
Resume Writing

The Office of Career Management    



Agenda
What is a Resume

Purpose of Resume

General Guidelines

Resume Tips

Business Knight



What is a Resume
➢Marketing Tool
➢Highlights your 

accomplishments, knowledge, 
skills and abilities

➢ Living document that is 
constantly changing



Purpose of a Resume
➢ Employer’s 1st impression of you 
➢ To obtain an interview
➢ Reflects your relevant experience 

○ Full-time employment
○ Internships
○ Volunteer work

➢ Facilitate and enhance your Network



What to Include
➢Name/Contact Information
➢ Education
➢Work & Internship Experience
➢ Achievements & Accomplishments
➢ Extra Curricular Activities
➢ Skills and Qualifications



Vmock Template Guide



Words to Use
Ineffective Words

➢ Responsible for

➢ Work with 

➢ Handle

➢ Help

Effective Action Verbs

➢ Lead, Manage

➢ Partner, Collaborate

➢ Coordinate, Process

➢ Facilitate, Co-create



Skills & 
Achievements

Incorporate: 
❏ Frequency
❏ Quantity / Scope
❏ Outcome

Examples:

➢ Supervised 6 employees at 2 site 
locations

➢ Reconcile and balance cash 
register up to $5,000 daily

➢ Created new database system 
resulting in 35% efficiency in 
retrieving information for over 
500 clients



General Guidelines
➢ Page Length: 1 Page
➢ Margins: Between ½ inch to 1 inch
➢ Font Style: Consistent Format

○ Arial, Times Roman, Calibri, and Georgia
➢ Font Size: 10pt to 12 pt font

○ Except name: 14pt to 18pt font
➢ Contact info: Address, phone number, professional email address
➢ Grammar and Spelling: Use correct verb tense; consistent punctuation; proofread



Resume Tips
➢ Be clear and concise. No “fluff”
➢ Make it relevant

○ Think about your audience
○ Use industry keywords
○ Use words from the job 

description
➢ Use correct verb tense (ie. 

present and past)



Resume Tips
DON’T INCLUDE
➢ Objective statement
➢ References
➢ I, Me, My
➢ Personal Information (age, marital status, race, height, weight, gender, 

social security number)
➢ High school information after Freshman/Sophomore year

○ Possible Exceptions
■ Nobel/Pulitzer Prize WInner, Olympic Athlete Eagle Scout or high 

SAT scores
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