
RESUME PARTS 

Although resumes are composed using standard elements, there is no prescribed format that 

works equally well for everyone. Sections that do not relate to your objective or career field of 

interest may be de-emphasized or even omitted. Titles of sections can also be modified to 

describe the information presented more accurately. 

HEADING 

Include name, permanent and local addresses, e-mail address, and phone number. If using two 

addresses, indicate dates you can be reached at each. 

OBJECTIVE 

An objective should convey specific information about what you are seeking, but those that are 

too narrow can limit your options. If you decide to include an objective, specify the type of 

position you are seeking. If you find it difficult to write a definitive statement of your objective, 

describe the skills you want to use or the functions you want to perform. If you have more than 

one career interest, prepare several resumes, tailoring them to different objectives. The following 

are three examples of effective objectives: 

 A position in financial services using well-developed research, analytical, and quantitative 

skills. 

 A research position in health care combining interests in policy and medicine. 

 A position as a process engineer in the chemical industry. 

 

EDUCATION 

List institutions attended and locations, including study abroad experience; degrees and dates 

received; major and concentration.  Include your GPA if it is at least 3.0.   

HONORS AND AWARDS 

Dean's List, honor societies, and academic awards can be listed in a separate section if you have 

more than one or two entries; if not, incorporate them in the education section. Scholarships can 

be included here as well.   



EXPERIENCE 

This includes diverse experiences, both paid and unpaid: 

 Part-time work 

 Full-time work 

 Summer jobs 

 Co-op experience 

 Internships 

 Volunteer experience 

 Extracurricular activities 

Include the position you held, name of the organization, city and state of its location, and month 

and year of your involvement. Summarize what you accomplished in each experience and 

prioritize these results-oriented descriptions to support your job objective. Don't include every 

experience you have had, only those that demonstrate that you can succeed in the position you 

are pursuing. Use brief phrases beginning with action verbs, incorporating statistics, percentages, 

and numbers where possible: 

 Reorganized inventory procedures, shortening process from 3 days to 2 days. 

 Designed and implemented marketing strategy that increased sales 25%. 

 Trained and coordinated activities of 33 volunteers, whose efforts resulted in raising $5,000. 

 

SKILLS 

List computer languages and programs, knowledge of foreign languages, laboratory and research 

skills, analytical skills, etc. that pertain to the position you are trying to obtain.   

ACTIVITIES AND INTERESTS 

In order of their importance, list student organizations, professional associations, committees, 

and community involvement, indicating offices held. Include high school activities only if 

directly relevant to your objective. After activities, list interests such as music, sports, and the 

arts, especially if they pertain to your career interest. You may want to avoid including religious 

activities or those representing extreme political views. 

 



REFERENCES  

Include Name, Position or Job Title, Address, and contact information of your references.   

 

 

Include all of this information in the order listed above.  Font should be standard (Arial, Times 

New Roman) and professional looking.  You MAY get creative with headings (your name to 

make it stand out) and the section titles, but don’t get “cute”, no pictures, absolutely no acronyms 

or text speak, no emojis, NO!  Make it visually appealing.  You should follow the same sort of 

design you use on a cover letter. See examples below:  

 

 

   

  

 

 

 

 

 

Things to remember:  

-The sections should be clearly labeled so your potential employer can find the information they need  

-Everything should be spelled PERFECTLY!   

-Perfect grammar, punctuation, etc  

-Keep it looking CLEAN!  If you use bullet points in one section, use them in all sections.  There should be 

a pattern  


