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To create a successful resume—one that helps get you in the door for an actual interview—you
need a clear picture of yourself. What are your strengths and weaknesses? What type of job
feels right for you? Here are some things to consider:

YOUR SKILLS.
Think about how you’ve spent your college days (outside of parties and social events). What
kinds of group projects did you do? What organizations were you involved in? Any
leadership activities? Let your mind wander and jot down everything—from part-time jobs
to awards or honor societies. The format isn’t important. This is your time to figure out
your accomplishments and what makes you unique.

YOUR INTERESTS.
Spend some time thinking about your dream job. What kinds of things are you passionate
about? Could you make a career out of one of your hobbies? You’ll be more satisfied in a
job that aligns with your interests. Make a list of the types of jobs that might support your
passions. Don’t forget to consider non-profit organizations, government agencies and
small businesses.
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Think you’re ready to write your resume? Not so fast. In addition to knowing your own skills
and interests, you should go online to see how to best “sell” yourself for a particular job
opportunity. Take some time to:

RESEARCH.
Of course, your goal is to get a dream job, but your resume should be tailored to a specific
position. By referring to actual job descriptions, you can be sure to use the language that
fits the industry. Get familiar with the qualities you need to highlight, as well as key
phrases to use. Take the time to read about your prospective field, so your enthusiasm and
knowledge can shine through in your resume. Learn more about what to include in your
resume by visiting:

CareerTV  has employer videos and hiring tips from recruiters
WetFeet  offers company profiles and industry profiles
The Wall Street Journal  has the latest business news 
Pink Magazine  provides articles on advancing your career
Forte Foundation Sponsors  lists companies committed to women in business

FIND EXAMPLES.
While you’re not going to copy anyone else’s resume, it doesn’t hurt to get ideas from
others. Does your college’s career center have examples? Do you have friends or mentors
who might share their resume with you? This is a good way to figure out how to describe
your qualifications. Your work history may be entirely different, but someone else’s sorority
experiences could spark ideas for how to write about your time as a Resident Assistant
(RA). For more information, visit:

CareerTV  for videos with resume tips from recruiters
Women for Hire  for chronological and functional resume templates
Your college’s career center website for resume tips and templates

PREPARE ONLINE.
Once you wow employers with your resume, they will need a good way to contact you. Set
up a professional email address—one that uses your full name—for job-seeking purposes.
This is not the time for a cutesy nickname or a school address that might expire. Also,
what happens if you Google yourself? From MySpace to Facebook to your personal blogs,
be sure that you’ve presented yourself appropriately online. Don’t disqualify yourself from a
job before you even walk in the door.



Although hiring managers respect creativity, they also expect for your resume to include all the
basics. Be sure to lead with your most impressive qualifications. If your degree and class
projects are related to the job, place your education before your work experience. However, if
you had an internship in your field, your work experience should come first. 

CONTACT INFORMATION.
Your name should be at the top of your resume, highlighted in a large, bold typeface. Then,
include your mailing address, email address and phone numbers. Confirm that your voice
mail messages sound professional. If you include your cell phone number on your resume,
try to answer the job-related calls in a quiet setting, even if you receive them after-hours.

OBJECTIVE.
An objective is optional for your first resume. Instead, you can use a cover letter to address
your particular interest in a position. However, if you decide to include one, keep it simple,
specific and brief. Within two or three lines, you should highlight what you have to offer the
company. For example: “To utilize my strong analytical and interpersonal skills in an
entry-level account management position.”

EDUCATION.
Naturally, the name of your college, your degree and expected date of graduation are
important, as well as any coursework related to your desired profession. Definitely include
your GPA if it’s above a 3.0, or simply provide the GPA for your major. Special seminars or
workshops can be listed here, as well as any semesters abroad. In addition, you can include
class-specific projects. For example, if you’re a journalism major, describe the major
articles you’ve written and the interviewing, research and legwork that was involved. 

WORK HISTORY.
Internships, part-time jobs or unpaid work—it all counts as experience for your first job!
Summarize your role in 4-5 bullets, putting the strongest elements first. Start each bullet
with an action verb and be specific about your accomplishments. For example, if you
worked in retail, you learned valuable techniques for interacting with the public,
demonstrated dependability and accountability, worked as part of a team and managed
money. As a full-time babysitter, you coordinated schedules, handled finances, marketed
your services and demonstrated extreme responsibility. Be sure to explain if the job was a
way to fund your schooling and how much you financed.

ACTIVITIES.
Here’s where you’ll list more of your unique strengths and leadership skills. Did you
volunteer for an organization, serve as an assistant to a professor or tutor other students?
Consider how your roles in a campus club or sorority helped prepare you for “real world”
business scenarios, such as planning events or working within a budget. Also, be sure to
highlight the results of your work. For example, if you increased the number of donations
for the Special Olympics on your campus, state by how much or the total amount donated.

AWARDS/HONORS.
Good grades are one thing, but how else have you been recognized? This can be combined
with your Activities section or included as a separate section. Don’t forget to mention
any scholarships
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Hiring managers may spend only 10-15 seconds on your resume, so every line needs to make
a good impression. You can’t afford to have any typos or vague wording. Otherwise, your
resume could end up at the bottom of the stack—or even in the trash. To fine-tune your
resume:

CHECK AND DOUBLE-CHECK EVERYTHING.
Your resume needs to be grammatically perfect. Spell-check the document and read it
out-loud. This can help you eliminate mistakes and outshine the competition. Is your
phone number correct? Don’t let an error in your contact information disrupt your job
search. In addition, have a friend, family member or career coach read the resume. Revise
anything that’s confusing.

BE SPECIFIC.
Employers need to know what you’ve accomplished and how you’ll deliver results for them.
Use strong action verbs—words like created, developed, organized, motivated, managed
and produced. Also, be sure to include tangible details, such as “Developed three
fundraising events for campus organization and supported them with 45 volunteers” or
“Reorganized 10 years’ worth of archived production files, making them easily accessible to
the entire department.”

SELL YOURSELF WITH PROPER FORMATTING.
In addition to being clear and concise, your resume must be easy to read. Use bullets to
organize information into manageable nuggets. Select a standard font, keep the font size
no smaller than 10 point, and allow for enough white space. Be consistent in your spacing
and formatting choices. Using too many different styles can look like a mistake. 

STICK TO THE RULES.
Remember that your first resume should be one page only—no exceptions. Unless you’re
applying for a position in a very creative industry, such as advertising or entertainment,
stick with traditional formats as well — no colored backgrounds, and little, if any, colored
type. Do not include pictures of yourself. When sending your resume electronically, always
use a PDF format unless specifically asked to do otherwise. Most importantly — never, ever
lie on your resume. Misrepresentations will come back to haunt you.
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When applying for a job, your resume should always be included with a cover letter. The right
references can also make a difference. Here are some tips for creating these elements.

COVER LETTER.
Got the job description handy? Your cover letter should explain why your skills are the
perfect fit for the position. This is your chance to show your passion for the field, along
with your writing abilities and attention to detail. No typos or spelling errors allowed!
Include the exact name of the job and how you heard about it. Don’t just repeat your
resume. Rather, pick out key accomplishments and elaborate on them. Mention details
about the company to help personalize the tone. For more information, visit:

CareerTV  for videos with hiring tips from recruiters
Women for Hire  for cover-letter templates and follow-up tips

LIST OF REFERENCES.
At some point in the hiring process, you will be asked to provide at least three references.
These need to be people who know you and can vouch for your quality of work, such as
your professor, former supervisor and coach. If your references include a respected person
in the field or the prospective employer’s region, by all means, attach the list to your
resume! The right names can open doors, and you never know whom the hiring manager
may know. Be sure to get permission before using anyone as a reference, and give them a
copy of your resume for background. 

Creating a resume package that’s attractive and attention-getting can be a challenge. But
when it results in an interview for your dream job, it’s certainly time well-spent. Good luck.




