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RESUME BASICS
What is a Resume?
•
•

Marketing tool that actively sells your qualifications to a potential employer.
Summary of your educational background, experiences, accomplishments, and skills that is
tailored to fit the career field in which you are searching.

When to use a Resume?
•
•
•
•

Applying for jobs for the purpose of obtaining an interview.
Applying to graduate/professional schools.
Providing a summary of qualifications to your references and contacts.
Networking with potential employers.

Basic Tips and Guidelines for the Experienced Professional
•
•
•
•
•
•
•
•
•
•
•
•

Typically one - two pages long (Depends on longevity in the workforce and relevant experience).
Use a laser printer.
Use good quality white or off-white resume paper, 8 ½” x 11’’.
Easy to read, brief, and concise while maintaining a consistent format.
Have your resume carefully proofread for errors - do not rely solely on spell check.
Limit use of abbreviations.
Avoid the use of personal pronouns such as “I” or “my”.
Highlight major points in bold, italics, underlines or by capitalizing.
Highlight and expand upon experiences that are related to your career objective.
List education and work experiences in reverse chronological order.
Be specific when describing duties - use action verbs and consider quantifying achievements
(focus on accomplishments and results rather than routine job descriptions: for example, list the
number of people supervised or amount of budget handled).
If you are looking for different types of jobs, you may create slightly different resumes tailored to
each job opening.

Note to Experienced Professionals : If you are not an entry level professional, your resume should highlight

your track record and demonstrate “what you can bring to the table” to potential employers.

Three Types of Professional Documents to Consider:

• Chronological Resume: Reverse chronological listing of employment with an emphasis on recent
experience.
• Functional Resume: Highlights skills, experience and accomplishments without identifying specific
dates (see page 31).
• Combination Resume: Contains both a functional section that highlights skills and a chronological
section that lists employment, and education.
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RESUME SECTIONS
 IDENTIFICATION
Name: Capitalized, centered at top of page
Address: Permanent address
Telephone: Home and/or cell, be sure to have a professional voicemail
Email: Personal email account
 SUMMARY (optional)
As an experienced professional you can select to use a summary statement at the topic of your resume
rather than an objective. This statement should specify 3 -4 skills you posses that the potential
employer needs. Paragraph or bullet formats are both acceptable.
 Objective (optional)
You may include this section if you have worked out a clearly targeted objective. Make sure that the
objective is relevant to the position for which you are applying. The following items may be included:
•

Title of position desired:
Staff Accountant
Clinical Psychologist
Human Resource Director

•

Environment or type of business desired:
Staff Accountant with a CPA firm
Clinical Psychologist at a hospital
Human Resource Director for a retail store

•

Geographical preference:
Position as a Staff Accountant with a CPA firm in the Baltimore/Washington DC area
Clinical Psychologist in a hospital, willing to relocate
Human Resource Director with a retail store in the northern Virginia area

 EDUCATION
The education section should precede experience as long as you are still in school – graduate or
undergraduate. Typically, if you have recently graduated from college, graduate school, or graduated
within the last three years, your education should remain at the top of your resume. When in
doubt, ask yourself, what is my greatest selling point!
In addition, think twice before you include the dates of all your educational experiences. If you
recently graduated, feel free to list the dates because it increases value. Other dates can be used in
age discrimination. However, there are still some employers who prefer to see dates, so when in
doubt contact The Career Center and speak with a Career Advisor.
•

List educational institutions in reverse chronological order, most recent first.
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•

Study Abroad:
International experiences should be consistent with your other education experiences.
Include university name, location, dates, and concentration. You can include a bullet with
unique opportunities or coursework completed (i.e. Staying with a native family).

•

Degree(s)/Major(s)
Include “Bachelor of Arts, Science, Business Administration…” and your specialization or
concentration as well as any minors. If you are still in school you may say “Candidate for
Bachelor of Arts in…, date” or “Bachelor of Arts in…, expected date”.
If you are a business major, include the name of the school and accreditation (AACSB
stands for the Association to Advance Collegiate Schools of Business).

•

GPA:
Include your GPA if it is 3.0 or above. Be sure to clarify the GPA that you are listing
(Overall, Major). If you decide to list your Major GPA, consult your college handbook for
assistance on this calculation.

•

Honors and Awards:
Awards, scholarships, Dean’s list, and other academic honors may be listed. Include dates.

•

Academic Organizations:
Clubs or organizations such as the Financial Marketing Association, Psi Chi, etc…may be
listed. Include dates.

 EXPERIENCE
Depending on your work experience, employers may not only be interested in your employment
history, but also your volunteer, internship, research, leadership, and/or extracurricular activities.
For those who have been out of school for 5 years or have over 10 years of experience, it is wise to
lead with your experience, rather than your education. When in doubt, ask yourself, what is my
greatest selling point – my previous employment experience or my education!
Chronicle 5 to 10 years of employment history. Experience from over 10 years ago begins to lose
impact and opens the potential for age discrimination. If you have valuable experience beyond 10
years consider using multiple chronological sections, a functional format or a combination resume.
However, there may be times when an employer requests your entire work history, or you have
gaps in your work experience. This situation must be considered on a case-by-case basis. Feel free
to contact The Career Center for a second opinion concerning your work experience.
•

What types of experiences to include?
Paid, unpaid, internships, extracurricular activities, volunteer, leadership, and research work
are all appropriate.

•

Reverse chronological order
List your most recent job experiences first.

•

Relevant and additional experience
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It may be beneficial to categorize your experiences into those which are relevant to the
position you are seeking and those which are additional.
•

Important information to include
Select a consistent format for your experience section including the name and location of the
organization, dates of employment, and title. You may choose to make the company name
or title stand out using bold, italics, underline or caps. Remember, be consistent.

•

Describing duties and accomplishments
Use strong action verbs such as “edited”, “collaborated”, “researched”, etc... Try and be
specific when describing your responsibilities and quantifiable results and accomplishments
wherever possible. Make sure to use the correct verb tense (present tense for current
positions and past tense for previous positions). Avoid using “Responsible for…” and
“Responsibilities include…”

•

Be concise
Use phrases and clauses rather than complete sentences.

•

Highlight Accomplishments
Don’t just list your job responsibilities and duties, include your accomplishment too! For
example, “Proposed and tracked $500,000 annual departmental budget. Only division to
meet deadlines and operate within budget during the past three years.”

 ACTIVITIES
You can separate your activities from your experience section. Consider including dates and
locations when appropriate. You may include the following:
•
•
•

Extracurricular Activities
Leadership Positions
Service Activities

 SKILLS
If specific skills are necessary to the position or distinguish you from other candidates, you should
include them. Possible skills include:
•
•
•
•
•

Computer applications (Microsoft Word, PowerPoint, etc…)
Programming languages
Foreign languages (conversational, fluent, etc…)
Laboratory skills
Certifications

 INTERESTS
Listing three to five interests or hobbies is generally a good idea. Employers may use them as an
icebreaker during an interview.
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 REFERENCES
The phrase “References available upon request” is optional. Create a list of three to five referencesfaculty members, former employers, and professionals in the field you wish to enter may be used.
Be sure to ask permission to use their name and provide them with a copy of your resume. On a
separate sheet of paper, the same paper as your resume, include:
•
•
•
•
•
•

Name of Reference
Title
Company
Address
Phone
Email
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ACTION VERB LIST
Management
skills

Communication
skills

Clerical/Detailed
skills

Research
skills

Helping
skills

administered
analyzed
assigned
attained
chaired
consolidated
contracted
coordinated
delegated
developed
directed
evaluated
executed
improved
increased
organized
oversaw
planned
prioritized
produced
recommended
reviewed
scheduled
strengthened
supervised

addressed
arbitrated
arranged
authored
corresponded
developed
directed
drafted
edited
enlisted
formulated
influenced
interpreted
lectured
mediated
moderated
motivated
negotiated
persuaded
promoted
publicized
reconciled
recruited
spoke
translated
wrote

approved
arranged
catalogued
classified
collected
compiled
dispatched
executed
generated
implemented
inspected
monitored
operated
organized
prepared
processed
purchased
recorded
retrieved
screened
specified
systematized
tabulated
validated

clarified
collected
critiqued
diagnosed
evaluated
examined
extracted
identified
inspected
interpreted
interviewed
investigated
organized
reviewed
summarized
surveyed
systematized

assessed
assisted
clarified
coached
counseled
demonstrated
diagnosed
educated
expedited
facilitated
familiarized
guided
referred
rehabilitated
represented

Financial
skills

Technical
skills

Teaching
skills

Creative
skills

administered
allocated
analyzed
appraised
audited
balanced
budgeted
calculated
computed
developed
forecasted
managed
marketed
planned
projected
researched

assembled
built
calculated
computed
designed
devised
engineered
fabricated
maintained
operated
overhauled
programmed
remodeled
repaired
solved
trained
upgraded

adapted
advised
clarified
coached
communicated
coordinated
developed
enabled
encouraged
evaluated
explained
facilitated
guided
informed
initiated
instructed
persuaded
set goals
stimulated

acted
conceptualized
created
designed
developed
directed
established
fashioned
founded
illustrated
instituted
integrated
introduced
invented
originated
performed
planned
revitalized
shaped

Adapted from Boston College Career Center homepage
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Sample resume Headings & Titles
For Chronological resumes
Academic Achievement

Employment Objectives

Professional Affiliations

Academic History

Employment History

Professional Employment

Accomplishments

Exhibitions and Awards

Professional Organizations

Activities

Experience

Professional Qualifications

Additional Experience

Experience Highlights

Publications

Affiliations

Extracurricular Involvement

Published Works

Appointments

Foreign Languages(s)

Qualifications

Athletic Involvement

Graduate School

References

Career Skills

Grad School Employment

Related Course/Work Experience

Career History

Highlights of Qualifications

Skills and Attributes

Career-Related Experience

Honors, Activities and Organizations

Skills and Qualifications

Career Goal

Honors/Awards

Special Training

Certifications

Internships

Special Abilities

Coaching Experience

Job History

Special Skills

Community Involvement

Licenses

Special Interests

Computer Knowledge

Major Accomplishments

Special Projects/Studies

Computer Experience

Management Experience

Special Courses

Computer Languages

Memberships/Activities

Student Teaching

Computer Skills

Military Experience

Summary of Qualifications

Consulting Experience

Military Service

Teaching Experience

Course Work Included

Military Training

Thesis

Dissertation

Objective

Travel Experience

Education/Career Experience

Occupational History

Volunteer Experience

Education

Other Skills/Experience

Work Experience

Education & Training

Overseas Employment

Work History

Educational Background

Position Objective

Workshops and Seminars

Employment

Professional Objective
Adapted from Job Service North Dakota (Workforce Solutions)
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Phrases to Consider in Resumes
Expressions that can be used in the
Resume Summary
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Extensive experience
Progressive experience
Comprehensive experience
Substantial experience
Increasing responsibility
Major strength(s)
Outstanding record in
Worked effectively with
Strong background
Capable of
Familiarity with
A proven record in
Key strengths include
Successful accomplishments in
Areas of expertise
Outstanding track record

Phrases to describe Education
besides than listed degrees
•
•
•
•
•
•
•
•

Additional training
Attended
In-house training
Seminar in
Business Management Programs
Continuing Education
Studies in
Program in

Phrases that indicate part
in Group Effort
•
•
•
•
•

Contributed to
Participant in
Key member of task force
Instrumental in
As a team member

Phrases that are useful in discussing
a Career Change
•
•
•
•
•
•

Career Objectives
Career Change
New career challenge
New position
New opportunity
Re-evaluation/Reassessment of goals

Phrases to explain
Job Loss
•
•
•
•
•
•
•
•
•
•
•
•

Acquisition
Closing
Consolidation
Cutback
Decentralization
Merger
Reduction in force
Relocation
Reorganization
Resizing
Restructuring
Streamlining

Adapted from job Service North Dakota (Workforce Solutions)
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