
 

Resume Building 

 

A resume is a personal summary of your professional history and qualifications. It should 

include information about your education, work experience, activities, involvement, 

honors/awards, special skills, and references. 

 

General Formatting and Resume Sections 

 

● General Suggestions 

➢ Make your name stand out with a bolded, larger font size 

➢ Use standard fonts (ex: Times New Roman) 

➢ Type size: 10-12 point 

➢ Limit length to one page only 

 

● Heading 

➢ Should include contact information (i.e. name, address, telephone number, and a 

professional email address) 

➢ Sample Heading 

 

 

● Education 

➢ Should include name and location of your school and anticipated graduation date  

➢ Include GPA if it is 3.2 or higher 

➢ Include relevant coursework if applicable 

○ Include courses that provided you with a unique skill or knowledge 

○ Include advanced courses if they are relevant to a certain position you are 

applying for 

○ Do not include courses from your required curriculum, such as an English class 

➢ Sample education section 
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● Experience 

➢ Experience can take on many forms: paid positions, summer jobs, internships, 

volunteer work, community service, involvement in clubs/sports/band, etc. 

○ Include the most relevant experiences 

■ Structure experiences in reverse chronological order (most recent 

activities at the top) 

■ Use strong verbs in the past tense to describe your experiences 

■ Provide evidence of skill by acknowledging your accomplishments and 

quantifying information 

■ Sample experience section 

 

● Special Skills 

➢ Include skills that make you stand out (i.e. computer skills, certifications, or foreign 

languages) 

➢ Sample special skills section 

 
 
 
 
 
 

● References 

➢ Choose references that are knowledgeable about your skills, abilities, and work ethic 

➢ Good references include former employers, teachers, and counselors 

➢ Always obtain permission from references in advance  

➢ Sample references section 
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● Master Resume 

➢ A master resume is a complete list of all activities and involvements, and it can be 

much longer than one page 

➢ Creating a master resume will help you to remember all of your experiences  

➢ This resume gives you something to draw on when creating a resume for a 

specific job  

● You may need to submit a cover letter with your resume when applying for 

certain jobs/programs 

● Proofread your resume! This will be an employer’s first impression of you, and 

you want to make it a good one 
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