Tips for Effective
Resume Writing

Always proofread...several times! The goal
is to be error-free!

There is not one specific way to do a re-
sume! Pick a style that you are comfortable

with and that best shows your qualifications.

Be detailed and specific, but remember that
you will have the opportunity to elaborate in
the interview - keep your resume to one or
two pages.

Your resume can easily be rearranged and
reformatted for each position. (Arrange your
professional skills by order of importance to
each job if you are using the Functional Re-
sume format.)

Use a professional email address!
Only include your GPA if it is above 3.0.

Remember that your volunteer and
professional involvements count as experi-
ence. Take every opportunity to gain leader-
ship experience and highlight this in your
resume.

Try not to use a Word-Template. They are
difficult to rearrange and manipulate!

Print document on resume-quality paper.

See these resources for additional help:

Resume examples and suggested templates
can be found on the LVC Job Center.

Make an appointment with Career Services
for resume assistance and critiquing!
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Functional Resumes

Purpose of a Functional Resume:

Functional Resumes highlight skill sets that
you have learned through your past experi-
ences (work experiences, classroom/lab work,
volunteer/community involvement, etc). This
is a great resume for students who do not have
a substantial amount of work experience or
who are trying to highlight transferable skills
for a specific position or employer.

Things to include in a Functional Resume:

e Contact info: be sure there is a current
address and a professional email!

e  Objective: Tailor this to each specific posi-
tion and/or company.

e  Summary of Qualifications: Optional - in-
clude key attributes that don’t seem to fit
into another category of your resume (ex:
bilingual in..., computer skills, etc).

e  Education: Include a Relevant Courses
section if applicable. (Be sure the em-
ployer can tell what the course is - don’t
just title it Biology 101). Include your
graduation date!

e  Professional Skills: Include 3-4 skills that
are relevant to the position, each followed
by bulleted points or statements that dem-
onstrate this skill.

e Volunteer Work and/or Professional and
Student Organizations: Be sure to include
level of involvement and dates of
participation!

e  Employment History: Include job title,
dates employed, company name, and lo-
cation.

Keep in mind...The skills that you choose to
highlight and the order that you list them can
change depending on the position require-
ments.

Chronological
Resumes

Purpose of a Chronological Resume:

Chronological Resumes give an employer a
‘snapshot’ of your previous work experience, starting
with the most recent. They are especially recom-
mended for students who have experience that is
relevant to the position/field. Unlike Functional Re-
sumes that highlight transferable skills, the Chrono-
logical Resume specifically illustrates what you were
responsible for at each job and/or internship.

Things to include in a Chronological Resume:

e Contact info: Same as Functional

e  Objective: Same as Functional

e  Summary of Qualifications: Same as Functional
e Education: Same as Functional

e  Employment Experience: Be sure to listin  re-
verse chronological order (most recent first).
Include your job title, dates of employment,
company name, and location. Follow up with 3
-4 bulleted points that detail what you were re-
sponsible for. Try to illustrate your individual
role and assignments in the company so that
you can better show employers what you are
capable of!

e  Volunteer Work and/or Professional and Stu-
dent Organizations: Even if it is not paid work, it

is still valuable experience!

Keep in mind....Always be completely honest and do
not exaggerate what your responsibilities were. Tell
the truth on your resume!

A resume is supposed to be a ‘snapshot’ that will
help you get an interview; while you should give as
much detail as possible, keep your points concise
and relevant.

Combination
Resumes

What we mean by a Combination Resume:

There are more than two ways to format a re-
sume! If you feel as though a Functional Re-
sume isn’t detailed enough but that you don’t
have quite enough information to fill a Chrono-
logical Resume, try combining the two!

A few Possible Combination Resumes:

e You can break your experience section up
into Relevant Experience (include previous
employment, internships, volunteer work,
etc that is relevant to the position applying
for) and an Other Experiences section
(include all other experiences that show
transferrable skills but that may not be
directly relevant).

e Another option is to construct a Chronologi-
cal Resume and then follow each job with
the skill sets that you learned from the
position.

Keep in mind...These are only suggestions on
how to combine different aspects of resumes.
The possibilities are endless! Make an ap-

pointment with Career Services for more help!

The Contact info., Objective, Summary of
Qualifications, and Education should be the
same basic format regardless of the type of
resume.
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