
Bob La Follette 
name@lafollette.wisc.edu, 608-263-3512, 1225 Observatory Dr, Madison, WI 

 
EDUCATION 
La Follette School of Public Affairs, University of Wisconsin – Madison    May 2014 

• Master of Public Affairs, Focus Field in Public Management and Education Policy 
• GPA: 3.8 (List GPA if 3.2 or higher)  
• Relevant Coursework: choose impressive sounding course names, classes that show depth or breadth 

of experience, customize per job application 
• Relevant Project(s): Project title, prepared for class name or client, brief description (e.g. comparing 

effects of alternative policy implementations) 

University of Wisconsin – Madison         May 2012 
• Bachelor of Arts,  Political Science and Economics 
• GPA: 3.8 (List GPA if 3.2 or higher, if difficult major (such as Mathematics) 3.0 is ok) 
• Honors:  list anything for which you were competitively selected such as scholarships, grants, student 

of the year, etc. include dates 
• Study Abroad:  consider listing study abroad here, if none others to highlight, and listing classes taken  

 
EXPERIENCE 
Organization Name, Location 
Position Title        Starting month Year-Ending month Year 

• Employ strong action verbs 
• Avoid unnecessary punctuation 
• Be concise  

 

Organization Name, Location 
Position Title        Starting month Year-Ending month Year 

• Save space by deleting blank lines, but avoid a cluttered look 
• Consider reducing the font size in blank lines; e.g., reduce space size from 12 pt to 6 pt 
• Focus on unique contributions and quantify as much as possible 

 

Organization Name, Location 
Position Title         Use Consistent Formatting for Dates 

• Think about times where you took initiative, developed or created something new 
• What projects or task were given to you because you were so good at them? 
• Include only relevant positions in the experience section 

 
CATCH ALL SECTION 
Set of relevant skills:  this could be computer skills, languages, certifications, etc 
Set of relevant experiences: possibilities include professional development activities, such as conferences or 
classes, Public Speaking, Articles Published, Community Involvement, to list volunteer position see below 

• Volunteer Organization Name, Position Title, brief description e.g. tutored ESL learners weekly, Dates 
• Minor Internship Org Name, Position Title, brief description (it’s ok to use smaller font here), Dates  
• Professional affiliations: relevant professional association memberships, offices held 



 
 

GUIDELINES 
FOR WRITING AN EFFECTIVE RESUME 

 
Resumes are presented in a number of formats including general (chronological) resumes, functional resumes, 
CV’s, federal resumes, and targeted resumes. Regardless of the format required for an application or the format you 
choose, it is important to remember that the goal of the resume is to get you invited to an interview.   
 
Your resume represents you on paper or via email – the knowledge, skills and experiences that have prepared you 
for the job(s) you are applying for. You have to make it reader-friendly and as easy as possible for employers to 
find the most important information. On average, employers spend LESS THAN 20 SECONDS looking at a 
resume at first glance! Therefore, you have a short time to make a big impression. First impressions are important, 
and your resume (+ cover letter) is your first and best opportunity to convey your writing skills. 
 
 
PREPARING AN EFFECTIVE RESUME 

1. You should tailor your resume to the job for which you are applying.  This can be time-consuming and 
labor-intensive.  You might consider creating a separate resume for each sector (e.g., federal, state, non-
profit, etc.) or type of position (e.g., policy analyst, budget analyst, etc.) that you are pursuing. You should 
also be constantly updating/revising your resume as you gain more experience. 

2. Assess your skills, interests, and industry-specific knowledge—use your Individual Development Plan and 
other assessments completed as part of PA 800 to do so.  Think about your experiences across a variety of 
settings—academic, personal, professional, and extracurricular. 

3. Also conduct industry research.  Understand the key skills and knowledge necessary to be successful in the 
type of position that you seek.  In addition to internet research, be sure to reach out to people in the industry 
(alumni, current professionals, professors, and students).  Conduct informational interviews and attend 
networking events. 

4. Go through the position description/ad for each position and highlight key verbs and skills required.  Make 
sure that you use similar language in your resume and cover letter. 

 
RESUME FORMAT  

1. Keep your resume to no more than 2 pages. One page is usually preferable, but if you have numerous years 
of work experience to add to your master’s degree, then two pages is acceptable. 

2. DO NOT use an objective statement. 
3. DO NOT use resume templates, lines, graphs or tables. 
4. DO NOT use the spacebar for spacing. Tabs or indents may be present and USE right and left align keys. 
5. Only use fonts between 10 and 12 points; 11-point font is recommended. 
6. DO NOT use any ornate fonts – Times New Roman, Garamond, Arial or a similar style is recommended. 
7. DO NOT include graphics of any kind, underlining and use of italics should be kept to a minimum. 
8. DO NOT get fancy will bullet points – use standard circles or squares. 
9. DO NOT title your resume “resume”; using your name as a title is recommended, e.g. “smith_jon.doc”. 
10. DO NOT list references or put “References available upon request” on your resume. 
11. Be Consistent – if you use all capital letters for a section-header, this must be done for all sections; if you 

write your dates out using numbers instead of months, do that everywhere. 
 
ORDER OF RESUME INFORMATION 
1. Identification 

Please be sure the address, telephone number, and e-mail address provided will be accurate.  If you do plan to 
relocate, include a “permanent” address, where you can be contacted.   
• DO bold your name in a larger font than the body of your resume. 
• DO include your e-mail address under your phone number.  DO NOT use a less than professional email 

address (e.g., “gamer@hotmail.com” or “imawesome@yahoo.com”).  
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2. Education 

• Include your current degree at the La Follette School of Public Affairs, e.g. MPA Candidate or Master of 
Public Affairs Candidate or MIPA Candidate or Master of International Public Affairs Candidate,  
Expected May XXXX. 

• Education should be placed before experience unless you have considerable, substantive experience. 
• List degrees/educational institutions in reverse chronological order (most recent listed first).   
• Include relevant projects, presentations, coursework, and the title of your thesis or a research focus only if 

they relate directly to the job and enhances your marketability. DO NOT list general education courses like 
micro or macro econ.  

• DO NOT list high school. 
 

Each educational entry should identify: 
• Name of institution , Location of institution (town, state abbreviation or country if applicable) 
• Degree received 
• Intended graduate concentration/field of study (undergraduate major/minor) where applicable. 
• Date of graduation/expected date (do not list years attended; list graduation date only) 
• Relevant honors, publications, projects, clubs, affiliations, activities, GPA. 

 
3. Experience 

• Positions included in the experience section should be listed in reverse chronological order (most recent 
experience listed first).  A key decision is whether to highlight “job title” or “organization.” If your place of 
employment is relevant to the organizations you wish to have consider you, make “organization” stand out.  
When the positions you have held relate to the position you seek, be sure that the job title is featured.  The 
use of capital letters, bolding, or use of a separate line creates prominence. Be consistent: if you choose to 
highlight “organization” in the most recent job, this must also be the focus in all other job listings. 

• Use action verbs to create interest and to demonstrate achievement and expertise. Try to avoid 
“Responsible for…” or “Duties included…” Emphasize results rather than job description.  Be sure to use 
appropriate verb tense to describe previous and current accomplishments. 

• Include internships, self-employment, and summer or volunteer work, if relevant. 
• Highlight skills related to your professional goals, if possible.  Highlight transferable skills where 

applicable.  Your resume should convey how your experiences and education are well suited to the type of 
positions you are seeking. 

• DO NOT use titles such as trainee or summer intern.  Use descriptive functional titles such as Research 
Assistant, Budget Intern, Financial Consultant, Project Manager, or Environmental Researcher. 

 
Each experience entry should include: 
• Employer (name, city, state abbreviation, and country if not U.S.) 
• Dates of employment, state month and year. Be consistent with style throughout and DO NOT write Fall 

2007 or Summer 2008. 
• Title 
• Important tasks/assignments performed and a brief description of relevant accomplishments (by order of 

importance).  DO NOT repeat the job description verbatim and remember that you DO NOT need to list 
ALL your work activities – just the ones that are relevant to the type of position you are seeking. 

• Use verbs and other language similar to that in the job description for which you are applying. 
• LIST ACCOMPLISHMENTS that show the outcomes/impact of your work (“successfully 

implemented”; “resulting in” or “facilitating its growth”). 
• Quantify whenever possible (e.g., managed 15 analysts, increased data entry accuracy by 42%). 

 
4. Professional Development, Affiliations, Associations, Publications and Community Service 

These activities show you are committed to your field of interest and may help you make connections with 
employers while showing that you do more than work.  
• Professional Development includes seminars you attended, workshops you completed or facilitated, and 

projects for an organization or potential employer you may have been part of. 
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• Affiliations & Associations: List professional affiliations and memberships. You may also list an office 

held if applicable. 
• Publications & Presentations: Listing publications and presentations can make it difficult to keep your 

resume to one page. Condense this activity. For example, “Published X number articles on the topics of X, 
Y, Z in ABC professional journal” You can always have a longer resume including all publications to hand 
in at an interview. Only include those publications that are directly relevant to the job; you may call this 
section “Selected” presentations/publications to indicate that a longer list is available. 

• Community service is increasingly important to employers as evidence of balance in one’s life and care 
about broader issues of society.  Extensive community involvement may warrant a separate section.  More 
modest involvement can be included in a section with professional activities or in a personal background 
section.  Title, organization and inclusive dates should be shown. 

 
5. Professional Skills (Computer Skills/Language Skills): 

• DO NOT assume that employers know that you are computer literate. Include your systems proficiencies 
in this section.  List only those in which you are fully competent. 

• Include knowledge and skill level of foreign languages (beginning, intermediate, proficient, fluent, native). 
• Security clearance level (if applicable). 

 
6. Honors/Awards/Membership 

• If you have many honors or awards, or need to highlight this on your resume, you may want a separate 
section for these. Otherwise, honors and awards that are directly related to your education may be listed 
under the educational institution.  

• DO NOT list GRE or TOEFL scores as credentials. 
 

7. References 
• DO NOT include this section in the body of your resume.   
• DO NOT state that “references are available upon request”. Recruiters assume that you would not be 

interviewing without having references to support your search. 
• DO prepare a separate reference sheet for distribution to employers in case it is requested.  Select 3-4 

references.  The format should include name, title, company/university affiliation, address, business 
telephone number and email. (Sample at the back) 

• DO have prior approval from the people you list.  Make sure they have an updated version of your resume.  Alert 
them to any calls that may be coming their way regarding your search efforts. 

 
A note about functional resumes: 

• A functional resume lists experience in skill clusters, does not focus on dates, and may not even include 
specific jobs and employers.  They should be used sparingly. 

• Traditional hiring decision-makers (especially in government) are generally not used to this format, and 
may find it off-putting or think that you are “hiding” something by using it. 

• That said, a functional resume may be appropriate to help de-emphasize problematic aspects of your work 
history (e.g., have gaps), if you have little professional experience, if you are drastically changing 
professions, or if you are not getting results with your standard format resume.  

 
For Examples of Functional Resumes:  
http://www.quintcareers.com/functional_resume.html 
http://jobstar.org/tools/resume/samples.php 
http://jobsearch.about.com/od/resumes/p/resumetypes.htm 
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