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Your résumé often creates the first impression you make with an employer. The information you
include and the way you present it can determine whether you will have the opportunity to
interview for a position. If the résumé is strongly written and presented attractively, it may open the
door to an interview. Your résumé is your marketing tool. It provides a quick overview of the skills,
knowledge, and experience you have to “sell” to an employer. A résumé summarizes your
educational and employment experiences. Therefore, it should be a concise, easy-to-read review of
your qualifications.

PREPARATION FOR WRITING THE RESUME

A résumé should support your career goals by presenting evidence to the employer that you have
the skills and knowledge necessary to perform the job. If you are unsure which career options
you want to pursue, it will be more difficult to design an effective résumé. Therefore, it is important
to have clear goals in mind (if not on paper) when constructing your résumé. Your objective will
enable you to write a résumé that highlights your most important qualifications for specific kinds of
jobs.

When you feel confident that you have identified your skills, defined your objectives, and become
familiar with options in your chosen career field (including potential employers), you are ready to
begin writing your résumé.

RESUME CONTENT

A résumé is a flexible document that can be adapted to highlight your particular skills or
experiences. The content categories you select for your résumé will be determined by a number of
factors, especially by your strongest “selling points” relative to the type of position you are seeking.
You may have several versions of your résumé if you are targeting different types of career
postitions.

Writing

The length of a résumé is generally one page, but two pages are usually acceptable if you need the
space to show the breadth of your experience. If you go to two pages, make sure the information on
page two is relevant and that you use the majority of the second page.

r

Identification Data—Name, address/es (current and permanent if appropriate), phone number(s),
e-mail address, and web site or link to an online portfolio (if applicable). Make sure your e-mail
address is professional.

Career Objective—These statements on résumés are now considered optional. If you decide not to
include an objective on your résumé, then your objective should be clearly articulated in your cover
letter. If you do include an objective, be specific—do not explain what you want from an
organization but rather address the skills you are bringing to that organization. Employers will
interpret a vague career goal as a lack of direction and self-knowledge. Objectives do not include
pronouns such as I, my, or me.

r

Reésume

Education—Your academic experiences should be listed in reverse chronological order with your
most recent degree or experience listed first. List the proper title of your degree and GPA (a
guideline is to include a GPA if it’s 3.0 or above).

Experience—Y our experience should include not only paid full-time positions but also part-time,
volunteer, field, observation, internship, and cooperative education experiences. For each position,
list the organization for whom you worked, the location (city and state), job title, and dates
(month/year) of employment. There is no single correct order for the presentation of this
information as long as you are consistent throughout the résumé.
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Within the sections, your experience should be listed in reverse chronological order. You should separate
“Relevant Experience” from general “Work Experience” to indicate that you have experience relating to your
degree and/or career goals.
e @Give a brief description of the skills and responsibilities for each position using short phrases and clauses
rather than full sentences.
e Begin each fragment with an active verb. Avoid the use of any personal pronouns (I, my, or me).
e Take credit for what you have done—especially for those activities that you initiated, developed, or
supervised. Be careful not to exaggerate your responsibilities, but do not undersell yourself either.

Activities—Your involvement and leadership in clubs, student government, athletics, and social organizations
shows an employer you have broadened your education with activities outside the classroom. These activities
can also demonstrate important work-related skills and knowledge such as organizational or management
experience and the ability to work effectively with others. Be sure to include offices or other leadership positions
you have held, as well as describing the positions and related tasks.

Optional Special Sections—You may list other types of information if they relate to your career and/or reflect
achievements in which an employer may have an interest.

e Special Skills—Computer, Equipment, Language(s) e Study Abroad

e Professional Affiliations e Volunteer

e Additional Training e Certifications

e Research e Military

e Presentations/Publications ¢ Relevant Courses

e Productions/Shows e Conferences Attended

Do not include personal information, photographs, or high school information.

RESUME STYLES

There are many good résumé layouts. The layout of your résumé is important in creating a favorable first
impression in an employer’s mind. The appearance of your résumé may determine whether it is even read at all.
Many corporate recruiters recommend not using résumé templates that are available with your word processing
software. It is more impressive to create your own résumé “from scratch” utilizing categories and formatting
which fit your unique qualifications.

Traditionally, résumés use serif fonts and utilize active verbs to focus on various skills developed during work
experience.

Chronological—Within sections, information is presented in reverse chronological order—most recent
information is listed first, working backward in time. This approach is the easiest to follow and is often used by
job seekers with limited experience.

Functional—The focus of this style is on skills and abilities—not on when or where they were attained. Related
skills are grouped together in comprehensive categories. The skill areas should relate closely to the stated career
objective. It is best used by people who have extensive professional experience, may have changed careers, taken
time off from their career, or who have gained their skills in volunteer or community service settings.

Curriculum Vitae—Candidates who are applying for faculty/administrative/research positions in a college,
university, or research setting typically prepare a curriculum vitae (CV) rather than a résumé. Sample CVs and
categories you may include in a CV are available on the Career Services web site under the Career Resource
Center.
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FINAL POINTERS
e It is essential that you use correct grammar, punctuation, and spelling. Spell check does not find every
error.
e Use abbreviations sparingly. Spell out your degree, the name of the university, and organizations to
which you belong.

e Ifyou are requested to e-mail your résumé, ask the employer what format they prefer (attachment,
electronic, in body of e-mail).

e Maintain consistent formatting throughout your résumé.

e Use capitals, underlining, spacing, highlighting and white space creatively to emphasize sections and
titles-but do not overdo it!

e You must get your point across quickly and clearly. Studies show that employers will typically read a
résumé for an average of 30-45 seconds.

e Reproduce your résumé on quality paper and use a laser or letter quality printer. White, cream, ivory, or
very light gray are acceptable paper color options. Avoid pastels or very bright colors.

e Ifyou are using résumé paper with a watermark, make sure the watermark can be read if you hold up the
paper to a light. It is not proper etiquette to have the watermark backwards or upside down.

¢ Remember the importance of key words on the résumé in the event you are applying to an employer’s
electronic database.

ACTIVE VERBS

achieved contacted experimented observed represented
acted contributed facilitated obtained reproduced
adjusted controlled filed operated researched
administered coordinated formed ordered retrieved
advertised corresponded (with) generated organized reviewed
advised counseled guided oversaw revised
analyzed created handled participated (in) scheduled
arranged defined identified persuaded selected
assembled delegate illustrated planned served
assessed delivered implemented prepared simplified
began demonstrated increased presented sold
budgeted described initiated processed solicited
built designed inspected produced studied
calculated developed installed programmed supervised
chaired directed instructed proofread synthesized
changed dispensed interacted (with) publicized systematized
clarified distributed interviewed published targeted
classified drafted inventoried purchased taught
coached edited investigated rated tested
collaborated (with) enabled led recommended trained
collected encouraged made recorded translated
communicated established maintained recruited tutored
compiled estimated managed referred updated
composed evaluated marketed regulated utilized
computed executed measured reorganized verified
conducted expanded monitored repaired volunteered
constructed expedited negotiated reported wrote
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THE COVER LETTER
Each time you submit your résumé to an employer, you should enclose a cover letter. The cover letter serves
several important functions:
e Explains why you are submitting the résumé.
e Introduces you to the employer.
e Serves as a vehicle for you to “sell yourself” more effectively to the employer and is the key to creating
interest in your candidacy.

The cover letter gives you the opportunity to draw an employer’s attention to the skills and experience outlined
in your résumé. You can also expand upon information that particularly matches the position for which you
wish to be considered. The cover letter can highlight special achievements that might otherwise go overlooked.

In summarizing your qualifications, highlight your most appropriate skills or background in relation to a
particular position without simply reiterating the information on your résumé. Refer the reader to your enclosed
résumé for further details of your past accomplishments.

Remember: Similar to the Career Objective on your résumé, the focus of the cover letter is what you can do
for the organization—not what you want from the organization!

You must personalize your cover letter by preparing each letter individually and addressing it to an individual
rather than a title or department.

As with the résumé, use a letter quality printer. Duplicated or obvious form letters are inappropriate and
unprofessional. The cover letter should be no more than one page long and should be produced on the same
paper as your résumé and reference sheet.

REFERENCES

You should develop a list of references with name, title, relationship to you, address, phone number, and e-mail
address on a separate sheet. This sheet can be enclosed with the résumé or carried to an interview. Never list just
the name and phone number of a reference.

Make sure you include your personal information on the top of the reference sheet using the same header as what
is on your résumé. The font style and paper type/color should match your cover letter and résumé. Do NOT
staple the reference sheet (or cover letter) to the résumé.

Some suggestions relating to selecting and working with your references:

e Always ask the person’s permission to use him or her as a reference. Do not assume that the person will
be willing to recommend you. This courtesy is appreciated and may avoid later embarrassment—or a
negative letter of reference. “Would you be comfortable serving as a reference for me?” opens the
dialogue. Be prepared to hear a “no” or to deal with some reservations.

¢ Give the person a copy of your current résumeé.

e Discuss the type of position you will be seeking and your career goals. If there are particular skills or
information you hope he or she will include in the reference, mention these.

¢ Consider maintaining a portfolio or file of letters of reference, transcripts, and other information that
employers may request or you plan to share during the job search.

Just a reminder: The people who provide your references should be able to share information about your skills
and abilities relevant to the types of positions for which you will be applying. Professional references are typically
former or current employers, professors who know you well (preferably from your major field of study or courses
which relate to your career goals), colleagues, professionals with whom you have worked on projects, or advisors
with whom you have been involved in activities. Three to five references are considered an appropriate number
for the reference sheet.

Need your résumé reviewed? Visit the Career Services web site and click on the
About Us section for information on available walk-in hours.
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