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The Objective of a 

Resume is to….

Get You An 
Interview!



Basic Resume 

Format

Do’s and 
Don’ts



Resumes
Targeted

 Addresses Specific Needs

Tailored

 Shows You’re a Good Fit



Chronological 

Resume

 Most Important Info

 Be Specific

 Use Numbers, 

Figures & Facts

Lists Employment 
Dates – Most Recent 
Position First



The Layout

 1 - 2 pages in length

 Use easy-to-read fonts, white space and bolding for 
emphasis

 Use bullet statements or short paragraphs

 Start sentences with vivid action verbs

 Use descriptive adjectives and accomplishment 
statements

 Begin with the most important material first

 Quantify your experience

 Avoid personal pronouns



Common Resume Components

Section 

Headings



Section Headings
1 or 2 words that 
represent the 
category of content

1 or 2 Words
•Additional information relating 

to the section heading.



Objective

Focus on how you would 

benefit the employer.

Be clear.

Short and to the point.

Relates to a specific 

occupational title.



Education

 Education

 Related Education

 Related Coursework

 Training

 Related Certifications

List education & 

training.

All of these are 

education & 

training 

headings  -

select the 

words that best 

fit your resume.



Work Experience

 Experience

 Related Experience

 Professional Experience

 Work History

 Related Work History

 Professional Work History

List skills relevant to 
the targeted 

position.

All of these are 

work 

experience 

headings  -

select the 

words that best 

fit your resume.



Skills Section
List skills relevant to 

the targeted 
position.

• A skills section should include specific and accurate words that match the 

skills sought by the potential employer.  

• Only list the skills that you can actually perform.  

• Avoid listing every skill you have – especially if the skill is not relevant to 

the targeted employer or position.  

• You can break up the skills section with sub-headings to organize the 

types of skills 

• Skills listed in this section should enhance but not duplicate the job duties 

that are described by action words/phrases within the job duties written in 

the Experience Section.  

• It is generally recommended that the skills section be placed at the bottom of 

a resume



Tips
• Your achievements should be listed as part of your resume.

 For every statement of achievement, you should be able to prove why 

this achievement was valuable and/or what the benefit was. 

 Check for typos and make sure it is written clearly and concisely! 

 Ask someone to read your resume to check for spelling errors and to 

make sure it is written clearly and makes sense. 

 Write your resume as if you are reporting about your achievements and 

experiences. 

 List dates carefully - preferably by month and year. List all experiences in 

reverse chronological order. 

 Try not to leave any gaps in your experience and professional background, 

even if you were unemployed in the industry or profession you are seeking. 

 If you do have gaps, be ready to explain what you did during an 

interview.



Creating a 

Master 

Resume
A good place to keep track of all of your 

new skills & accomplishments.



Don’t forget 

about
Electronic 
Resumes.



Reminder:

 Curriculum Vitae or “CV” is Latin for “course 

of life” – is a document of individual’s life 

accomplishments 

 CVs can be multiple pages

 Content: wider range of sections 

Research experience, presentation, publications, 

teaching experience, should be included in a CV 

along with your professional experience. 

CVs are not 

Resumes!



Example:



Thank You!

Michelle Robichaux

2016-2017 LCA Graduate Student Representative

lcagsrep@gmail.com

mailto:lcagsrep@gmail.com


Resume Critiques

Don’t forget to join the “LCA: Graduate Students” 

Facebook page!


