
How to Write a Resume 

“Resume Definition & Meaning.” Dictionary.com, Dictionary.com, LLC., 2021, https://www.dictionary.com/browse/resume. 

A resume is “a brief written account of personal, educational, and professional qualifications and
experience, as that prepared by an applicant for a job” (Dictionary.com).

WHAT IS A RESUME?

HEADER
a resume header should include your name and contact information (match cover letter formatting)

PROFESSIONAL
SUMMARY/OBJECTIVE 
The professional summary is one or two sentences about you
that the potential employer should know about your goals
and work ethic.

EDUCATION
The education section should include academic institutions,
degrees, and achievements. 

RESUME CHECKLIST:

RELEVANT WORK/CO-CURRICULAR/
VOLUNTEER EXPERIENCE

List your job responsibilities. Start each sentence with an
action verb.
Focus on quantitative key accomplishments for that
position. 

Ex. Managed over thirty accounts per week. 

HONORS & AWARDS
(If there are enough to warrant a separate category) List any honors and awards you’ve received. If these
awards are mostly for academics or scholarship than consider moving this section right below “education”

TIPS & TRICKS

SKILLS

Use keywords from the job posting!

List the skills you developed during your education and
practical work experience.

Be consistent with your formatting- consistent formatting makes your resume scannable!
Length & Margins - One page and margins no smaller than .5 inches. 
Watch your verb tenses - If you are still currently in a position, use present tense. If the position was in the past, use past
tense.
Voice- Avoid first person pronouns. 
Keep it to one page.
Proofread! 


