~ CONTENT AND FORMAT OF A RESUME ~

What to put on a resume:

Personal – Your name, address, zip code, area code and phone number, and e-mail address


Objective – If you want a specific job, describe it here. Otherwise, don’t put an objective section.

Special Qualifications – Write a condensed statement of your main qualifications that cites your strengths and achievements. This section is optional and is usually placed at the beginning of the resume.
Work Experience – List all your work experience. Include volunteer work, such as helping teachers after school, tutoring, cutting your neighbor’s grass during the summer, etc.  List your current job first and work backwards in time. Give your job title, the employer’s name and address, and the dates you worked. Give a short description of what you did on the job. Use action verbs. Don’t forget such jobs as babysitting, taking care of a friend’s animals while he was on vacation, helping in the family business, etc.

Education – List college education first, including name and address of college, dates of attendance, graduation or expected graduation date, major, and particular courses of interest. If you are still in high school but have taken college courses, list college information first, then list the name and address of your high school and expected graduation date. If applicable, list your diploma type, career pathway courses, and/or courses of special interest. If your grade-point average is high, state it.  

Activities – List activities in which you have been involved, especially those in which you have had a leadership role. Examples: organizations/clubs, sports teams, band, scouts, school yearbook or news team, church youth group, choir, etc. If related to the job sought, list such activities as helping with physical therapy of sister with disability or assisting in the care of a bed-ridden family member. This section is optional.
Skills and Abilities – If you don’t have much work experience, this section is extremely important. Summarize your strong points, especially those related to the job being sought. Examples: fluent in Spanish, know sign language, proficient in Microsoft Word, play three different instruments, good eye for color and design. This section is optional.
Honors and Achievements – List any honors and achievements you have earned. Examples: Jacket Pride award, perfect attendance award, Governor’s Honors Program nominee, Who’s Who Among American High School Students, STAR student, sold the most Girl Scout cookies in the region, tennis team region champs, Gold Level on WorkKeys assessment, etc.  This section is optional.
Hobbies and Interests – List any hobbies or interest you have not yet listed, particularly those that relate to the job sought. Examples: avid reader, sing in church choir, build model cars, etc.  This section is optional.
References – Type “References provided upon request.” Then prepare a separate sheet of paper with your references listed.  Acceptable references include boss, former boss, teacher, pastor, family friend, etc. Do not use family members (unless a family member was also your work supervisor). References should include name, title (or how you know person), address, phone number, e-mail and other information (optional). Some employers are interested only in work-related references, some are interested in both employment and academic references, and some may want character references.  Be prepared by have reference sheets of each type.

General Resume Format Guidelines:

1. Use at least one-inch margins on all sides.

2. Print on high-quality paper. Use standard business colors – white, beige, gray.

3. Use a laser printer when possible – to avoid smearing ink.
4. Use headings, bold print, different font sizes, underscores, listings with bullets or asterisks, and/or capitalization to emphasize qualifications.


5. Limit to one page (unless you have extensive job-related experience).

6. Format resume attractively on the page, using white space effectively.

7. Use parallel structure in headings and listings.

8. Never use the pronoun I as the first word of a sentence.

9. Proofread, proofread, proofread. Correct all spelling, grammar, and punctuation errors.

10. Be sure resume looks conservative, polished, and professional.

11. Put resume in large manila or white envelope so that it doesn’t have to be folded.

Sources:

Now Hiring: A Story of Four Teens Finding Their First Jobs, Noreen E. Messina, 2010, The Goodheart-Willcox Company, Inc.

Business Communications, Tom Means, 2004, South-Western.
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