GUIDELINES FOR WRITING A RESUME
Writing a Remarkable Resume 

A resume must be short – one or two pages – easy to read; and quick to draw information from. Its job is simple: to get you the interview.  When writing your resume, remember your audience and target your resume accordingly.  Students who seemingly want “any job” do not impress employers.  Students who have carefully thought about their skills, abilities and achievements and know how these relate to the type of work they are seeking impress them.  

STYLE AND APPEARANCE

The first impression of your resume should be favorable, a manager will only glance at it for 15 seconds. Keeping that in mind your name should be front and center and bold. Your resume must be well organized; easy-to-read; contain up-to-date information and be grammar and spelling error free.

Use bold font to separate headings from your point form lists and brief information paragraphs

ORGANIZATION

Your resume should be arranged so that the reader sees the most important information first. For example, if your Work Experience would be of greater interest to the employer than your Education, put it first.  

PERSONAL INFORMATION 

Include your name, address, telephone number, and email Centered at the top with your name in larger and bold font.
JOB OBJECTIVE OR CAREER GOAL

A job objective or career goal is a brief personal summary about who you are. This is done in paragraph form, not point form, and includes what you would bring to the job, but also, what you would like to learn from your experience. This gives the employer an idea of what you want to do and how you can benefit his/her company.  
SKILLS SUMMARY

It is important to identify to the employer what general skills you possess.  Your skills are what set you apart from your fellow job seekers. Include three to six points outlining your most relevant strengths for the type of work you are looking for.  You may also note if you are proficient in other languages or have any other special skills related to the specific type of work you will be doing. Use the Fundamental Skills handout from the Community Connections package for this section.

EDUCATION
List your education starting with the most recent year. List the year(s) you attended in bold; then the name of the school; and finally the grade or completion of special programs.

You may add a sub-heading to the Education section of your resume entitled “Relevant Courses”.  These are courses or workshops that you have taken that are relevant to the job to which you are applying. 

WORK EXPERIENCE
Organize jobs in reverse chronological order, stating: 

        Date (month and year) when you began and date when your job ended

        Job title: create an accurate one if you did not have one

        Name of the company or organization and its location

        In point form, detail what your responsibilities were for the job listed
Example:

June – July 2006     Cashier     Save-On-Foods, Langley

                                  Packed, bags, straightened shelves, worked a cash register,  

                                  customer service representative               

ACTIVITIES AND INTERESTS

In listings for activities, state your role (e.g., Member, President), the name of the organization and the dates during which you were involved. Organize this information in reverse chronological order.  State if any positions were elected or appointed.
Don’t forget to include information about your volunteer activities.
If you wish to highlight or emphasize volunteer activities, create a separate heading, e.g., Volunteer Activities, Volunteer Experience, and Community Service.  
At the bottom of the section include interests such as physical fitness, hobbies, sports and/or leisure activities.  
REFERENCES

You must include at least two responsible adults as references for the employer to call to verify the information given in your resume. List the person (first and last name); their job title; and their phone number. The reference notation, Available on Request, should not be used.
Resume Vocabulary
Accomplished

drew
mediated

retrieved


Achieved

edited


mentored

reviewed

Adapted 

eliminated

modeled


risked

Addressed

energized

monitored

scheduled

Administered

established

motivated

selected

Advised


estimated

negotiated

sensed
analyzed


evaluated

observed

served

Anticipated

examined

obtained


set-up

Arranged

expanded 

offered


shaped

Assembled

experimented

operated


showed

Assessed/appraised
explained

ordered


sketched

Assisted


filed


organized

sold

Audited


financed


originated

solved

Budgeted

fixed


oversaw


spear-headed

Built


formulated

painted


spoke

Calculated

founded


perceived

studied

Chaired


gathered


performed

summarized

Charted


generated

persuaded

supervised
Checked


guided


piloted


supplied

Clarified


had responsibility for
planned


surveyed

Coached


handled


played


symbolized

Collected

headed


predicted

systematic

Communicated

helped


prepared


talked

Compiled

identified

prescribed

taught

Completed

illustrated

presented

team-built

Composed

implemented

problem-solved

tested

Computed

improved

processed

trained

Conducted

improvised

produced

transcribed

Conserved

increased

programmed

translated

Consolidated

influenced

projected

traveled

Constructed

informed

promoted

volunteered

Consulted

initiated


protected

developed

Contributed

innovated

provided


learned



Controlled

inspired


publicized

directed


Coordinated

instituted

purchased

discovered

Counseled

instructed

questioned

maintained


Created


integrated

raised


managed

Decided


interpreted

realized


repaired
Defined


interviewed

reasoned


reported

Delegated

invented


received


represented

Delivered

inventoried

recommended



Demonstrated

investigated 

reconciled

Designed

involved


recruited

Detected


judged


reduced

Determined

lead


referred

