
certifications/licenses, GPA 

4. Experience –  
a. Should show your most relevant experiences 

b. Includes: Company name, city/state, job title, dates of employment, brief 
description (bullet points) of your accomplishments and achievements. Use 
action verbs! 

5. Honors, Activities, Military Service (optional) -  
a. Include relevant activities and honors 

b. Honors & Activities can include awards, membership in professional clubs and 
organizations, volunteer activities, computer skills, language proficiency  

c. Military service includes branch, dates of service, rank, 
responsibilities/achievements 
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Formatting Tips: 

1. Keep the layout and formatting professional and consistent 
2. Check spelling, grammar and punctuation 

3. Avoid personal pronouns and abbreviations 

4. Resume should be 1 page with 10-12 font 
5. Save as a Word document (for editing) and as a PDF (for sending) 
6. Have several people review your resume and give feedback 

References: 

This should be a separate page with the same heading as your resume.  Have 3-4 references 
(not family).  Include the references name, title, company/organization where they work, phone 
number and email. 

Online Resources: 

ATS Friendly Resumes: https://www.jobscan.co/blog/ats-resume/  

10 Mistakes to Avoid: https://www.livecareer.com/resources/resumes/basics/resume-
mistakes  
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