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WHY?
The more help you get with your résumé the more 
contradictions you will find. When someone gives you advice 
specific to your résumé, ask what the change accomplishes.



General

- Make it Professional:
- Do not make spelling or grammar mistakes
- Make it consistent, clean, and concise 
- Do not use first person 

- Sections:
- Education
- Skills (Technical vs Soft)
- Experience (Relevant vs Additional)
- Projects
- Awards
- Interest

- Be thoughtful and honest 



Education
- Do not include high school
- If your GPA is 3.0 or higher include it (Consider Major vs Overall)
- In this section you could also put:

- Awards, though you may want to consider an award section
- Some TARGETED courses, if you do make you describe: 

- What you DID and why is this RELEVANT 



Education



Skills

Technical:

- Be HONEST
- Don’t put obvious skills
- Be ready to back it up

Soft:

- For every skill have an example



Technical Skills



Experience

- Consider breaking up relevant and additional experience sections
- Three to Four Points on your most relevant/impressive experience
- Try to make the points accomplishment oriented rather than what your job 

description is
- Start with an “action” word

- administered, analyzed, considered, coordinated, directed, eliminated, established, handled, 
identified, influenced, maintained, operated, organized, produced, recommended, utilized...



Experience



Interests?

- Makes you seem like a person
- Can be used to communicate additional skills or personality traits
- Don’t lie in this section



One Page or Two?



One     ( If you have less than 10 years of experience )

Why?

Where do you put what is important?


