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RÉSUMÉ GUIDELINES (samples included at the end)
A résumé demonstrates and highlights specific accomplishments and relevant skills sought by an employer for a job or co-op/internship description. It is not an autobiography or a list of jobs. Think of your résumé as a self-marketing document that summarizes your best attributes. A résumé is designed to get you an interview. 
Employers spend ~20 - 40 seconds reviewing this document during an initial read; make each word count.
KEYS TO CREATING A RÉSUMÉ
1. Targeted: Review a job description, industry, or career field

The biggest mistake candidates make, besides proofreading, is that they try to use one generic résumé for all positions. Successful candidates target their résumé with keywords from a specific industry or job description (i.e. market research, valuation modeling, consumer, client, etc.). 
2. Accomplishment-focused: Beyond just duties
Jobs, leadership roles, internships, etc. have a description of tasks/duties. Simply reciting those duties on your résumé, it isn’t enough. Think of accomplishments or how well you did that duty/task. That shows an employer a driven, analytical, and someone who will be an asset to their staff. Phrases go in order of importance. 

3. Easy of read: Determine your asset categories
What makes you a strong candidate? Beyond your education, is it work experience, class projects, research with a professor, leadership in clubs/organizations, collegiate athletics, volunteer experience, internships, etc.? Select the categories you feel make you qualified for your goal. 
Have your résumé reviewed by as many people as possible: To arrange an appointment with a Career Center representative, please call 268-6477, visit us on the 2nd floor of the ERC.
TYPES OF RÉSUMÉS & THE BASICS
Chronological (most commonly used format) 
· Reverse chronological order by date - most recent “dates” go first within each section. 
· Headings of sections may be arranged in any order with descriptive headings (i.e. Market Research and Finance Experience) or with basic headings (i.e. Experience). 
· One page or two – depends on industry/field; however, for most students, one page is preferable. 
· Font sizes may be from a 10-12 with margins of .5 to one inch. 
Submitting a “paste” or “uploaded” resume to a Web site
· Use keywords common to the industry or words directly from the job description; employers sort through the database using these keywords or will review each résumé as the system accepts it
· Create a separate résumé that is all left aligned without underline
· Use only bold, capitalization, and a couple of font sizes used consistently to differentiate sections and words
RÉSUMÉ CONTENT CATEGORIES

	CATEGORY
	INFORMATION
	ADDITIONAL SUGGESTIONS

	Contact Information
	· Name, address (may list up to two), phone number (may list up to two), and a professional email address

· Cell phone numbers are fine 
	· Review your voicemail messages and change if not appropriate



	Job Objective or 

Summary of Qualifications
	· Use when applying to specific openings; be specific and contain a specific job listing or department of interest.

· Experienced workers use a “summary of qualifications”
	· DO NOT use “to obtain a challenging position that utilizes my skills in business.” 

· MBA and other graduate students ought to use a summary

	Education
	· College, degree, major, and grad date
· Concentration or minor 
· GPA (3.0 or better), overall or major

· Study abroad – in this section or on its own

· Other colleges attended, if received a degree
	· If it is below a 3.0, don’t list and let your other skills make the impression. 

· Don’t need transfer college unless you received a degree; if you want to list, go ahead
· Freshman and sophomores may list their high school

	Honors and/or Scholarships
	· List all honors and/or scholarships received, including Dean’s List
· In addition to the name of the award, mention what it is for (i.e. leadership, academic merit, etc.)
	· When listing only one or two, you may consider putting as a bullet in your education section

	Experience (be specific)
·  “Internship Experience 
· “Finance & Analytical Experience”
· “Engineering Experience”

· “Related Experience”
	· May include internships, work, work-study, part-time, leadership, volunteer, relevant class or research projects
· List the organization name, your title, city/state, and dates “worked”
· Emphasize accomplishments through your duties/ responsibilities

· Use action words to begin each phrase 
	· Does not have to be paid
· Do not use pronouns (i.e. I, we, etc.)

· Only list experiences that are most relevant to your goals; not every experience needs to be listed
· Best statements contain numbers, percentages, and outcomes
· List in order of importance


	Class projects
	· Format like work experience
· Include course, project name, school, and semester

· Phrases should be similar to work experience with verbs and outcome oriented
	· If you can do it in class, you can do it on the job
· Excellent addition for those without much relevant experience

	Technical, language, laboratory skills
	· Sciences/engineering – list equipment used

· List software, hardware, and programming skills
· List language spoken 
	· International students may list both their native language and English

	Activities, interests, athletics
	· Include positions held, organization name, and dates of involvement

· Interests may be used in place of or with activities 
	· Political or religious organizations, you general terminology (i.e. Campus Political Organization)

	Community Service and volunteer
	· Employers value community service and volunteer. 

· Include organization, activity involved with, dates of involvement
	· When listing political or religious organizations, you general terminology (i.e. Church volunteer)

	References 
Usually a separate page see sample
	· People that an employer can call or email discuss your qualifications and verify what is listed on your résumé
· Letters of Recommendation are usually needed for graduate school, not employment. 
	· Former professors, supervisors, and club mentors are solid choices
· Personal references are not much help to the employer


STATEMENT / BULLET WRITING
1. Outcome-driven – Use of numbers, percentages, and accomplishments. The strongest form and usually shows how well one performed a given position, task, or duty.

a. Developed an innovative software solution in Excel that accounted for 1,000 exempt positions within the Department of Aviation – results were was presented to the DOA advisory board
2. Skill-driven – May be useful but be careful with these statements as you still need to demonstrate the duty, along

with the skill used or gained. 

a. Improved presentation and consultative sales skills by presenting products, including features/benefits, to prospective clients.

b. Applied my leadership skills to hire and train ~75-90 student callers every semester
3. Duty-driven – Everyone has some of these, usually listed last. These are your responsibilities.
a. Managed budgetary system by updating key data as required

b. Researched over 100 top-tier donors and created reports for the Director of Prospect Management

HOW TO SUBMIT YOUR RÉSUMÉ

E-mail submission to a direct contact or via a company site

· Attach your résumé and name the file “first name_last name résumé”

· Cover letter (if sending one) is body of the email 
· The subject line should indicate which position you are applying for

Mailed or fax copies (seldom used)

· Print your résumé and accompanying documents on résumé paper (white, cream, or beige)

· Mail in a large envelope with a printed label or fax using a cover sheet 
· Your note on the fax cover sheet must indicate what documents you are sending and for which position. It is unlikely that you will be submitting fax application

Remember the basics……

· Use high quality paper in white or cream
· Use easily read fonts 
· Use accomplishment phrases and start each one with a verb
· Limit your résumé to one page, font sizes 10-12, margin from .5 – 1’’ (make all sides match)
· Proofread, proofread, proofread
· Have résumé reviewed by everyone
DO NOT……..

· Give personal information (social security number, photo, age, race,  religion, etc.)
· Use graphics or text boxes (unless applying for a creative or graphic design opportunity)
· List unrelated jobs, experiences, or duties
· Use personal pronouns 

· Exaggerate your experiences
· Use abbreviations unless it is commonplace within  your industry of choice
CHECKLIST……
· Is résumé easy to read, targeted, and demonstrate my accomplishments?

· Does it use bullets, bold, italics or capital letters to enhance its readability? 

· Are bullets listed in an order of importance?

· Are your name, address, phone, and email listed? 

· Did you proofread it?

· Does it contain keywords for your chosen position, career field, or industry?
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