




What to include…

• Heading & Contact Info

• Objective

• Skills & Strengths

• Education

• Work Experience

• Additional Sections





Formatting, Organizing, & Style

Resume Should Include:

• 1 page recommended, 2 pages 
allowed

• Simple fonts: Times New 
Roman, Arial, or Georgia

• Use font size 10-12

• General summary of role

• Key accomplishments

Resume Should NOT Include:

• Spelling errors, contractions, 
abbreviations, or typos

• First person (me, my, I)

• Slang

• Reference to race, religion, 
political preference, 
handicap/disability

• References or “References Upon 
Request”



Word Choice

• Use action verb at the beginning of each bullet point

• When possible include “how much”, “how many”, “how often” to 

highlight tasks

• Correct verbs’ tense = present or past
• If you are still working there, use present tense

• If you no longer work there, use past tense



Need help building or updating your 
resume?

• Email icgstaff@thomasmore.edu with the subject “Appointment 

Request”

• You will receive an email from husere@thomasmore.edu with 

the scheduling link.

mailto:icgstaff@thomasmore.edu
mailto:husere@thomasmore.edu


Contact Info

• First and Last Name

• City, State, zip

• Phone Number (123)456-7891. MAKE 

SURE VOICEMAIL IS SET UP AND 

PROFESSIONAL

• Email address: use professional email 

address



Objective
• Overview of your short-term professional goals 

and explanation of why you’re seeking 
employment.

• About 3 sentences

• This needs to be edited with EVERY application. 

• Edit the objective to match the job description 
of the position that you are applying for.

• Example: I am a highly driven recent business 
school graduate seeking a full-time position in 
finance where I can lend my knowledge of 
market analytics to help your organization 
improve profitability. 



OR Summary 
• A short description of your experience 

qualities and skills

• A few sentences long

• Also, edited with every job application

• Example: Social media specialist with 
detailed knowledge of Google 
Analytics, online marketing and social 
media analytics. Over 3 years of 
experience in web marketing, PPC, and 
SEO, adept at researching relevant 
industry and market developments. 



Education

• Name of University

• City and State

• Graduation date or expected graduation date

• Bachelor/Master of Arts/ Science in *blank*

• Minor or concentration

• Honors status?

• Bonus for relevant courses

This Photo by Unknown Author is licensed under CC BY-ND

https://www.sienanews.it/cultura/eventi/il-primo-graduation-day-delluniversita-di-siena/
https://creativecommons.org/licenses/by-nd/3.0/


Work 
Experience 

• Company Name

• City and State

• Job Title

• Start-End Dates month/year

• Brief Paragraph on job description

• Bullet points are for key 

accomplishments



Bullet Point Writing Formula
Power Verb + What you did + Result/Outcome=Quality Bullet Point

Examples

• Filmed and produced a 10-minute documentary on Mental 

Health awareness for residents

• Process personal tax returns for low-income families

• Developed interactive lesson plans for 5th grade students 

focusing on expanding vocabulary

• Organize monthly events on campus to promote diversity



Additional 
Sections
• Volunteer Experience

• Internships

• Professional Certifications

• Honors and Awards

• Collegiate Athletics

• University Activities

• Research or Presentations
This Photo by Unknown Author is licensed under CC BY-NC

https://www.pngall.com/award-png/download/54566
https://creativecommons.org/licenses/by-nc/3.0/


References do not 
go on resumes

• Make a separate document for your 

professional references

• 3 is a safe amount

• Always ask people before listing them

• Examples of people who can be a reference are 

supervisors, coaches, professors, leaders from 

places you volunteer, student officers from 

clubs, etc.
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