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What is a Résumé? 
•	 Marketing tool tailored to a specific job
•	 Snapshot of past experiences, professional accomplish-

ments and qualifications
•	 Living and breathing document that showcases accurate 

information 

The Basics
There are exceptions to every rule, but here are general 
guidelines to get you started:
•	 Have a master résumé (a document that lists all of your 

experiences and qualifications) that you use to populate 
your tailored résumé

•	 Use the job description to help you tailor résumé head-
ers and bullet statements 

•	 Proofread—Always check for spelling and grammar errors
•	 Avoid using abbreviations and slang
•	 Objective statements are optional
•	 Remove hyperlink when listing your email address in 

the header
•	 Do not mention your references on your résumé—they 

get their own page
•	 Avoid the use of personal pronouns (I, me, etc.)
•	 After sophomore year, only college experiences should 

be on your résumé (unless your high school experience 
is uniquely relevant to the position)

Formatting
•	 No more than one page
•	 Maximize space by decreasing margins to half an inch
•	 Choose a clean and easily readable font, size 10-12pt
•	 Consistency is key—be thorough but concise (If you use 

bold for all of your main headers, make sure all main 
headers are bolded)

•	 Save as a .pdf and name the file with your first and last 
name and “Résumé”	(i.e. – Ima Knight Résumé.pdf)

Experience Sections
These could consist of…
•	 Customized headings: Headings such as Experience or 

Relevant Experience are vague and don’t enhance the 
marketability of your experiences. Frame how you want 
your experiences to relate to the position in which you 
are applying by creating stronger, specific headings (i.e. 
Marketing Experience, Research Experience, Campus 
Involvement, Leadership Experience, etc.)

•	 Organize your Experience sections by which experienc-
es are most relevant to the position to which you are 
applying. Within those sections, be sure to utilize reverse 
chronological order (most recent position to least recent)

•	 Avoid generic skills sections as employers would prefer to 
see how you use these skills within bullet statements. De-
pending on your industry, a Technical Skills section may 
be effective to showcase your proficiency with software, 
languages, and occupation-specific skills

Accomplishment/Bullet Statements
Show the employer what you have accomplished. Try this 
formula: Skill Verb + How + Why/Results
•	 Skill Verb: Use active skill verbs and avoid using 	

phrases such as responsible for, assisted, helped, or du-
ties included; these should align with the job description

•	 How: Show the reader how you demonstrated the skill. 
This could include what, how and/or with whom the skill 
was applied.

•	 Why/Results: Provide why you used the skill and the 
outcome. Quantify when you can (How much, how 
many, outcomes?)

Example Statement
Collaborated with Committee Members in order to plan five 
programs over the course of a semester for 60 residents, 
covering topics related to academics, health and wellness, 
and civic engagement

•	 See example résumé on reverse side for additional 
example statements
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