
RÉSUMÉ BASICS
The résumé is an important marketing tool that provides a summary of your education, skills, experience, achievements, 
and leadership. A well written résumé should highlight experiences that are relevant to the job, internship, or program 
for which you are applying and tailored to the job description. The primary purpose of a résumé is to get an 
interview. The goal is to move the employer to contact you.

Getting Started
There is no one “right” way to construct a résumé. You likely have had many different experiences throughout your 
college career and you won’t include all of these, but it can be beneficial to go ahead and write down everything that 
you can remember. This is a rough draft, which you can easily edit later. The information that you highlight and include 
may be different, depending on the position or program for which you are applying.
We encourage you to consider these general guidelines, but tailor them to your needs and create a résumé that 
represents you in the best possible way.

Résumé Sections
Name and Contact Information Format
Your résumé should have a heading at the top of the page, in a similar format as below.

Full Name
Street | City, State Zip

Phone Numbr | Email Address

• Your contact information should be current.
• Be sure your email address and voice mail greetings are appropriate and professional.

Education
Degree, Major, Name of Institution, Location, Graduation Date
Case Dependent: GPA (cumulative and/or in major)

• For current students and recent grads, education typically appears near the top of the résumé.
• Include your date of graduation so the reviewer will know when you are available for work.
• Whether to include GPA can be tricky. Many employers use GPA to screen candidates. NACE recommends to 

include if your GPA is 3.0 or higher, while some of us are a bit more stringent. As a general rule, do not include 
if below 3.0.

Relevant Coursework (Optional)
You may include this section under Education or a separate section.

• Many new grads feature coursework that is relevant to the job as a way to provide the potential employer with 
some background about their knowledge and skill sets.

• Science/Research Jobs: this is a good place to include lab and research experience.
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Stay Connected with the Knowlton Center
For more information about Résumés, or other career related topics, be sure to visit the Knowlton 
Center for Career Exploration.

Experience
Internships, co-op assignments, full- and part-time jobs, and volunteer experiences can all go in this section. Some 
recent grads feature a “Relevant Experience” section, where those experiences relevant to the job are detailed.
Name of Organization, Title/Experience, Location          Date Ranges (right justified)
Description of the experience (what you did, how you did it, what you accomplished)

• Use action verbs to describe what you did; use correct verb tense including past tense for past experiences.
• Check out our “Power Verbs for Résumés & Cover Letters” handout for some ideas.

• Always include keywords that match those found in the job description.
• Quantify information to show the scope of responsibility or achievement:

• Example: “I accomplished [X] as measured by [Y] by doing [Z].”
• List items in reverse chronological order (most recent first) under each section.
• Do not use a narrative form; bullet points are much easier to read and understand quickly.
• Emphasize your accomplishments, rather than simply listing tasks for which you were responsible.
• List your experience most relevant to the position to which you are applying as close to the top as possible.

Other Possible Sections
• Activities
• Honors/Awards
• Skills

Fundamentals & General Rules
• Your résumé should be aesthetically pleasing; equal margins and allow readers to easily skim through
• Beginning résumés are normally one page; do not exceed for one or two items.
• Use font sizes between 9 and 12 depending on style, but readers shouldn’t have to struggle to read the wording.
• Keep it to one page, especially when applying for entry- or mid-level positions.
• Assess your audience, especially if you’re inclined to use a “creative” résumé.
• You will have to develop more than one résumé; you want to make small tweaks to fit each position. Be sure 

to save an original so you can always go back!
• Do not include references.
• Proofread, and double-check spelling; grammatical errors could indicate a lack of caring. Visit the Knowlton 

Center or the Writing Center for review of content and grammar.

Be sure to make an appointment and have someone from the Knowlton Center review your résumé!


