{ Career Resource Center }

Resume Preparation

WHAT IS A RESUME?

A resume is a summary of your education, experience and skills for potential employers. The resume’s
physical appearance, and more importantly, what you say and how you say it, will affect an employer’s
decision to interview you. Your resume should highlight your qualifications for employment in a
particular position or career field. A resume prepared for one position might leave out information that
would be included in a resume for another position. In all cases, your resume should focus on your
qualifications and transferable skills, and suggest future contributions you could make to the employer.

Your resume should always be up-to-date, so rewrite and reprint as often as necessary- in fact, it is a
good idea to update your resume every time you have a new accomplishment or credential.

Keep in mind that your resume may get as little as 15- 30 seconds of consideration. Be relevant, concise,
and consistent in your layout and writing style. Always remember, resumes get interview, not jobs!

CHECKLIST

Use this before asking someone to critique your resume for you.

* Most Important Info First- Everything on your resume should be written with the most important
information first. Consider this when choosing the order of sections after the Objective.

Reverse Chronological Order- Within each section, each entry should be arranged with the most
recent experience first.

Relevant to Objective- When you're trying to decide what to leave in and what to leave out, make
certain that everything relates back to your Objective. Also, make sure that your descriptions
highlight and accentuate the connection to your Objective.

Meet the Employer’s Needs- (academic, experience, leadership)- Everything on your resume should
communicate to the reader that you know what the employer’s needs are and that you have the
experience, skills, leadership and education to meet employer’s needs.

Be Professional- When people seek an entry-level position, they are generally trying to bridge the
gap between student and professional. You can accomplish this by keeping out or changing the items
which remind people that you are student (high school education/activities, listing dates by semester
rather than month, listing many “interests”).

Consistency- Everything from dates to abbreviations and formatting should remain consistent
throughout your resume.

Past Tense- Use past tense action words to demonstrate the transferrable skills you can offer the
employer.

No Pronouns

Sentence Fragments- Employers look for short, direct pieces of information. If it is too long or
overly descriptive, people may choose to skip it.

Include Skills, Memberships, etc.
* PROOFREAD!

Contact the CRC- You can make an appointment or drop by for more assistance.
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