
     

 

 

 

 
 
 
 
 

BRAINSTORM 

Brainstorming is the first step to effective 
resume writing.  Start the creative process by 
generating a large pile of rough notes.  This 
great mass is the raw material from which your 
resume will emerge. Collect as many notes as 
you possibly can--the more notes you have, the 
better.  Brainstorming and note writing will help 
you remember, recall and recapture forgotten 
moments of glory that employers love to hear 
about.  Try to dredge up and recollect all of your 
past experiences.  As you call to mind specific 
details, jot them down in any form.  Neatness 
does not count. 
 
WORK EXPERIENCE 
List every company or organization you've ever 
worked for, and every job you've ever held.  All 
your job titles.  Dates and locations.  
Descriptions of all your duties and 
responsibilities.  Special projects.  Skills you 
utilized.  Skills you learned.  Accomplishments. 
 
EXPERIENCE IS EXPERIENCE 
Don't limit your brainstorming!  Don't sell 
yourself short by underestimating the value of 
your informal or unofficial sources of experience.  
Broaden your definition of experience to include 
a wide range of nontraditional examples. 
Experience comes in a variety of forms.  Paid or 
unpaid.  Fulltime or part-time.  Temporary or 
permanent.  Seasonal work. Volunteer work.  
Freelance and self-employed.  Internships.  
Cooperative educational opportunities.  It all 
counts!  Think of any related work you might 
have done in any given setting. Some of your 
best experience may have come from an unpaid 
internship or voluntary community service 
project.  You may have gained some valuable 
experience working for your sorority/fraternity, 
church or civic group.  Monetary compensation 
is not the criteria by which you should judge the 
merits of your work experience. 

EDUCATIONAL BACKGROUND 
List all of your schooling and education.  Every 
community college, junior college or university 
you've attended including dates and locations.  Note 
all your diplomas, degrees and certifications. 
Accreditations and licenses.    Majors, minors and 
elective coursework.  Courses of particular interest.  
Any additional training, workshops or seminars. 
 
HONORS & AWARDS 
Don't forget to list all your honors, awards and 
distinctions. Make note of any outstanding 
academic achievements. Scholarships.  Special 
commendations and recognitions.  Honorary titles. 

 
EXTRACURRICULAR ACTIVITIES 
Be sure to list any activities in which you were 
involved outside of class.  Memberships in clubs 
and campus organizations.  Affiliations in academic 
honoraries or professional associations.  
Participation in student government.  Fraternity or 
sorority involvement.  Leadership experience.  
Intramural athletics.  Theatrical or musical 
productions.  Laboratory and research projects.  
Competitions. Make a list of ALL your 
extracurricular activities. 
 
OTHER 
Don't forget to include community service projects in 
your brainstorming list.  Voluntary community and 
church-related activities are a valuable source of 
experience.  Professional associations and civic 
organizations.  Military service.  Hobbies.  
Languages.  Computer literacy.  Publications.    

 
QUANTITY 
When you begin the resume writing process by first 
brainstorming, it is important to gather a large 
quantity of raw material.  For now, go for quantity.  
Once you have completed this first step, then you'll 
begin the process of turning 10 pounds of rough 
notes into about 1 pound of high quality resume. 
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