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Guide to Resume Writing
A resume is a tailored marketing document designed to showcase your relevant education, experience, 
and skills

• Clipart, images, watermarks, or headshots
• Full sentences or words like “I,” “me,” or “my”
• Hobbies or interests unrelated to the position
• General statements (i.e. “Strong work ethic,” “People person,” or “Good communicator”)
• References (Your Reference page should be separate)
• Personal information (age, gender, marital status, etc.)

Don’t INCLUDE:

  
LENGTH: 1-page unless can fill 2-
pages with relevant information 

FONTS: Arial, Calibri, Times New 
Roman. Use a 10-12 point font 
size for the resume body and 14-
18 font size for your name 

FORMAT: Use ALL CAPS, bolding 
and italics for section titles, 
employer names, and your titles 
for emphasis 

Consistency is important: 

• Keep your use of font size, 
capitalization, bolding, and 
italics the same throughout 
each section 

• List the city and state for a 
position for each position 

• Make sure all dates are 
formatted the same way and 
line up 

• If you use periods at the end 
of bullet points, be 
consistent throughout 

BULLETS: Describe your 
experiences using detailed 
accomplishments. Consider using 
the following bullet point 
formula: 
 
Action Verb + What you did, or 
Who you served + 
Results/Outcome/How/Why 

ORGANIZATION OF INFO: Within 
each section, list information in 
reverse chronological order (most 
recent experience or education 
first) 


