Brown Career Development Center

Resume Writing

A resume expresses your qualifications for a specific job and is meant to summarize your skills, experience, and education.
Employers typically spend approximately 15 -30 seconds reviewing a resume! Make sure yours is up to par

THE BASICS & WHAT GOES ON A RESUME?

Name, Address, Phone, Email (ONE phone number and ONE email address!)

Brown education 8 include study abroad if applicable; Relevant coursework can help employers identify your skills

After Education, start a relevant experience category, listing experiences demonstrating the most pertinent skills to this po sition
Show enough detail so each experience has demonstrated relevancy

Additional experiences demonstrating other skills can be included in different sections

Relevant skills 8 computer, language, etc. at the end

Your resume makes a first impression on employers Omake sure itds clean, neat,
List entries in reverse chronological order within each section; While at Brown, education section comes first

Be consistent in format and content; bulleted formats are usually easiest to read

Use a common, easy -to-read font & Garamond, Verdana, Arial, Times New Roman, etc. size 10 -12 pt

Use spacing, underlines, italics, lines, etc. to highlight key

Use bonded paper if mailing

Describing your experiences can be the most difficult part about developing your resume,
DESCRIBING EXPERIENCES especially if you are creating your first one. Make a draft then bring it to us for a critique.

| ¢ Begin each descriptive line with an action verb (see list); describe what you accomplished in each role
e Include goals of tasks and results where applicable; group together similar positions to show a history of relevant experienc es

e Tailor experiences to the job listing duse similar | anguage to get the readero6s attention

FEEDBACK FROM EMPLOYERS Empl oyers have told us that resumes that adher

[ ¢ Tailor your resume to each position

e  Employers are interested in your skills & honed through internships, jobs, volunteer experiences, leadership, research, projects,
bies, etc.; You need not only focus on paid experiences 0 unpaid positions can often give you as much or more expertise

Think about what you DID in each experience, and potential outcomes

THINGS TOAVOID & WHATYOUDO NOT WANT TO PUT ON YOUR RESUME

Objective 0 these are arbitrary and not necessary when you have tailored your resume to a specific position
Personal information (height, weight, marital status, age, etc.) or photos

First person references and unexplained acronyms (Al represented
Depart ment al Undergraduate Group...oO0

References are available upon request o they know this already

Do not use a template! For many reasons, but most of all, employers do NOT like to see them! Create your own document!

Samples, Action Verb Lists, and More on following pages!
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Brown Career Development Center

Resumes 0 Sample #1

Note the clear font (Times Roman), even spacing, and clean bulleted format.

Education is
listed first here,
with GPA and
concentration.
This student
listed high
school to show a
local connection.

This resume is
focused on

finding a media
job, so the
most relevant
experiences are
in this section.
Note outcomes
0s

and specific
details given.

This studen|t o
additional

experience is
relevant as
well, so he
has concen-
trated it and
givenita

descriptive
heading.

Note: Most
every line on

this resume
begins with an
active verb 0
Coordinated,
Reported,
Supervised,

Managed, etc.

Language and Computer/Technical skills are listed at the bottom of the page.
If included, interests can go here as well 0 but be careful: ANYTHING listed on
the resume is fair game for the interviewer to ask you about!

Check out action verbs on the next page!
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