
Resume Key Points

The purpose of a resume is to get an interview.  
Your interview should get you a job. If you’re geƫ  ng 
interviews from your resume, mission accomplished!

A resume is a marke  ng tool, not a history piece.  
Decide carefully what to include and leave out. It’s not 
your life story; it’s your personal sales pitch.

If possible, keep your resume to one page.  
Defi nitely use a clean, succinct style. Your resume 
may be judged in 10-30 seconds. Only when you have 
enough relevant content should you go to two pages.

Target your resume to the job you are applying for.  
Read job descripƟ ons and requirements with care and 
be specifi c and parƟ cular in showing your suitability for 
that parƟ cular posiƟ on. The resume is a snapshot of 
your experience and background and needs to tell the 
story of how you developed the skills for the posiƟ on.

Pretend you’re the hiring manager.
Ask yourself, “Can this person do the job?”  
Look objecƟ vely—use only what is wriƩ en to make your 
determinaƟ on. 

Have your resume ready at all  mes.  
It takes Ɵ me to create a good resume and you’ll want to  
respond quickly when an opportunity comes your way. 
Don’t wait unƟ l the last minute—create or update yours 
today!

This guide is designed to help you write a quality resume. 
Once you have completed your resume, consider making an appointment with a career advisor, 

who can help you make a good resume great.

Resume Guide

Career and Employment Services   •   Howarth 101   •   ces@pugetsound.edu   •   253.879.3161   •   pugetsound.edu/ces

Getting Started

Forma   ng
There is one thing all good resumes have in 
common—the key informaƟ on is easy to fi nd. Making 
things easy for employers is all about knowing how to 
use space wisely. You have a very brief amount of space 
to capture a reader’s aƩ enƟ on, and structuring your 
informaƟ on in visually appealing ways can help draw the 
eye to the most perƟ nent points. 

Content
Your content needs to tell the story of your 
experiences in a way that highlights the knowledge and 
skills that are applicable for the available posiƟ on. Part 
of telling that story is deciding what the important parts 
are and minimizing or leaving out experiences that don’t 
relate.

How you describe what you’ve done also makes a 
diff erence. Clear, concise phrases with descripƟ ve word 
choices tell a more powerful story.

What You’ll Find in this Guide

Anatomy of a Resume 2
Formaƫ  ng 3
Content 4
Resume Makeover 5
Resume Samples 6-12
References 13
Resume AcƟ on Verbs by FuncƟ on 14



 

2 

Anatomy of a Resume 

While there is no single way to create a resume, there are some standard categories that most resumes will include.  
Employers need to spot qualifications quickly and prefer seeing the information in a clear and easy to read format. 

Identifying Information 
Includes name, address, phone number,  
and professional email address 

Other Categories 
Will vary, depending on 
your goal. Common  
examples  include: 
Activities, Skills, Honors, 
Awards, and/or  
Volunteer Service. 

Experience 
A role doesn’t have to be 
paid to count as  
experience. Jobs,  
internships, volunteer 
positions, or student  
leadership roles could all 
count as experience. 
 
Early in your college  
career, you may find high 
school experiences are 
still pertinent. Later on, 
typically after sophomore 
year,  you will probably 
find recent roles have 
more relevance. 

Education 
List degree and  
major, institution 
with city and state, 
plus the year of  
expected graduation.  
 

In most cases you  
won’t need to list  
your high school, but 
you can include 
study abroad,  
relevant courses, or  
academic honors. 

Objective or Goal 
A brief statement 
that provides  
focus for your 
resume. Optional. 

There are a variety of  resume styles shown in this guide, but there many more variations.  
A CES Advisor can help you develop a resume style and format that suits you. 
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Page Layout 
Effective layout ensures you make good use of the white space available, which improves the readability of your resume. 
 

Margins: Keep the margins between 1” to 0.7” all the way around. 
 

Fonts: Choose font sizes between 10 and 12 and use classic, easy to read options.   
Examples: Arial, Calibri, Cambria, Helvetica,  and Times New Roman. 
 

Spacing: Single-spaced is best in most cases. 
 

Tables: If you choose to use a table to create your resume, make sure you set the borders to “none” so the lines don’t show.  
If sending electronically, consider saving the document as a PDF so the employer won’t see the table. 
 

Types of Formats 
Reverse Chronological: Within each section the information is listed the most recent experience first. This is the most  
common type used and many of the samples in this guide are variations of this format. 
 

Skills/Functional: While employers typically expect a reverse chronological resume, sometimes it is beneficial to demonstrate 
your experience  by grouping them into relevant skills that relate to the types of positions you’re applying for. This format 
works when a  traditional reverse chronological resume isn’t the best representation of your background.   
See page 11 for an example. 
 

Combination: A hybrid version that combines elements of both formats. See page 12 for an example. 
 

Tips for Choosing a Format 
Start by deciding what sections you want to include on your resume (Education and Experience are essential, but the position 
will drive what other categories you’ll create).  
 

DO look at multiple samples and the features of each. Choose the combination of features that will allow you to best represent  
your background. 
 

DON’T  choose a resume style simply because a fictional student in a sample has the same major. Your major won’t dictate  the 
style of your resume; use the style that best showcases your qualifications. 
 

If in doubt, DO start out with a reverse chronological format, get it reviewed, and revise as needed. 
 

Templates 
Resume templates are usually recognizable to employers and you don’t want to blend into a crowd of similar resumes. In addition, 
the formatting can be challenging to adjust and it is often easier to create a resume from a basic Word document. Use templates as 
inspiration, but you’re better off designing your own format. 

Formatting: Page Layout, Formats, and Templates 

Resume or Curriculum Vitae (CV)? 
The curriculum vitae (CV) is a document that details your academic and professional accomplishments in more depth than a typical 
resume. Employers often say “submit a resume or CV,”  but it’s not always clear which would be best. Here’s how they differ: 

versus CV Resume 

 In the U.S., the CV is used for roles in academia or  
        research. 

 Provides a summary of all educational and  
        professional background, including a full list of  
        courses taught, publications, and conference  
        presentations. 

 May be several pages in length and will be read  
        thoroughly by search committees. 

 Standard in the U.S., though employers may use 
the terms “resume” and “CV” interchangeably. 

 Offers a tailored summary of related education and 
experience—used as a marketing tool to quickly 
communicate skills and background. 

 Space is at a premium; one to two pages in length 
is typical. 

 Will be scanned quickly, so readability is crucial. 

If an employer asks for either a CV or resume and you’re still not sure what would be best, contact a CES career advisor for guidance. 
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Content: Effective Descriptions 
The description of experience is just as important as the way it looks. No matter how well organized the resume, it can backfire if it 
doesn’t communicate the necessary skills and experience effectively. Use statements to tell a story that make it clear what skills 
and knowledge can be applied at the employer’s organization.  
 
Use strong action verbs in the past tense (present for current positions) and provide sufficient detail. Write in a concise style that 
omits personal pronouns (I, my) and articles (a, the). Below are some example resume statements and ways to strengthen them: 
 

Example: Receptionist at a Physical Therapy Clinic 
Poor:  Providing customer service 
Better:   Provided customer service for physical therapy patients 
 
Consider: What did the service entail? 

Were there policies and procedures? 
What were the results? 

 
Best: Scheduled appointments, processed payments, and resolved billing issues for a busy physical therapy clinic 
 
 

Example: Resident Assistant, University of Puget Sound 

Poor:  Responsible for planning programs and events 
Better:  Designed programs and events for 50 residents 
 
Consider:  What kinds of programs?  

What was the purpose? 
What was the impact?/outcome? 

 
Best:  Designed alcohol awareness programs and events for 50 first-year residents resulting in the lowest  
 number of alcohol-related incidents among all of the halls  
 
 

Example: Research Assistant, Psychology Department 

Poor:  Duties included research  
Better:   Conducted research on homelessness rates in Tacoma 
 
Consider: What was the purpose of your research? 

What methods did you use to collect information? 
How did you analyze the information? 
What did you do with the data you collected? 

 
Best: Collected quantitative data from county demographic sources and interviewed 25-30 residents of current  
 shelters to gather personal narratives. 
   
 — Or— 
 
 Researched homelessness rates in Tacoma and drafted summary documentation to support grant application 

for funds to create new homeless shelter.  

Phrases to avoid: 
Responsible for...Assisted with….Helped with...Duties included... 
 

Why? Each of these common sentence openers are usually followed by a laundry list of duties performed. Often you’ll find the verb 
you need directly following one of these phrases. For help identifying appropriate action verbs, see the list on page 14. 
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Resume Makeover 

Focus Changes Everything 
Once John had a clear focus, he added information to every 
part of his resume to support that goal. Since he was applying 
to a program he had participated in, he included that  
experience under his education.  
 

Including relevant coursework helped demonstrate his level of 
commitment to language learning, and he selected some  
relevant experiences he had that connected to the role.  
 

Lastly, he chose to include activities directly related to the 
type of organization and demonstrated additional skills he had 
to offer. 
 

In the end, the final version of John’s resume told a clear story 
of someone with the knowledge, skills, and abilities to  
perform the role he wanted. 

When John came in to have his resume reviewed he admitted he wasn’t sure what he needed to include or even what the resume 
was supposed to do for him. After a conversation about his goals and his background, we see a very different picture than the one 
he originally presented on paper. Below are the before and after versions of his resume. 

BEFORE 

AFTER 

Biggest Issues 
Lack of focus: Based on the information shared, it wasn’t clear 
what kind of role he wanted. When asked, John said he was 
looking for a camp counselor position at a foreign language 
camp he attended in high school, yet there was nothing 
shared to support that goal. 
 

Poor organization: John needed to reverse the order he used 
for both the experience and education and include the title of 
his degree.  
 

Lack of visual appeal: His dates of employment were filling up  
all the white space on the left side of the page. By moving 
them to the right he could use the space more effectively.  
 

Unnecessary phrase: Employers assume that you will provide 
references, so there’s no reason to include the statement 
“References Available upon Request” 
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Resume Sample: Reverse Chronological 

A broad objective 
can be appropriate 
at  networking or  
recruiting events 
when multiple  
organizations will be  
looking at your  
resume.  
Be sure to highlight 
the skills and/or 
experience you 
offer. 

When listing skills, 
make sure they are 
relevant or beneficial 
to the employer. 

Quantify your  
accomplishments 
by using numbers 
when possible. 
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Resume Sample: Reverse Chronological—Technical Skills 

Skills gained in and out  
of the classroom can be 
included in a skills  
section. 
 
In highly technical fields 
you may choose to place 
the skills section higher 
than experience. 
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Resume Sample: Reverse Chronological—Volunteer Experience 

Highlight any elements 
of your education that 
might help connect your 
degree to the role or 
organization. 

Volunteer  
experience, even 
though unpaid, can 
be worth including 
when it directly 
relates to the work 
or demonstrates 
related skills. 
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Resume Sample: Reverse Chronological—Research Papers 

Share your thesis 
topic when it  
connects to the 
position.  

Academic research 
papers and projects 
can show deep 
knowledge of  
a topic. 
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Resume Sample: Reverse Chronological—Graduate Student 

Additional experience 
can demonstrate a  
history in another  
career and account for 
gaps in time.  
Description is optional. 

Share endorsements  
or special qualifications 
that are a result of 
your degree. 



 

11 

Resume Sample: Functional Format 

Why Functional? 
Occasionally , a candidate may want skills or  
competencies to take center stage. With a functional 
resume, skills are highlighted rather than job titles and  
organizations. 
 

To be Creative or Not? 
In some fields, especially creative ones, a resume may 
be a way to highlight a particular skill relevant to the 
position.  
 

In this example, the student demonstrated her graphic 
design skills by creating a visually appealing resume 
that also showcases her background. Occasionally, a 
candidate may include a creative resume along with a 
more traditional format for the same position.  
Questions about using a creative resume? See a CES 
Advisor. 

Photos: Yes or No? 
In the U.S. resumes do not typically have a photo, 
just as they also leave off marital status, gender, 
and age. In other countries* a photo is expected. 
 
In creative fields, however, a photo may add to the 
design elements and communicate the personal 
style a particular employer may be looking for.  
 
* See GoingGlobal in CES Exclusive Resources for 
guidance on international resumes/CVs. 
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Resume Sample: Combination Format—Research Skills 

Sometimes you can showcase your  
background more effectively by  
combining elements of the reverse 
chronological and functional formats.  

Relevant coursework 
implies a knowledge 
base in specific topic 
areas. Only list the 

classes that pertain! 

Break up your  
experience into  
categories that 
reflect specific 
skills. 
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References 

Choosing Your Best References 
 

References are important resources for your job or internship search. Not only can they attest to the quality of your work  
performance, habits and skills, but they also can help you identify possible new employers – especially if you are looking for  

leads in their field. References often take a personal interest in your search, keep them in the loop and send them a thank you 
note updating them of your progress.  

Whom should you ask? 
Supervisors, faculty, and student organization advisors are  
probably your best choices, followed by people you’ve  
interacted with in a professional capacity (this includes  
volunteer work and roles in campus organizations). Anybody 
who could speak to your skills and abilities related to the  
position could be a potential reference.  
 

It is not a good idea to list friends or relatives, since  most  
employers won’t expect them to be objective and are unlikely 
to contact them. 
 

Get Permission 
Ask for permission from your references before you include 
them and ensure they are comfortable writing or speaking in 
strong support of your candidacy for the position. Ask them if 
they have any reservations about giving you a good reference.     
If someone is at all hesitant, you might decide not to include 
them on your list. 
 

Keep in mind that some employers have policies about giving 
out personal references and not everyone you ask may be able 
to provide one, even if they want to. 
 

Explain What You Need 
Give your references some details about the position for which 
you are applying. Provide them with a copy of the job  
description and your resume and let them know what kind of 
information you hope they’ll share. 
 

If it has been a while since you worked with someone, give 
that person a summary of what you have been doing, your  
accomplishments, and your ambitions.  
 

Provide References On Demand 
In most cases employers will ask for references at the end of 
an interview—it can be an indicator that things have gone 
well! Typically you’ll want to provide the contact information 
for 3 to 5 references and candidates often use the same  
heading as their resume for a consistent look to their  
materials. The example to the right is one way you could  
present the information. 

   
BELINDA K. THOMPSON 

3810 North J Street, Tacoma, WA 98416 | bkthompson@pugetsound.edu | (253) 879-3333 

 
References 

 
Dr. Joyce Jones 

Professor of Biology 
University of Puget Sound 

1500 N. Warner 
Tacoma, WA 98416 

jjones@pugetsound.edu 
(253) 879-5555 

 

Dr. Wayne Nelson 
Professor of Biology 

University of Puget Sound 
1500 N. Warner 

Tacoma, WA 98416 
wnelson@pugetsound.edu 

(253) 879-5555 
 

Mary Williams 
Science Teacher 

Grant Middle School 
1018 N. Prospect 

Tacoma, WA 98406 
Williams.m@k12.tacomaisd.grant.edu 

A Thank You Goes a Long Way 
 

Whenever somebody helps you out with some aspect of  
your job search—particularly providing a reference—always 
follow up with a thank you.  
 
It takes very little time to craft a brief note of thanks,  
and you will never regret the effort. 

Consider including information on how you know 
your references as well, especially if they have 
moved on to new roles since you worked together. 
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CLERICAL  CREATIVE  

Arranged 
Catalogued 
Classified 
Collected 
 

Compiled 
Filed 
Organized 
Prepared 
 

Processed 
Recorded 
Scheduled 

Acted 
Composed 
Created 
Customized 
Designed 
Developed 

Directed 
Established 
Fashioned 
Founded 
Illustrated 
Invented 

 

Modeled 
Originated 
Performed 
Shaped 
Solved 

COMMUNICATION  

Arranged 
Authored 
Collaborated 
Communicated 
Consulted 
 

Contacted 
Corresponded 
Debated 
Defined 
Discussed 
 

Drafted 
Edited 
Explained 
Interacted 
Interpreted 
 

Interviewed 
Joined 
Listened 
Marketed 
Mediated 
 

Moderated 
Negotiated 
Observed 
Participated 
Persuaded 
 

Presented 
Publicized 
Reported 
Responded 
Translated 
Wrote  
 

FINANCIAL  MANAGERIAL  

Administered 
Adjusted 
Allocated 
Analyzed 
Appraised 
 

Audited 
Balanced 
Budgeted 
Calculated 
Estimated 
 

Forecasted 
Netted 
Projected 
Qualified 
Reconciled 
Reduced 

Administered 
Analyzed 
Appointed 
Approved 
Assigned 
Attained 
Authorized 
Chaired 

Coordinated 
Decided 
Delegated 
Directed 

Established 
Executed 
Led 
Managed 

Motivated 
Organized 
Oversaw 
Planned 
Prioritized 
Reviewed 
Scheduled 
Supervised 

RESEARCH  TECHNICAL  

Analyzed 
Collected 
Compared 
Conducted 
Criticized 
Detected 

 

Determined 
Diagnosed 
Evaluated 
Examined 
Experimented 
Formulated 

Gathered 
Inspected 
Invented 
Measured 
Searched 
Tested 

Adapted 
Applied 
Assembled 
Built 
Computed 
Debugged 

Designed 
Developed 
Engineered 

Installed 
Maintained 
Operated 

Programmed 
Remodeled 
Solved 
Standardized 
Upgraded 

TEACHING AND  HELPING 

Advised 
Aided 
Answered 
Assisted 
Clarified 

Coached 
Contributed 
Demonstrated 
Educated 
Encouraged 

Evaluated 
Explained 
Facilitated 
Guided 
Helped 

Individualized 
Informed 
Instilled 
Instructed 
Motivated 

Persuaded 
Resolved 
Simplified 
Supported 
Taught 

 

Trained 
Tutored 
Volunteered 

Action Verbs by Functional Area 

Career and Employment Services  ● Howarth 101 ● ces@pugetsound.edu ● 253.879.3161 ● pugetsound.edu/ces 


