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Quick Tips

· Make your name stand out with Bold Text, Underlining, or ALL CAPITAL LETTERS. 

· Keep your resume clear and easy-to-read with one or two different font styles and sizes. Avoid the busy look of too many styles and sizes. 

· "You are the best candidate for this position because..." 

· GPA is not mandatory, but employers may assume it is even lower if it is missing. 

· Use different font styles to emphasize certain items and lines. 

· Use action verbs in the description of your jobs and activities. 

· You don't have to send a reference sheet with your resume. It's your choice. 

· Always list your phone numbers and addresses... ALWAYS. 

· Match your resume style to the company and position you want. 

· Research your company before preparing your resume. Be alert to the possibility of changes in the company. 

· Eliminate excessive punctuation, and omit articles (a, an, the) if needed. 

Resume Sections: An Overview 

Creating a resume can be a difficult task, but this task will be easier if you are familiar with the different sections that you can use to create your resume. Some of the sections should always be included on a resume; you can choose whether or not to include some of the other sections. Most writers do not include all of the possible sections, but include only those that highlight their own unique skills. Remember that the goal of the resume is to get an interview with an employer, so you should include the sections that portray you at your best.

Possible Resume Sections Include: 
· Name 

· College Address--Permanent Address 

· Career or Job Objective, Professional Objective, Career Goal
· Education
· Related Coursework, Significant Courses

· Special Projects

· Academic Awards

· Work Experience or Experience
· Skills, Abilities or Qualifications
· Activities and Honors, College Activities, Affiliations
Resume Section: Your Name and Address 

While these guidelines are recommended for traditional resumes that you will hand out and mail to companies, consider excluding contact information other than your email address for resumes that will be posted on the Internet where anyone will have access to your address and phone number.
Name

Place your full legal name prominently at the top of your resume. You may use your full middle name or just an initial. Most writers center their name and highlight it by using a larger font, bolding, or underlining.
Address

It is important to provide your prospective employer with as many means of contacting you as possible. If you are a college or university student, or if you are planning on changing addresses for any reason, it is important to include both addresses and dates for when you will be at them. 

Your address section should include:

· Both your school address and permanent address (if you are a college or university student) and dates for when you will be at each address. 

· If you are changing addresses for any reason, provide both your current and future addresses and dates for when you will be at each address. 

· Provide telephone numbers at each address that appears on your resume. 

· You may also include your email address and home page address, if available. 

Here is an example of a name and address section for a university student. 
DIANE HANDIE

Campus Address





Permanent Address


6660 North River Road




555 S. Willy Wonka Ave.
West Lafayette, IN 47906




West Lafayette, IN 47906

(765) 555-3366





(765) 555-6666
E-Mail: dianehandie@purdue.edu 

Resume Section: Your  Objective Statement

An objective statement is a 1-3 sentence summary of your qualifications for a specific position. You might think of it as the thesis statement for your resume. Everything contained in the resume should work to prove that what you have said in your objective statement is true and that you are qualified for the position you want. Although objective statements are not technically required elements of the resume, they are essential for readers to be able to understand what position you want and what your qualifications are. 

Relate your career objective directly to the job you want. Be as specific as possible so that your reader will understand what job you are seeking and the way in which you can contribute to the organization. This statement should forecast the remainder of the resume by noting skills gained through your education, work experience or activities.

Your objective statement should include:

· the length of the position you are seeking 

· the job title you for which you are applying (if possible) 

· the field or industry in which you wish to work 

· your most relevant skills or qualifications

Here are some examples of objective statements. 

· A full-time position involving the development of management information systems on mini or microcomputers, using my communication and problem solving skills, and leading to responsibilities as a systems analyst.

· A summer internship as a project engineer with a construction company that will utilize my experience in field engineering, cost controlling and estimating.

· A position as a systems analyst which will allow me to use my programming, technical writing and supervisory skills to lead a group of dynamic employees.

Try objective statement exercise to help you generate an objective statement.
Resume Section: Summary of Qualifications and skills
While not all resumes contain a qualifications/skills section, this may be helpful when you want to emphasize the skills you have acquired from your various jobs or activities, rather than the duties, or the job title. If you do not have enough previous experience for a specific job you are seeking for, it is important to emphasize your skills pertaining to that job. 
Skills can be just as important as work experience to employers. To prepare this section you should:

· List jobs, activities, projects and special offices. 

· Think of skills you have gained through those experiences.

· Group these skills into 3 - 5 job related skills categories and use these as headings.

· List your skills with significant details under the headings.

· Arrange headings in order of importance as they relate to your career objective.

· Arrange skills under headings in order of importance according to your goal.

Example skill and qualification section:

Leadership
· Conducted monthly club and board meetings for Lafayette Junior Woman's Club.

· Headed club's $8,000 philanthropic project sponsored by Tippecanoe County Historical Association.

· Coordinated committee selling and serving food to 1500 people at fund raiser.

Business Communication
· Completed a formal report for Business Writing course. 

· Wrote annual state and district reports of all club's community service projects, volunteered hours and monetary donations. 

· Compiled, typed, mimeographed and distributed club books to each member.

Financial Management
· Supervised the collection and dispersion of $4,000 in funds to various agencies and projects.

· Wrote and analyzed periodic business statements regarding funds to specific projects/agencies. 
Resume Section: Work Experience

This is the most complex section of your resume, and it is required, although you have a great deal of freedom in the way your present your experiences. To get started on this section, make a list of your job titles and the names, dates and locations of places where you worked.

Break each job (paid or unpaid) into short, descriptive phrases or sentences that begin with action verbs. These phrases will highlight the skills you used on the job, and help the employer envision you as an active person in the workplace. Use action words to describe the work you did.

You may choose special typestyles, bolding, underlining, or placement to draw your reader's attention to the information you want to emphasize. When the company you worked for is more impressive than your job title, you may want to highlight that information.


Here are some examples of experience sections:
LOAN CLERK

· Applied payments to principal and interest on student loans 

· Deposited payments

· Answered college switchboard 

Chadron State College, Chadron, NE, May - August, 1986

 

CHADRON STATE COLLEGE, Chadron, NE, May - August, 1986
Loan Clerk

· Applied payments on student loans 

· Deposited payments 

· Assisted in balancing year-end accounts and ledgers 
Try experience section exercise to help you generate an experience section.

Resume Section: Your Education

This section is an important one for most students, and it is a required element of the resume. In this section, you should include:
· The name and location of your college or university 

· Your degree and graduation date 

· Your major(s) and minor(s) 

· Grade point average (your cumulative GPA and your major GPA are optional) 

Use placement of information, bold type or underlining to highlight the features you want to emphasize. It is sometimes necessary to pinpoint a feature or features that make you standout among other students. For example, students bold their university or college if they feel like that is a distinctive feature. Others may decide to bold their type of degree.

Here are two examples of education sections, with different information emphasized. 

Purdue University, West Lafayette, Indiana
Bachelor of Science, May 1999
Major: Supervision; GPA 5.5/6.0


Bachelor of Science in Accounting, May 1999
Minor in Finance, GPA: 5.5/6.0 Major, 5.2/6.0 Overall
Purdue University, West Lafayette, Indiana


Related Coursework

This is an optional part of your Education section, which can be quite impressive and informative for potential employers. Students seeking internships may want to list all completed major-related courses. Graduates might list job-related courses different than those required to receive the degree (employers will already be aware of those). Include high-level courses in optional concentrations, foreign languages, computer applications or communications classes. You may choose more meaningful headings such as "Computer Applications" if you wish to emphasize particular areas.

Remember - employers and recruiters are familiar with the basic courses required in your major. Limit these sections to special courses or skills you have to offer.

Special Projects

This optional section may be added to point out special features of your education that are particularly interesting to employers or that may make you more qualified than others for the job you are seeking. Students often include research, writing, or computer projects. Limit your description to the most important facts. You may expand your discussion in your application letter.

Academic Awards

Your scholarships and academic awards can be included in your Education section if you wish. This will identify them as being different from your club affiliations and activities. You may, also place them under a general heading of "Activities and Honors" as described later in this handout.

Try education section exercise to help you generate this section of your resume. 

Resume Sections: Your Activities and Honors

This optional section points out your leadership, sociability and energy level as shown by your involvement in different activities. This should be your shortest section and should support your career objective. Additional information about activities can be included in your application letter or discussed at your interview.

You should:

· Select only activities and honors that support your career objective.

· List your college organizations and arrange them in order of importance as they relate to your career objective.

· Include any office or official position you held. 

· Spell out any acronyms your employer may not recognize.

· Include dates.

Example activities and honors section:
Accounting Club, President
Alpha Zeta Professional Fraternity
Purdue Grand Prix Foundation, President
Purdue Association for the Education of Young Children (PAEYC)

Try honors and activities section exercise to help you develop this section.

