CAREER

5 Resume Format

NOTEBOOK

Your resume should have a clean, well-balanced and professional look. Keep it simple. Regardless of chosen
format, the contents should be organized in a way that makes the resume easy to read. Margins should be
even. The layout should be consistent. Make proper use of white space, skipped lines and indentation. The
categories you choose should be appropriate for the amount and type of experience you have. Use only one
font, but vary treatment of that font throughout the resume for emphasis (bold, italics, capitalization, size).
Creating your own format is better than borrowing a standard format, provided your format organizes your
experience and skills in a way that effectively and appropriately markets you to the employer. You may wish to
use this sample resume as a guide in producing your own unique resume.

Use the name by which you are
commonly addressed. Make your
name big and bold.

\

YOUR NAME
Address & Telephone Number
PROFILE Use only one address... Keep it
Overview or Highlights of Experience .| simple... Don't make the employer
Brief Summary of Qualifications have to choose from among
General Statements & Remarks about Skills & Capabilities several addresses and telephone
numbers.
EDUCATION

NAME OF INSTITUTION - Location/Dates .
*Degree, Certification, Diploma, Major, Minor, Coursework Short 'ntrOdUCtory remarks of a
sInternships, Scholarships, Honors, Awards, Achievements general nature that present your
+Extracurricular Activities, Clubs, Memberships unique contributions.

NAME OF INSTITUTION - Location/Dates
+Degree, Certification, Diploma, Major, Minor, Coursework
+Internships, Scholarships, Honors, Awards, Achievements Include experiences and activities
+Extracurricular Activities, Clubs, Memberships .

that took place outside the

classroom to show evidence
N of leadership abilities and
NAME OF COMPANY - Location/Dates well-roundedness.

+Job Title, Description of Duties, Tasks, Responsibilities
+Highlights of Experience, Specific Skills, Projects, Training

/

EXPERIENCE

Any entry on the resume must

NAME OF COMPANY - Location/Dates . . .
include more than just dates and job

+Job Title, Description of Duties, Tasks, Responsibilities

/

+Highlights of Experience, Specific Skills, Projects, Training N title. Include descriptions
, of relevant experience and
NAME OF ORGANIZATION - Location/Dates transferable skills with each entry

+Title, Official Capacity, Nature of Membership, Involvement

+Description of Duties, Specific Skills, Special Projects

Experience can be fulltime, part-
time, temporary, seasonal, volunteer
N or freelance...

Do not differentiate.

/
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