RESUMES
Your resume is a marketing tool that highlights your skills, experiences, and
education allowing you to differentiate yourself from other candidates.
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RESUME SUGGESTIONS


Focus on what you can do for the employer! Employers are looking for the best candidate for the job
posted.



Be consistent. There is a wide variety of formatting tools you can use to highlight elements of your
resume: boldface, capital letters, underlining, italics, indenting, centering, etc. For example if you put one
section heading in boldface capital letters, they should all be boldface capital letters.



Don’t waste space listing required core courses that everyone in your major takes. Use that
space for something more valuable and unique…unique courses you take that others in your field may
not be taking. Listing a few of these interests can be a good icebreaker.



Understand what you offer that is different from the person sitting next to you. Write your resume
and cover letter to “sell” what is special about you. You may be competing against more experienced
applicants willing to accept an entry level position. Every line on your resume should support your sales
pitch.



Responsibility, recognition, initiative and independent work are important. Employers want to know if
you were good at what you did. Quantify whenever possible! Examples: doubled membership, reduced error rate by 3%, led project team of 4, won Intern of the Summer (of the ten interns).



Don’t leave unexplained gaps (employers may assume you watched TV and sponged off your parents
all summer).



Use professional terminology to describe what you did.



Be specific. Phrases like: participated in, worked on, helped with, involved with, do not mean too much
to the employer. Describe exactly what you did or employers will assume you did the smallest possible
contribution to the task. If you made copies, say so, that’s ok.



Remember you may not get a chance to explain yourself further. Put your best foot forward and sell what
is special about you in the resume and cover letter. Realize you will have different versions of resumes/cover letters for different types of jobs.



Many interviewers aren’t experts at interviewing. You may need to spell out what is important on
your resume and why. If you know what is valuable to employers in general and to this employer in particular, you’ll have a big edge! Make sure to put experience/skills in the same terms that are used in the
position listing.



Avoid resume template programs. In general, resume templates are hard to work with and are not
scanner-friendly. Most often, it is easiest to start your resume on a blank document and create the formatting yourself.



Lastly, EDIT and PROOFREAD! And then do it again!

