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A resume summarizes your education, employment history, and experience relevant to the job 

for which you are applying. Your resume (along with the cover letter) is the first impression your 

potential employer has of you. A good resume can help you stand out from the other applicants 

and score an interview.   

 

In this guide, we will teach you how to create your resume and get your dream job!   

 

 

Follow these formatting tips: 

1. One-page PDF document: Keeping it simple for the HR manager is critical, as they 

receive several resumes every day. Any resume more than one page can run the risk of 

being tossed. Always convert your document to a PDF unless instructed otherwise. 

2. Alignment and organization: Visual representation is crucial to getting the HR 

manager’s attention. Be sure that all of your headings and subsections match and nothing 

is out of place. If you decide to use bullet points, make sure they are all the same size, 

and align down the page.  

3. Correct font and font-size: You want to stand out, but not to the point where it is too 

noticeable or unreadable. Employers may be intrigued by a resume that is not in Times 

New Roman format, but you also do not want to confuse them with Gill Sans. As for 

font, we suggest you stick to 11-12 pt. for your regular text and between 14-16 pt. for 

section titles.  

 

Include the following in your Resume: 

1. Name (clear, focused, and easy to see) 

2. Contact information 

○ Phone number 

○ Professional e-mail 

○ Location (for relocation purposes) 

3. 1-3-sentence summary of who you are and the type of job you are seeking 

○ Include your job and years of experience 

○ Specific achievements tailored to the position  



○ A goal for your career 

4. A list of your work experience- This list will be in chronological order, and each entry 

should include the following: 

○ Position held 

○ Company name and location 

○ Responsibilities and achievements  

○ Date employed (if still employed, list the start date and add “current” rather than the 

end date) 

5. Education history 

o Program 

o University 

o Years attended 

o GPA (if appropriate) 

o Minor (if applicable) 

o Honors and achievements 

6. A list of skills/certifications related to the job- Do not merely add all of your skills. It is 

helpful to look at the job description and note if your skills match what they want in an 

employee. For example, if the job mentions applicants should be knowledgeable in 

programming, you can add programs you where you are proficient.   

 

Optional information to include:  

o A professional website link such as LinkedIn or a project website 

o Social media links (only if necessary for your position) 

o Additional languages spoken  

o Volunteer experience 

o Certifications and awards 

 

Unnecessary information:  

o Headshots 

o Physical characteristics 

o Unrelated work experience unless you are entry-level (see below) 

o Unrelated hobbies 

o Reference list (unless instructed to add) 

o Salary history  
 

Additional tips 

1. Use keywords from the job description. Mid to larger size companies use an applicant 

tracking system (ATS) to sort resumes. Adding keywords related to the job description 

(even specific words used in the posting) can help your resume survive the system.   

2. Don’t forget your cover letter! Check out our guide on cover letters before applying. 



3. Customize your resume for each application. There is a chance that your volunteer 

work, experience, and summary can be tweaked to be more relevant to the new job for 

which you are applying.  

 

No work experience? Try this: 

1. Focus on your education and skills. Chances are, if you just graduated, your employer 

can see those dates and understand. However, adding any academic achievements and 

skills during school can help show the employer that you used your time in school wisely. 

2. Emphasize volunteer work. 

3. Internships. Be sure to list any internships you had during school. If you are still in 

college, try to find an internship before graduation to show off your real-world 

experience!  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Sample Resume 
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