
RESUME
WRITING
GUIDE
Transform your resume from blending in to standing out

in today’s competitive job market



STEP 1:

Opt for a reverse-chronological format, starting with your most recent

experience. Use a clean and professional layout with clear section headers.

Choose the right format.



STEP 2:

Include your name, phone number, email address, and LinkedIn profile (if

applicable). Ensure your email address is professional (e.g.,

firstname.lastname@email.com).

Include your contact
information.



STEP 3:

Write a concise summary highlighting your key skills, experience, and career

goals. Tailor this section to the specific job you're applying for.

Write a tailored objective
statement.



STEP 4:

List your work experience in reverse-chronological order.

Be strategic with your work
experience.

Use action verbs to describe your accomplishments (e.g., "Led a team of 10

emplyees,” “Developed project plans,” etc.).

Focus on relevant experience that aligns with the job you're applying for.



STEP 5:

Include your degree(s), major(s), university name, and years attended.

Include your education and any
certifications.

Add any relevant coursework, honors, or academic achievements.



STEP 6:

Create a dedicated section for your skills, including both hard and soft skills.

Create a Skills section.

Highlight skills that are relevant to the job description.



STEP 7:

Start by looking closely at the job description– what specific skills and

qualifications do you need in order or be a good candidate for this role?

Select the right keywords.

For instance, if you're applying for a Project Manager position, mirror the

language used in the job description when detailing your project

management experience in your resume.



Additional Tips:

If you have a portfolio, include a section showcasing relevant

projects or link to your portfolio.

Highlight any awards, recognitions, or professional achievements

that showcase your capabilities.

Keep your resume concise, ideally limited to one page (two

pages if you have extensive experience).

Use bullet points for readability and avoid large blocks of text.

Proofread your resume carefully to eliminate any typos or

grammatical errors. Ask a friend or mentor to review your resume

for feedback and suggestions.


