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Basic Steps
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1. Brainstorm all of the educational activities, work experiences, associations/activities, volunteer experiences you have to include and make a list of skills/accomplishments for each.

2. Review sample resumes in your college career center or online to get ideas for formatting and to pick a style that works well for you.

3. Begin typing up your resume in an organized manner making sure to focus on the skills you have developed that are relevant to the position you are seeking.  Below you will find information to help you with the core components of a resume.

4. Always have your resume draft critiqued by a career professional in your campus career center.  It often takes several critiques to have a top quality resume!


Core Components

Objective

The objective is a brief statement that tells the reader what position you are seeking, and perhaps the industry or organization you would like to work within.  It might also highlight how you will benefit the employer or a geographical preference. Do not tell the employer what you will gain from the position in an objective statement.  While objectives are technically optional, the majority of employers want to see an objective so they know your career interest areas.

Examples:

· Seeking an internship position in plant propagation or greenhouse management

· To acquire a marketing position within the forest products industry in Minnesota or Wisconsin

· To obtain a social work position with an emphasis on family counseling using my skills in assessment, communications and problem solving

Education

The education section of your resume typically includes information on college level academic work including the degree, university, majors/minors, GPA, and graduation month/year.  An education section can also include information on academic awards, study abroad, thesis title and related coursework.

Example:

Bachelor of Science, University of Minnesota-Twin Cities

Major: Fisheries & Wildlife, Conservation Biology specialization

Minor: Forest Resources

GPA: 3.28, Anticipated Graduation: Spring 2007

Related Coursework: Introduction to Fisheries, Wildlife, & Conservation Biology; Fisheries Ecology and Management; Ichthyology; Fisheries Analysis.


Experience

Describe the experiences and accomplishments that will be of interest to an employer.  This might include both paid work experience and other activities as well.  Early in your career, you may have space to include all of your experience, later you will need to be more selective including only those that are most important.

For each experience include: 1) job title 2) employer name 3) city, state of employer 4) dates 5) quality statements to describe key job duties, accomplishments, projects, or other aspects of your work that will be the most interesting to an employer.

Example:

Residential Accessibility Intern 



March 2004-June 2004

Thomas Eickhoff Design, Inc., Minneapolis, MN

· Modified existing floor plans and reviewed new home plans to meet client needs

· Evaluated and surveyed buildings in a detailed manner to confirm ADA compliance

· Collaborated with colleagues to develop an ADA survey for a multimillion dollar supermarket chain

· Identified appropriate product information for clients with disabilities

Activities

Activities sections can include items such as student organizations, volunteering, or professional associations.  When listing activities, it is common to include the organization name and perhaps dates of participation if you have been involved for a long period of time.  You may also want to include a bullet to explain a leadership role or accomplishment.

Examples:

College of Human Ecology Student Board



September 2004-present

-or-

University of Minnesota Admissions Ambassador


October 2001-June 2003
· Conducted campus tours for perspective students to instill a positive impression of the University


Visual Appeal

Having a resume with strong visual appeal is important to making your resume easy to read.  The below items are recommendations to increase readability of your resume:

	· Have a balance of white space and text

· Section headings should stand out

· Avoid resume templates

· Print on high quality resume paper in conservative colors
	· Keep font sizes to 10 or 12 point

· Select easy-to-read font types

· Use bold, italics or capital letters to highlight key pieces of information





General Resume Suggestions

	· Keep resume to 1 page (2 pages for graduate students or those with full time experience)

· Do not use first person “I” or “Me”

· Spell out abbreviations

· Phase out high school information as you approach graduation unless it is very relevant
	· Proof read VERY carefully!

· Omit unrelated information

· Move relevant information toward the top

· Use skill specific headings: Design Experience, Environmental Experience etc.

· Items should be in reverse chronological order




Writing Strong Skill Statements
Strong Action Verb     +     Details     +     Outcome/Results

	Action Verb
	· Start all statements with strong action words-avoid vague words such as “Worked”                 “Duties included”                “Responsible for”



	Details
	· Ask yourself the following questions Who? What? Where? Why? How? adding details that relate to the position

· Quantify your bullets when doing so reflects positively on your work (Example:  Supervise 14 employees…)



	Outcomes/Results
	· What happened as a result of this task?  

· In what ways did this activity contribute to the organization/client?


Examples:

Before:  
Worked with kids

After:  
Taught reading skills to 20 inner city children resulting in all students passing the basic skills exam

Before:  
Data entry

After:  
Entered sales data for 150 agents into Microsoft Excel in preparation for company annual report

Before:  
Met with clients

After:  
Interviewed clients on their needs and document detailed notes for future reference during projects

Sample Action Verbs


acquired

adapted

administered

advertised

advised

allocated

analyzed

appraised

assessed

assigned

assisted

arranged

attended

authored

awarded

bargained

built

calculated

catered

chaired

clarified

coached

collaborated

collected

communicated

compiled

completed

composed

computed

conducted

constructed

consulted

contributed

controlled

coordinated

cooperated

counseled

created

critiqued

defined

delegated

delivered

demonstrated

designed

detected

developed

directed

discussed

dissected

drafted

drew

edited

educated

encouraged

enforced

enhanced

enlisted

established

evaluated

examined

expedited

explained

expressed

facilitated

filed

filmed

formatted

formulated

fundraised

graphed

guided

helped

hired

hosted

identified

implemented

improved

increased

initiated

inspected

interpreted

interviewed

invented

judged

led

lectured

listened

lobbied

maintained

managed

mapped

mediated

modified

monitored

motivated

negotiated

observed

operated

ordered

organized

perceived

planned

prepared

presented

prioritized

processed

programmed

promoted

proof read

publicized

published

purchased

reacted

recommended

reconciled

recruited

reduced

repaired

reported

represented

reproduced

researched

restored

reviewed

scanned

scheduled

screened

serviced

served

simplified

sold

solved

staged

studied

summarized

supervised

supported

surveyed

systematized

tabulated

taught

terminated

trained

translated

wrote

Tailoring Your Resume

Once you have a basic resume together, you should individualize this resume to the unique needs of the organization and the position.  To do this you need to ask yourself the following questions:

· What are the critical skills that are required for this position?

· What qualities and experiences is this employer seeking from the ideal candidate?

· If I were only able to describe 3-5 of my qualifications, which of them would be most important?

· Of my experiences, which would the employer see as most important?

Objective revisited

In a targeted resume the objective serves as a thesis statement for your resume. All other information on the resume should support your stated objective.   Remember to focus on what the employer will want to read rather than on what you want to tell.

Prioritize information

Develop categories so that the most relevant and important information is first (i.e. Related Experience & Other Experience). Within paragraphs or lists be sure the most important information is listed first.

Ground transferable skills in context 

What does is it mean to be a good leader? That will conjure different images for different readers. You will be much more convincing if you describe specifically how and in what context you developed or demonstrated that skill. 

Vague:

Leadership skills

Specific:

Initiated and successfully implemented a new member 

recruitment program for rugby team resulting in five new members

Use the language of the industry

You want the employer to believe you are going to fit in and understand their work. Using language of their field will help. Below are examples for education and sales.

Education: 
Discipline, Students, Classroom management

Sales:

Prospects, Market expansion, Sales plan


Use descriptive category headings

“Sales Experience” is more descriptive and impressive than “Experience.” Be careful not to overstate your qualifications; you want everything you describe under “Sales Experience” to really be regarded as sales experience.

Clump related information together
Sometimes it is useful to combine paid and volunteer experience into one section. The depth and extent of your experience will be emphasized if you separate your relevant experience from other part-time jobs you held just to pay bills.
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