How to Bulld-a-Resum



Before YousBegin Buildingy Your Restim

Plan the Framework of Your Resume

Beforedoingyourresume Employersare lookingfor a spotlighton your resume
In many casesa one-pageresumeis sufficient Youshouldfill just bullet points for
each job, brief sentences,descriptions that are action and accomplishment

oriented.
Yourgoalis to wow the hiring managerand presenta documentthat promotes

you asan ideal candidatefor the position Reviewthesetips for buildinga resume
that will helpyou getjob interviews
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Compile Your Personal and

Employment Information

you needto includebefore you start writing your resume It ismucheasier
to write, edit, and format a documentwhen you have all the details you
needin front of you. Makea list of the contactinformation you want to use,
all your jobs,your education,certifications,and other credentials
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Write Your lResume

When you have compiledall the information you need, it
shouldbe listed in the following order. 5 2 yw@nily about
fonts and formatting your documentyet. Onceyou have
everythingdown on paper, you will be able to adjustthe
font sizeand type, spacingand add formatting optionsto
yourresume
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Jason.martin@stamford.edu

Jason Address

o | ¥ |42

Skills

Computer | | |
Language | | )
Leadership | | )
Education

Theeducation section generally comes

next. You need only to list degrees earned,

with the highest first, when you have been
out of school for a few years.

Personalinterests

If you have personal interests that are
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applying for, list them here.

Profile or Objective

Addinga profile or an objective to your
resumegives the employer a brief overview
of yourqualifications

Experience

A List the jobs and internships you have
held in reverse chronological order, with
the most recent positions first.

A For each position, include: job title,
company, location, dates of employment,
and a bulleted list of the strongest
accomplishments for each job.

A Verb tense should be present tense for
your current job if you are employed, and
past tense for prior employment.

Awards and Accomplishments

5 2 yb® shy about mentioning awards and
achievements you have earned. They show
the employer that you are a
well-credentialedcandidate who has been
recognized for your accomplishments.
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Choose a Resume Layout

A

There are three basic types of resume formats you can use. The format
you select will depend on your employment history and credentials.

Chronological: This is the most frequently used and presents your
work history starting with the most recent job first.

Functionallf you have a spotty work history, you may want to use a
functional resume that focuses on your skills and experience.

Combination:This resume layout includes both your skills and your
chronological work history.
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Calibri Bold
Arial

Verdana

Arial Bold

Verdana Bold

Feormat YourResume:=jlext

Choosea Font

A basic font like Arial, Calibri, Times New Roman, or
Verdanais a goodchoicebecauseyour resumeneedsto be
easy for a hiring manager to read Consistencyis
important. Usethe samefont throughoutyour resumeand
in your coverletter.
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SavettherDocument

Selecta file name for your resume
that includesyour own name when saving
your resume janeapplicantresumeloc, for
example Be preparedto saveit in a variety
of formats, like Microsoft Word, Google
Docs,or PDF,for example,so that you can

respondto employerrequestsfor a specific
type of document
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Proof readand Print the Final Version

Before your resumeis finalized, A Girfp@rtant to carefully
proofreadit. Thenprint a copyto makesureg K I Gn®he printed

pagelinesup with ¢ K | én§dur computer

OnceA Us&rint extra copiesto bring to interviewswith
you. If you R 2 yh@wve a printer you can use, checkwith your local
library or an office supply store to seeif you can accessa printer

there.

CR: https://lwww.thebalancecareers.com



