
WRITING YOUR RESUME 
Think  of  resumes  as  personal  advertisements   that  tell  your  story  - including  your 
education,  skills  and  expereinces.  They  are  the  first  step  for  internship  and  job  interviews. 

Page  Length 
One page max. 

Action  &  Results  Oriented  
Provide evidence of your 
accomplishments with 
accurate, concise bullet 
points 

Review.  Review.  Review. 
Share your resume with 
multiple people to receive 
feedback 

Do  NOT  Include 

A generic objective or 

reference section 

Personal information  
       (e.g. age, race, marital status) 

High school experiences  
False or exaggerated 

information  
A professional headshot 

Tips  for  Standing  Out 

Maximize  Space 
Provide an easy, efficient and productive reader experience with 
clear and concise information. Remember, most employers will 
spend 6 seconds or less  scanning your resume. 

Match  Your  Resume  to  the  Role 
Create tailored resumes to fit the each type of position. Include 
key words and language used in the job description or on the 
organization's website.  

Be  Consistent 
Use the same font type and style throughout all sections.  

       10-12 pt. font      |      simple      |      easy-to-read
Examples: Arial, Georgia, Times New Roman

Abbreviate states and months 
Spell out countries and acronyms (CI becomes Creative Inquiry) 
Capitalize languages 

Cross  Promote 
Include your (up-to-date) LinkedIn profile on your resume, and be 
sure to have your resume on your LinkedIn. If you have a 
professional website of your experiences, share that as well.  

BE  THE  RECRUITER 
There  is  no  right  way  to  create  a  resume,  only  guidelines  and 
suggestions.  Resumes  are  extensions  of  your  brand  - always 
evolving  with  new  experiences  and  improvement.  Use  strong 
action  verbs  that  articulate  your  work  and  campus  experience. 
Recruiters  will  be  compelled  to  want  to  know  more  and  will 
consider  you  an  applicant  for  an  interview.  

The Office of Career and Global Engagement  exists to cultivate and 
engage students within the college to become effective leaders, successful 
graduates, and globally competitive professionals. 




