
Get Started Resume Guidelines 
 

The best way to begin your resume: 
 

 Collect all the information that you will need to transfer to your resume. 

 Gathering the information will allow you to organize your thoughts, analyze your abilities 

and provide you with a full view of your history (work, education, and volunteer 

experiences). 

 

Items to look for before you start:   

 

 Current job descriptions, evaluations, list of courses, letters of recommendation, other 

resumes, and any resource books related to developing a resume. 

 

Don’t worry about the format at this point:  
 

 At this point it is important to put the information down on the worksheet. 

 Later, transfer the information to a format that you have chosen for your resume.  

 

Now is not the time to be modest.  This is the time that you want to inform people                               

of your accomplishments, honors and awards. 

 

Let’s Begin!  
Header 
 

Name:___________________________________________________________________ 

Address:_________________________________________________________________ 

City: ___________________________________State:__________________Zip_______ 

Telephone number an employer can contact you: _________________________________   

Email:__________________________ Web Site (optional): ________________________ 

 

Job Objective 

 

The position you are looking for or applying to. List a specific title, field, or skills you want to 

use. 
_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

 

Employment History 

 

 Chronological resume. Use reverse chronological order. Begin with your most recent 

position, and move to the position you held before that. Continue this for your 

employment history. Focus on the experiences most relevant to your objective. Example 

of sample resume hyperlink to the sample resumes pdf documents on this page. 



 Combination resume. List the positions in chronological order but review the content.  

You might find that a position that you held 2 jobs ago has more related skills associate 

with the position you are applying for. In this case put the jobs that are related to the 

objective towards the top of the resume. They will no longer be in chronological order. 

This resume is called a combination resume (page 15). Hyperlink to sampe resumes 

 

 Functional resume. Organize your skills into relevant groups of skills such as clerical, 

supervisory, management, production, warehouse, and equipment. You may group 1 or 

more skills together for a skills category.  List the range of responsibilities associated 

with each skill area, but do not connect it to any specific job. Your job history is listed at 

the end of the resume single spaced vertically, job title, employer name, city, town, and 

time period worked. 

 

As you think about each experience, consider these elements: 
 

 List all information: Unnecessary wording or description can be omitted when 

formatting your resume. Also include part-time jobs. Use action-oriented descriptions. 

 

 Headers: For each position list job title, employer name, city, state and dates you worked 

for the business. 

 

 Descriptions:  List your job duties and responsibilities. List equipment used for specific 

tasks and projects. List project with significant improvements, contributions, software 

you used, and how you worked with people. Start each sentence out with an action verb 

(pages 9-10).  
 

 Training:  If you received training while working at a business include it as well as any 

licensure, certificate programs, business seminars, or specialized training. 

 

 Recognition:  List special awards or recognition you have received while on the job, 

school or volunteering.  List committees you served on and what part you assisted with. 

 

 

 

Header: _________________________________        

Job Title                       Company Name                     City                  State               Date Worked  

_____________      __________________      ____________        _________        ____________ 

 

Description:___________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________ 

 



Training:_____________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

____________________________________ 

 

Recognition:___________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

___________________________ 

 
Continue to use the same format for each job you have held. 

Keep all the information in one place. 

 

Education:  List any certifications or degrees you have obtained, as well as course work you 

have completed. List the following for each institution you attended or graduated from. 

 

Degree or Certificate:            

             

       

 

Majors/Minors/ Certificate Program/Emphasis:         

              

 

School Name, City/State: 

________________________________________________________________                                    

 

Graduation Year or Years Enrolled or Transferred:        

             

 

Courses Relevant to Job Goal: 

 

 

 

Use the above order of information for each school attended. 

 

 

Military: List any military experience, including branch of service, training, rank and dates. 

State any promotions, honors or necessary descriptions.  This can be written up like a job 

experience. 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

____________________________________ 

 



Volunteer/Community Involvement:  List organizations you volunteered with, including your 

involvement, committees, events and name of organization. List a short description of your 

experiences. 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

____________________________________ 

 

Memberships: List any professional association or organizations to which you belong, including 

dates and any leadership positions you’ve held. 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

    

Hobbies/Side Occupation: List relevant side occupations or hobbies. Include any special 

training, descriptions, and dates. 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

___________________________ 

 

Thinking About Your Skills 
 

Final step; analyze your strength and abilities. Begin by reviewing everything you wrote in this 

packet.  

 What stands out?   

 What are your most impressive contributions to work, civic and volunteer experiences?   

 What are your strengths?   

 What personal traits are going to be important?  

 What skills will transfer to the position I am applying for? 

 

Qualifications 

 

List the five most impressive reasons why you are qualified for the job or field in which you are 

interested. These should be brief statements that describe your qualifications on your resume. 

Consider number of years; dollar amounts of sales and quantity of product produced that might 

impress someone; number of people supervised; level of responsibility; licensures or training; 

and professional achievement or recognition. 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________ 

 



 

Skills 

 

If you were the employer, what would you be looking for in a candidate?  

 

 Look at the job description and see how your experiences can match up or is similar to 

what the description states.  

 

 Organize your skills into relevant groups of skills such as production, clerical, 

supervisory, warehouse, management, and equipment. List the range of responsibilities 

associated with each skill area.  

Yours 
 

        List Skills Category 
 

   

   

   

   

   

   

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Professional Profile 

 

List 4-5 statements that list your unique traits. Traits that will set you apart from all other 

candidates. This is an optional heading and you would use it instead of the objective or just 

before or right after the objective. Some individuals with enough experience omit the objective 

and use a professional profile statement. (Example profile statements page 8) 

Remember, you are 

marketing a product 

through this process.         

 

That product is you. 

 

Sell Yourself! 
 



References Win Job Offers 

 

Guidelines on references and a reference page can be found on (page 16). 

 

 

Name:              

             

       

 

Title/Employer:            

             

      

 

How she/he knows you: (this is optional)         

              

 

Address: (in mailing address format)          

              

 

Telephone Number:            

      

 

Email Address:            

       

 

Use the same format 3-5 times. 

 

 

Career Management Center 

Location and Hours: 

Location: ASU Student Union, Room 2167 

Telephone :( 870) 972-3025 

Fax: (870) 972-2783  

Web Site: http://careers.astate.edu 

Hours: Monday - Friday 8:00 a.m. - 5:00 p.m.  

 
 


