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You…
on a piece of paper

Preparing Your Resume









Your resume should…

• Have an attractive, easy-to-
read layout

• Summarize education, 
experience & skills

• Include FACTS, not self-
judgments

• Keep current job target in 
mind



• Emphasize what you DID, 
not dates

• Generate questions you 
want to answer

• Be honest and current

• Be perfect – a sample of 
your best work

Your resume should…



A great resume will 
get you interviews…



First things first…

• Prepare your own resume

• Begin with blank Word 
document - Do NOT use a 
template

• Reset margins to 0.5”
minimum

• Select font (e.g., Times, 
Arial, �������� , ������� , 
��������	
���
 )



Getting started…

• Default font size is: Times 
New Roman 12 points

• Reset to 10 or 11 points

• Select a layout for the 
headings

• Indent using TAB – never
spacebar



Formatting 
your contact 
information…



Contact information

Name: 
• UPPER CASE BOLD or bold and 

Slightly Larger

Contact information :
• Your complete address
• Cell phone (professional voicemail)

• Email: maryjones@yahoo.com, or 
maryjohnson@mail.adelphi.edu

• (NOT: studmuffin@aol.com, 
love2touch@hotmail.com or 
jen01lOxxoxoxo@aol.com)



Your Objective…



Say what you can do for 
the employer , 

not what the employer 
can do for you

Objective



Objective

DON’T:
“ To obtain a challenging position 

that will utilize my experience 
and education while providing 
me with room for advancement.”

DO:
“A full time entry-level marketing 

position utilizing my computer 
skills and graphic design 
background.”



• Refine it with every job 
application

–“A position in critical 
care nursing.”

– “A nursing position in 
pediatric oncology.”

Objective



Your Certifications…
(if applicable)



Certifications

• Professional certifications or 
licenses 

• Give type, state, subject, 
date received

• (NYS teaching certifications 
granted in February or 
September)
– NYS Initial Certification in Math 

Education (7-12), September 2010
– CPR (Infant , Child, Adult), 

American Red Cross
– NYS Licensed Clinical Social 

Worker



Your Education…



Education

• Start with most recent 
degree or current program

• List school name, city, state, 
degree, major, mo/yr degree 
earned

• GPA: if 3.0 or higher 

• Honors: if not in separate 
section



Education

ADELPHI UNIVERSITY Garden City, NY
Master of Business Administration, May 2011
Bachelor of Business Administration, May 2009
Specialization: Human Resources

OR
ADELPH UNIVERSITY Garden City, NY
BA in Political Science, May 2010

ST. JOHN’S UNIVERSITY, Jamaica, NY
AA in Criminal Justice, May 2009



Your Honors, 
Awards and 
Activities…



Honors, Awards and 
Activities

• Use categories if appropriate 
to you

– Captain, Women’s Soccer 
Team

– President’s Scholarship
– Dean’s List
– Treasurer, Accounting Society
– Delta Gamma National Sorority



Your Courses or 
Research…



Courses or Research

• Can tailor your resume to a 
specific job

Anatomy and Physiology

A Holistic Approach to Nursing

Ceramics  (does this belong?)



Your Experience…



Experience

• Full-time/part-time jobs, 
internships, community 
service, college activities

PSCH, New York, NY
ABA Specialist, (2/2007-present)

OR

Dover Publishing , Mineola, NY
Intern , Sept–Dec 2009



Your Skills…



Skills

Computer: Proficient in MS Word, 
Excel; Working knowledge of 
PowerPoint

Language: Fluent in Italian, 
Intermediate Bulgarian, beginner 
Mandarin Chinese

Dance and Movement: The 
Alexander Technique, modern 
jazz, ballet, lyrical



What NOT to include…



What NOT to include

Interests :
Only if applicable to current job

Personal information : 
Your age, physical attributes, 

marital or family status, religious 
or political affiliations

Photos :
Except for modeling, acting or 

television



Section headings…



Section headings

• Function like newspaper 
headlines

• Direct reader to information
• Categorize and summarize
• Prioritize experiences



Organizing your 
section headings…



Organizing your 
section headings

SAMPLE 1

• EDUCATION

• WORK HISTORY
• SKILLS

• REFERENCES



Organizing your 
section headings

SAMPLE 2

• CERTIFICATION
• EDUCATION

• HONORS
• (YOUR MAJOR) EXPERIENCE

• VOLUNTEERING
• PROFESSIONAL AFFILIATIONS

• COMPUTER SKILLS
• LANGUAGES



Convincing the 
reader…



Convincing the reader

DO NOT:

Include extraneous words: 
“ a, the, in order to”

DO:

Make every word add 
information



Convincing the reader

DO NOT:

Be one who merely 
“ attended , participated in
or was responsible for”

DO:

Be one who “ created, 
solved, published, 

monitored, supervised”



Convincing the reader

DO NOT:

Repeat the same 
words or phrases

DO:

Vary the vocabulary



Convincing the reader

DO NOT:
Use vague descriptions that sound like 

everyone else: 

followed the curriculum of 
cooperating teacher

DO:
Use detailed descriptions showing you as 

an individual: 

adapted lesson on dinosaurs 
to learning styles of 

autistic children



Convincing the reader

DO NOT:
Use self-serving, subjective 

descriptions:  
presented exciting and 
effective PowerPoint 

presentations

DO:
Be factual: 

generated 35% increase in 
sales through focused 

outreach and marketing 
efforts



Resume length…



Resume length

• Recent graduates
– limit to one page

• With extensive 
experience in target field
– may use second page



Space-saving tips…



Space-saving tips

• Margin width can be 
reduced

• Stack headings
• Combine short, related 

phrases
• Use fewer bullets for 

less-related jobs



Using graphical 
elements…



Using graphical 
elements

• Bold name, headings, 
organizations

• Emphasize using UPPER 
CASE

• Underline or italicize
titles/degrees

• Use "bullets" ( ···· , ¨̈¨¨ , � , *, ---- ) 
for listing 
accomplishments and 
experience



Using action verbs…



Describing your 
experience

• Use action verb to begin 
description

• Present jobs use present
tense

• Never use the word “I”
• Avoid assisted, duties 

included and participated in
(these are not active)

• Responsible for is not a verb



Some action verbs

• accelerated
• accomplished
• achieved

• adapted
• administered

• advanced
• advised

• aided
• allocated

• amplified
• analyzed

• answered
• approved
• arbitrated

• arranged
• assessed

• assigned
• assumed

• augmented
• authored

• automated
• awarded



Final tips…



Final tips

• Spell check is not a 
substitute for 
proofreading

• Proofread carefully 
(perfection is expected!)

• May need different 
resume versions



Final tips

• Prepare reference list
– Which should be a separate 

document, not the 2 nd page 
of resume

• Select and speak to at least 
3 references

• Buy white, light gray or ivory 
resume paper and matching 
envelopes for cover letters 
and thank you letters 

• Staple 2-page resumes



Final tips

• For Job Fairs 
– Submit RESUME ONLY –

no reference lists or cover 
letters

• When you mail/fax/email 
resume:
– Prepare and attach 

separate documents



Review questions…



Review questions

Whether or not I use 
BULLETS, the FIRST 
WORD in every JOB 
DESCRIPTION phrase 
should:

a) Be an action verb
b) Start with the pronoun “I”

c) Be past tense
d) Be my job title



Review questions

If the RESUME that I EMAIL 
for review does not follow 
ANY of the CAREER 
CENTER GUIDELINES 
presented here, the 
counselor will:

a) make all necessary changes
b) suggest changes I should 

make
c) return it to me and refer me to 

the  Job Search Series resume 
guide or another resume 
workshop



Review questions

To fit my resume on 
ONE PAGE, I can:

a) Make margins smaller
b) Delete ‘ a, the, duties included ’

c) Highlight text and reset to 
smaller font 

d) Avoid repeating phrases

e) Stack heading words



Review questions

To make my resume more 
appealing, I SHOULD:

a) Mention my attractive traits
b) Use graphics such as  bullets, 

bolding, italics

c) Use italics throughout because 
that is more impressive

d) Use specific details to show me 
as an individual



For resume review, 
email us

careercounselor@adelphi.edu
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