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CONTENT
Summarize and highlight 

YOUR SKILLS

CLARITY
Is your information clear, 

concise, easy to read?

CONSISTENCY
Did you mix categories: dates, 

formats, fonts



CHRONOLOGICAL 
ÅOrganized by time, newest first 
ÅAppropriate for an experienced 

professional

FUNCTIONAL
ÅOrganized by skills and activities

FORMATTING:



A brief summary of your skills, abilities, 
experiences, and accomplishments that 
quickly communicate to the employer that you 
have the ability to succeed in the position they 
are hiring for.

What it is not?
Your autobiography!

PURPOSE:



ÅName bold & larger font 
ÅOne phone number & email address
ÅCity & State
ÅAdd LinkedIn or website

CONTACT INFORMATION



Å College(s)/Universities
ÅList schools where you earned a 

degree
ÅName and location of school
ÅMajor and minors

Å GPA
Å3.0 and above
ÅMajor and cumulative

Å Academic Honors, Scholarships 
& Fellowships
Å If more than three list in different 

section
Å Study Abroad Experience

EDUCATION



TECHNICAL SKILLS
ÅComputer programs/software/languages

Adobe Creative Cloud (Illustrator, Photoshop, InDesign)
Email and Text Message Marketing
Google Analytics Tracking and Compilation
Public Relations Productions (feature stories, public 
service announcements, press releases)
Social Media Platforms (Facebook, Instagram, Twitter, 
TikTok )
Website Maintenance (HTML and CSS Coding)
Statistical Analysis Software (IBM, SPSS)

FOREIGN LANGUAGE SKILLS 
ÅFluency information

SKILLS:

Hard skills go in the 
ά{ƪƛƭƭǎέ ǎŜŎǘƛƻƴ ƻŦ ȅƻǳǊ 

resume!

Soft skills are better 
communicated in your 

experience 
descriptions.



ÅEmployment
ÅExtern/Internships
ÅStudent Organizations
ÅCommunity Service
ÅLeadership Positions
ÅVolunteer Projects
ÅClass Projects
ÅClinical/Practicums
ÅConferences Attended
ÅProfessional Affiliations
ÅResearch

EXPERIENCE & 

RELEVANT EXPERIENCE



EXPERIENCE DESCRIPTIONS:

Write Strong Descriptions :
ÅQuantifiable (numbers, percentages, statistics, quotas, results)
ÅShow Big Picture (what was learned, skills developed, how you 

helped)
ÅDescriptive (type of location; population; project details)
ÅIndustry Terms (to demonstrate knowledge and interest in field)
ÅConcise (be descriptive, yet brief -like a short summary)
ÅNo spelling, grammar, or punctuation mistakes

Action Verbs
ÅVerb tense (be consistent in 

individual experience descriptions)
ÅVary your action verbs
Å.?P?L OM? ½)¾

Look past what you 
did and consider why 

you did it!



EXPERIENCE DESCRIPTIONS:



COURSEWORK & PROJECTS:

ÅValuable when you lack related experiences 
ÅUse to demonstrate specific knowledge 
ÅFor projects summarize work that you have 

completed. 
ÅBe results driven if possible





ACTIVITIES & 

INVOLVEMENT:

YES: JMU and community organizations

NO: High school activities



Final Thoughts

ÅKnow your audience
ÅBe consistent
ÅShow who you are
ÅDemonstrate transferable 

skills
ÅUse professional language
ÅPresent your growth




