
Resume Writing Guide

A resume often serves as an organization's first impression of you. A resume is a brief history of your
accomplishments that you prepare for potential employers. Remember employers will spend 6-20 seconds
reviewing your resume (This rule, however, does not apply to CVs or resumes for graduate school).   Your
resume should be designed to tell the recruiter or hiring manager objective information about you which can be
used to decide if an interview is appropriate for the next step.  It is important to professionally communicate the
most important information about you so the reviewer can make an educated decision.  No two resumes are
the same, but there are some guiding principles that you can follow.      

Step 1: Brainstorm
Start by creating a master list of your skills, knowledge, experiences, etc.  Keep this list and update it at least
once a year, don’t throw it away.  You can pull item off your master list each time you need to make revisions to
your resume.

Start with basic, objective things like:
● Knowledge (education/licenses/certifications/)
● Skills
● Honors/awards

Then move on to your experiences:
● Relevant experience (internships/student clinical rotations/student teaching)
● Work experience (anything not related to relevant experience)
● Volunteer experience
● Co-curricular activities (band/choir/clubs & organizations/athletics)
● Research experience
● Study Abroad experience
● Any other experiences you may want to include

Step 2: Create your resume
The layout of your resume is entirely up to you. Here are some dos and don’ts:



Sections of a Resume:

Step 3: Skill phrases

After creating your sections, you will need to provide details for your experience that are related to the position
for which you are applying. Beneath each related experience, you should have multiple “skill phrases”.

1. Begin each sentence with a dynamic action verb.
2. Explain what you did and how.
3. The result/skill used.



Typical description: “Was responsible for helping students with test-taking strategies.”
Remove passive voice: “Taught students study skills, note-taking skills, and test-taking strategies
Apply the ‘so what?’ test- : “Taught students study skills, note-taking skills, and test-taking strategies with
detailed instructions increasing pass rate for final grades.

Step 4: Tailoring the resume to the job
Don’t make the mistake and send your resume to as many employers as possible before tailoring your resume.
For example, if you are applying to a position as an admission counselor, your resume should highlight
different skills and experiences than it would for a daycare worker.
Hint; use exact word (but not full sentences) from the job description! If you are being authentic about your
abilities, you can use their language.

*See template guides on the Career Services webpage for more helpful tips.


