
 

 

 
 

Preparing a Resume 

 
1. Getting started 

i) Fully examine the job description and look at the skills and other experiences 

required for the position 

ii) Write down your experiences that are relevant to the position 

2. Create your resume sections 

i) If you are a student, use your .edu email address 

ii) Section order: Education and awards, Work and Leadership Experience, 

Activities, Skills, and Interests 

iii) Remove and add sections based upon your experience: if you are not 

involved in clubs then you do not need an activities section 

3. Fill in your information 

i) Chronological order from most to least recent 

ii) If you are beyond your first year of college, you do not need your high 

school experience unless it is very relevant 

4. Edit and refine 

i) Have someone proofread  

 
What to include in your resume 

I) Contact Information: name, city and state, phone, and email address 

II) Work experience  

- Names, dates employed, responsibilities 

- Do not forget to include applicable volunteer and extracurricular activities  

III) Soft and Hard Skills 

- Soft skills are those that come naturally i.e., time management, teamwork 

- Hard skills are those that you develop through education and hands-on 

experience i.e., Microsoft Office, Computer coding, Marketing skills 

IV) Education 

V) Achievements, awards, and affiliations, if relevant 

 
 
 
 

 
 
 
 
 






