Lussier Community Education Center

How to Write A Resume

Writing a resume is a great exercise in self-assessment. To write an effective resume you must have solid knowledge of your skills and strong examples that illustrate how you have developed and applied those skills. 

Be purposeful! The purpose of a resume is to get you invited to a specific job interview. It is not just a list of past jobs. It’s about you, and your past experiences, challenges and accomplishments. Promote yourself as accurately as possible. 

Keep your audience in mind. Employers are looking for how your abilities qualify you for their position. You must know exactly what skills the job you are applying for requires, and why you are a good fit for the job. You don’t need to have previous experience in a position exactly like the one you are applying for, but you do need to know how your past has prepared you for new challenges and how you will be able to grow into the new position. 

Remember, employers look at dozens of resumes. Make your resume easy to read; use clear language and organization. 

Parts of a Resume

Although there are various styles as organizational schemes, there are a few key components all good resumes have:

The Header


The header, at the top of your resume, consists of you name, address, phone number and email. Your name is the most important piece and should be in a larger font and bold. Indicate home, work, or cell for your phone number(s). If you do not have an email address, consider creating one. If your email address is not a professional, make a new account that uses simply your name as the address. 

Objective Line


This is where you tell the employer what you want. The more specific you are, the more useful this line will be. When possible, tailor the “Objective” line to the particular position by using the company’s name and the particular position you are applying for. 



Good: “Objective: Seeking part-time wait staff position with WHR Catering.” 

v.s.



Poor: “Objective: Looking for a job in food service.” 

The first option says you know what you want and therefore WHR Catering is going to take you more seriously than someone who writes the second option.

Content

The rest of your resume is essentially a set of organized lists of your past experiences. 

Education

Usually, the first category is, “Education.” There are three pieces to include for each school you attended; complete name of the school, the date you started and finished, degree(s) earned. For High School, include the city and state in which the school is located. The highest degree earned should be at the top of the list. Do not include grammar school unless that is the highest degree you have earned. If you have completed a Bachelor degree or higher, then including your H.S. degree is not necessary. 

Relevant Work Experience

Relevant work experience is typically the second category. Include the following for each entry: company worked for, begin and end dates, position and a brief description of job responsibilities. The more experience you have the more you can eliminate work experience that is not relevant. If you just graduated from H.S. then include extracurricular activities such as sports teams, clubs and volunteer work. Keep your resume to one page unless you have Masters or Doctoral degrees, or extensive relevant experience. This category can be divided into subcategories such as marketing experience and non-marketing experience, or relevant work and volunteer experiences or community involvement. The description of job responsibilities is perhaps the most important part of your resume! Use proactive language. For example, instead of saying, “editor,” say, “meticulously edited sports articles for grammar, style, usage and content.” 

Special Skills

Special Skills is a broad category that allows you to include things you can do well which are not evident by your work experience. Include typing speed, computer program knowledge, language abilities, personality preferences such as “works well independently” or “meets deadlines.” (personality characteristics are best expressed through descriptions of experiences). 

Awards

Put any awards or recognitions that you have received here. Describe what the award was given to you for or what you did to get it. 

Volunteer Experience

Volunteer experiences can have a category of their own because they show your involvement in the community, good will, and that you took the initiative to give something to the community when you were not required to do so. If you want to make your resume stronger, become a volunteer! 

Resume Writing Tips

1. Do not include race, marital status, pictures of yourself (unless required), age (by law employers can only ask if you are over 18, not what your age is), religion, height or weight.

2. Keep it concise and clear so that it can be read quickly. Use few, but precise words. You don’t have to use complete sentences. Instead of saying, “I was a youth organizer for a group of talented minority teens.” Say, “talented minority youth organizer. Organized/directed events, mentored youth.”

3. Do not rely on spellchecker to edit your resume. Revise and edit it yourself. Once you have edited it, have somebody else edit it, and then go back and make revisions. Read it aloud to yourself. Your resume will always be evolving.

4. Remember that an employer may ask about anything you include in your resume. Make sure you can talk about anything on your resume for at least 10 minutes. 

5. Presentation is important. The layout should be simple, logical and consistent. The content should be relevant, concise, and descriptive. Use bullet points, boldface, and font sizes to make important information stand out. 

6. Do include your contact information that is current. If you want the job, be reliable, answer your phone and check messages! 

7. Ask yourself, “What am I assuming my reader knows/understands already that he/she may not already know or understand from the information I am providing?” 

8. Do not include contact information for references on your resume.  

9. Use your experiences or awards to describe your strengths. Give your reader a short description of what your experiences entailed so that they understand what skills you used or developed. 

10. Know why you want the position and how it will fit into your “big picture (a.k.a the rest of your life, your career, your values, your financial needs or goals).”
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