
Resumes 101 

 Purpose: Quickly summarize your 
experience, skills, and education or 
training

 Goal: Get you an interview

 Resume “tells” what you’ve done

 Cover letter is to “show” your suitability for the 
job

 Interview is to “sell” this package

 Submit alongside cover letter 

 Update regularly with new experiences, 
training, and “extras”



Sections

I. Name and contact information (phone, email, 

address)

II. Objective (optional)

III. Skills, education, and training

IV. Work Experience

I. Reverse chronological order: Most recent to earliest positions

II. Name of employer, position, and time period in that position

III. Approximately 3 bullet points for each job 

V. Extras: Awards, memberships, volunteering



Best Practices

 Examples of specific projects or work tasks 

 Quantify, quantify, quantify

 How much in sales? How many cases? etc

 Action verbs in past tense: 

 Directed, managed, lead, oversaw, was responsible for, 
etc

 If possible, strive for one-page single sided.

 If not possible, no more than two pages (generally)

 Have resume font match cover letter font

 Save as .PDF filetype! 


