Information to Include in Your Resume

Some pieces of information are essential to a resume.  A list of categories is provided below.  Keep in mind, few people will use all categories.  When deciding which to include, you should focus on what is relevant to the position you are applying for. 
  
Goals of a Resume

	
	To show responsibility and results that relate to the needs of the company. 
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	Give examples of accomplishments and the ability to solve problems. 
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	Make sure your resume is neat and easy to read.  This is done by using a font that is easy to read and having amble margins (minimum of ¾”). 
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	Have your name clearly visible across the top of a resume.  This can be accomplished by using a slightly larger font. 
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	When typing, have the title of each category stand out.  This is generally done by using a bold font or making the titles in a separate column with the text to the right of each column. 
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	Know your audience.  Use the vocabulary and speak the language of your targeted field. 
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	Be honest, positive, and specific. 

	[image: image7.png]



	Don’t use sentence format.  Instead use action verbs and a few words with lots of impact. 
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	Proofread carefully. 
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	Keep the overall resume short.  One to two pages in length is ideal.  If your resume is two pages be sure the have you name clearly at the top of page two as well. 
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	Use quality 8 ½ x11” bond paper with cotton content and off white color. 
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	Cite numbers to make a point.  For example, the number of people supervised or the size of the event. 
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	Cite numbers to make a point.  For example, the number of people supervised or the size of the event. 

	[image: image13.png]



	Have separate resumes tailored to different career fields. 


Heading 

Name

Address


If you have both a permanent and current address, you should include both.

Phone Number

Email

Objective or Summary of Qualifications
The role of the objective is to clearly describe the position you would like to attain.   The objective is often needed when a person submits a resume to a company without a formal application.  

Education
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	Your most recent educational experience should be listed first.  
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	Include your degree (A.S., B.S., B.A.) major 
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	Institution attended 
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	Date of graduation 
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If you are in the middle of receiving a degree, it is good to note it by stating “expected graduation date XXXX.” 
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 Special workshops, seminars, coursework, or senior projects  
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	Include these items only if they strengthen the resume by relating to the job being applied for. 



A G.P.A. higher than 3.0 should be noted

Skills
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	Identify skills that would strengthen you as a candidate for the job being applied for.   What can you do for an employer? 
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	For each skill, write a one line statement that clearly and concisely describes how you have used and developed the skill in the past. 
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	Skills could include things such as knowledge of software, foreign languages, leadership, teamwork, etc. 


Work Experience

	Describe your work responsibilities with an emphasis on achievements using action words to communicate your skills. 

	Identify the position held 

	Name and location of the organization 

	Dates of employment 

	List the most important and related responsibilities first. 

	Experience comes in many forms.  Be sure to include part-time and seasonal jobs, internships, etc. 


Honors, Awards, Activities, Volunteer Work 
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	If the activities involved work responsibility, note it in some detail. The employer is interested in the skills you have developed whether through volunteer or paid experiences. 
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	If you were elected to offices or committees, mention it. Recognition and demonstration of leadership roles are valuable.  
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	Include dates 


  

References 
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	References should not be included on a resume.  However, they should be available as an attachment for a potential employer to request.  
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	A person should have 3-5 references. 
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	Information to include with references is the name of the person, their job title, and an address, phone number, and e-mail address where they can be easily reached. 
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	Always ask for reference’s permission before submitting a name to a potential employer.    Your reference is more likely to give you a positive review if they are expecting a phone call from a potential employer and they understand the job you are applying for 


