How do I make an effective resume?

Resumes are important for listing your skills and relevant work experiences. This document will
serve as a professional introduction and as a marketing tool to brand yourself to employers.

This guide will walk you through the creation of a resume.
On the back of this paper is a standard resume template.

Step 1: Format

Select a simple and appealing format for your resume. Choose something simple. Avoid borders,
colors, images, or graphics, as these tend not to get through the Applicant Tracking Systems
(ATS) that employers use.

Step 2: Filling in the Information

List all your previous experiences in education, work, leadership, etc. List your
awards/scholarships, achievements, student organizations, and anything that’d market you as a
professional. Use exact names for degrees, programs and organizations; this is pertinent for titles,
so look them up just to confirm.

Step 3: Review your Resume

Resumes involve tons of key details that you may not be aware of, it’s easy to make overlooked
mistakes. Crafting your resume should be a meticulous review of formatting, content, and
searching for errors of any kind. It’s suggested to have a Peer Career Coach, friend, or family
member overlook your resume in conducting the final check. Remember to have technical skills,
not soft skills in the skills section of your resume.

Now that I’ve reviewed my resume...
Refer to this checklist.

e s the formatting (bold, font, heading styles) consistent throughout?

e Does my resume have applicable headings such as Education, Experience,
Activities/Leadership/Service, and Skills?

e Does my education section state my official degree and graduation date? Is my
cumulative GPA accurate and included, if it’s higher than a 3.0?

e Do my bullet points accurately demonstrate the CAR (Context, Action, Result) method?
Do they explain my major accomplishments? Do I have numbers/statistics (when
applicable)?

e Do my bullet points start with strong action verbs and demonstrate my key skills?

e Is my resume free of personal pronouns (I, we, me, us, etc.)?



