TAKING ACTION

RESUME PREPARATION
TYPICAL STRUCTURE FOR A RESUME

Identifying Information. Anyone reading a resume wants to find information easily and quickly, so the identifying information
you use should stand out clearly. This information provides your name, address, phone number and e-mail address.

Objective. The objective is a concise statement (generally 1-2 lines) that specifies a position, field of work or skills to
be used on the job. The objective provides the focus for your resume, it is an optional section.

Headings. Headings are used to highlight your particular areas of strength or experience. Create headings that best fit
your experience. Some examples are: Special Skills, Related Projects, Internships, Leadership, Computer Experience.

Education. This entry should include the name of your college, the city and state, the degree you received or expect to receive,
and the date of the degree. If you are a recent graduate, this may be your strongest section so you may want to enhance it by
including information on projects, curriculum or honors. Study abroad experience could also be included in this section.

Work and Experience. List your position title, place of employment, city, state and dates. Write supporting statements
that give evidence that you have the skills the employer needs and wants. Avoid “responsibilities included.” Instead,
make your descriptions powerful by starting each one with a verb. Below is a list to get you started.

Activities. If your work history is 4 \
limited, this section may provide RESUME KEY POINTS

the primary material for your
» The purpose of a resume is to get you an interview. Your interview should get

resume. If this is the case, rather ; o , X A
than just listing the name of the you a job. If you’re getting interviews from your resume, it’s doing its job.

group you were affiliated with or the
position you held, describe what you
accomplished or the purpose of the
group (if not evident from the group’s
name). If space is at a premium, you
may simply list the organization and
your position.

» Aresume is a marketing piece, not a history piece. Decide carefully what to
include and leave out. It’s not your life story; it’s your personal sales piece.

« Your resume should be targeted to the job for which you are applying. Be
specific and particular in showing your interest and suitability.

o If possible, keep your resume to one page. Definitely use a clean, concise
style. Your resume may be judged in 10-30 seconds. Grad students can usually
go to two pages.

References. It is optional to include a
statement indicating that references
are available. If you want to list your
references, do so on an attached » Have someone proofread your resume carefully. Errors often screen out

sheet, not on the resume itself. See otherwise qualified candidates.

page 24. \ J

resume action words:

» Read job descriptions and requirements carefully. These tell you what to
emphasize on your resume.

Administered Coordinated Expedited Presented
Analyzed Created Facilitated Prioritized
Appraised Critiqued Financed Produced
Audited Decreased Generated Researched
Balanced Demonstrated Improved Reviewed
Budgeted Designed Implemented Scheduled
Collaborated Developed Initiated Shared
Communicated Directed Investigated Supervised
Compiled Distributed Led Supported
Completed Documented Managed Trained
Conducted Edited Negotiated Updated
Consulted Enhanced Organized Worked
Contributed Established Planned Wrote
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