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Main Sections on a Resume: 

ÅEducation
ÅRelevant courses, GPA, expected graduation date, study abroad

ÅExperience
ÅPaid, volunteer, internship 

ÅSkills
ÅComputer, social media, language, technical, laboratory

ÅActivities/ Leadership
ÅOn campus involvement, volunteering



Good Resume Example

Easy to read experience sections

Well-organized skills/activities section

MainComponents



Functional Format/C.V

oFocuses on skills and abilities, not dates of employment

o[ƛǎǘǎ ǎƪƛƭƭǎ ȅƻǳΩǾŜ ŘŜƳƻƴǎǘǊŀǘŜŘ ǿƘƛŎƘ ŀǊŜ ǊŜǉǳƛǊŜŘ ŦƻǊ ŀ ǇŀǊǘƛŎǳƭŀǊ 
job

oAllows you to emphasize skills gained through volunteer work and 
co-curricular activities

o Often used by career changers, graduate students and 
postdoctoral scholars





Resume Check List
ÅOne page

Å20-second glance: most relevant first

ÅTailor your resume to the position 

ÅUse industry language to describe experience 

ÅAll relevant experience, paid or unpaid

ÅHigh school experience (Juniors + remove this) 

ÅAvoid personal pronouns (I, me, my)

ÅUse appropriate verb tenses

ÅError free (both spelling and grammar)



Education


