
Your Name 
Current Address Email address

Telephone number Web page address (if pertinent)

Objective

This section, while not required, is helpful as it tells the employer, at a glance,the type of position you are seeking. The 
objective can include the specific position you are seeking, skills you wish to use on the job, field organization type by 
which you wish to be employed, or a combination of all of the above. 

Sample Objectives 

• A position as an editorial assistant. 
• Electrical engineering internship. 
• To obtain a position in finance. 
• A program coordinator position in a community organization working with youth. 
• Seeking a position in museum administration requiring strong writing skills and a background in art history. 

To apply decision and systems analysis to strategic planning in the telecommunications industry. 

Education 

This section should include:

• Name of the degree-granting institutions; List most recent first. 
• Degree received and major 
• Graduation date or projected graduation date, or dates of attendance if a degree was not completed 
• Overseas academic experience 

Optional:

• Any minors, specialization or focus areas 
• Courses relevant to the position for which you are applying 
• Honors and GPA (if they are a strong selling point). Indicate GPA based on a 4.0 scale. 
• Senior research/honors thesis title and brief description 
• Freshmen and sophomores can include high school 

Experience 

This is a summary of experience and/or accomplishments. List most recent experience first. You should include:

• Title of the position 
• Name of the organization and location (city and state) 
• Dates, including month and year 
• Descriptions of responsibilities beginning with action verbs (avoid phrases such as “duties included”) 
• Believable, verifiable accomplishments 
• Paid jobs, internships, volunteer community service, extracurricular projects involving leadership or teamwork, 

special academic research or honors projects 
• You may choose to divide your experience into two or more sections. Possible section headers might include 

Research Experience, Teaching Experience, Leadership Experience, Volunteer Experience or Relevant Experience. 

Additional Information 

This section could include computer skills, languages, volunteer work, sports, and interests. If one of these areas is relevant 
to the job, however, you may choose to put it in the “Experience” section. You may also choose to use more specific section 
headers such as:

• Skills 
• Activities 
• Interests 
• Honors and Awards 



Resume Tips
Dos

 Do design your descriptions to focus on your accomplishments, using action verbs to clearly 
indicate the skills you’ve used. See Sample Action Verb list on page four. 

 Do try quantifying results in your descriptions, such as “Created marketing campaign that 
increased club membership by 25%.” 

 Do keep your resume brief enough to fit on one page (or two pages if your experience is 
extensive). 

 Do print your resume on good quality bond paper, either white or conservative tones. If printed 
on plain computer paper, copy onto good quality bond paper. 

 Do accompany your resume with a cover letter in most cases. 
 Do have others look over your resume for content and grammar.

 Do make use of the formatting tools of a modern word processor (e.g., Microsoft Word, Open 
Office Writer, Google Docs).

 Do prepare your resume in multiple formats (e.g., printed, Word, PDF, plaintext).

Don’ts

 Don’t make your margins and font size too small: margins no smaller than one inch and font 
size no smaller than 10 point. 

 Don’t include personal pronouns (e.g. I, me, we). 

 Don’t include personal information, physical characteristics, or photographs on your resume. 
However, individuals from other countries may include these on their resumes. 

 Don’t include the last line: “References available upon request” (see Sample Reference List).

 Don't include anything that you wouldn't be able to talk about in an interview.

Other Tips

 It is more appropriate for freshmen and sophomores to include high school experiences. 
However, important high school experiences that have some relevance to your job objective 
may be appropriate for upperclassmen. 

 For International Students it is sometimes a disadvantage to include your non-immigrant visa 
status or permanent address (if outside the U.S.) on your resume. Usually your visa status 
should be discussed later during the interview. If you have obtained permanent residency or 
U.S. citizenship, it might be to your advantage to list the information on your resume.

 When describing your previous experience, use action verbs (see 
http://cardinalcareers.stanford.edu/jobsearch/resumes/verbs.htm).

 For some samples, see http://cardinalcareers.stanford.edu/jobsearch/resumes/samples.htm.

 For more advice and samples, check the career web sites of major universities (e.g., Stanford, 
Harvard, Berkeley, MIT).

 You can have more than one resume! Customize your resume for the company and the 
position for which you are applying.

http://cardinalcareers.stanford.edu/jobsearch/resumes/verbs.htm
http://cardinalcareers.stanford.edu/jobsearch/resumes/samples.htm


Finding Opportunities

• Online applications

◦ Visit the company's web site and look for a link to “Careers”, “Jobs” or “About Us”. Make 
sure you have your resume in an electronic format.

◦ Visit career web sites (e.g., Monster [http://www.monster.com], WorkSource 
[https://fortress.wa.gov/esd/worksource/Employment.aspx])

• Cold calls

◦ Call or e-mail a contact at a company.

◦ Ask for job openings or HR (human resources).

• Career fairs

◦ Dress for success.

◦ Give a firm handshake and introduce yourself.

◦ Have an “elevator pitch”.

◦ Bring lots of resumes.

◦ “Case the place” before you start talking to companies.

◦ Get contact information from every person with whom you talk.

◦ Take notes after each talk so you remember how to follow-up.

◦ Follow-up!

◦ Visit WorkSource-sponsored career fairs: http://www.wa.gov/esd/calendar.htm

http://www.wa.gov/esd/calendar.htm
https://fortress.wa.gov/esd/worksource/Employment.aspx
http://www.monster.com/


Interview Tips

• Know yourself (and your resume) very well. Anything on your resume is “fair game” for 
questions.

• Know the company with which you are interviewing:

◦ Products and services

◦ Strengths and weaknesses

◦ Recent news

◦ Competitors

• Whenever possible, answer questions using specific examples to support your response. Think 
of the acronym STAR (situation or task, action, and result), a simple three-step process that will 
enable you to focus on specific experiences to support your responses:

◦ Situation or Task - describe a task or project for which you had responsibility

◦ Action - talk about the approach you took to deal with the situation

◦ Result - discuss the outcome of your action, making sure to mention accomplishments or 
improvements resulting from your action 

• Emphasize the most relevant and impressive aspects of your background and qualifications 
(including paid and volunteer work). 

• Stress that the skills you have developed in the past are transferable to the employer’s 
organization. 

• Speak in positive terms about previous experiences and employers. 
• Don’t be afraid to talk about accomplishments and skills (assume that what you don’t tell an 

interviewer, she/he won’t know). Also, don't assume they have read your resume in depth. 
• If possible, include an example (either extracurricular or in a work situation) of your ability to 

work as a part of a team.

• Think about how you would answer common questions 
(http://cardinalcareers.stanford.edu/jobsearch/interviewing/samples.htm).

• Think of some questions you may ask your interviewer 
(http://cardinalcareers.stanford.edu/jobsearch/interviewing/questions.htm).

• Ask for the interviewer's contact information and thank them. A day or two later, send them a 
thank you note (via mail or e-mail).

http://cardinalcareers.stanford.edu/jobsearch/interviewing/questions.htm
http://cardinalcareers.stanford.edu/jobsearch/interviewing/samples.htm

