
Office Hours: Monday‐Friday 8am‐5pm.   Find us on the ground floor of the Global Learning Center. 

 

It’s who you are. In under 30 seconds. 
The Resume 
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What’s expected in a resume? 
 

 One page:  Fill 1 side only.  10-12 font size. 

 Brief statements:  Use bullet points. Avoid full sentences. 

 Action verbs:  Avoid pronouns, such as “I”.  

 Specific examples:  Show tasks & results. 
 

 

 Tailor your resume to each unique position that you’re applying for.                
Match the focus of your resume with the focus of job description and outline. 

 

 Place the most important information at top of page (such as your degree)      
followed by a list of your experiences most related to the desired position. 

 

 Resumes are often skimmed rather than read thoroughly, so you must convince 
the recipient quickly (30 seconds or less) that you have “the right stuff” to    
merit an invitation to a phone or in-person interview. 

 

 The employer wants to know how you and your experiences will meet the         
company’s needs. Remember when listing your accomplishments that a         
resume is not about you, but about your fit. 

 

 

        (source: college central network) 

The Resume 
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1 

Formatting checklist: 
 

YES   ___  Name at the top of page in larger, more bold print. 

YES ___  Address, phone, email directly below name. Clear & easy to read. 

YES ___  Education (Degree or Degrees completed) follow name/contact info.  

YES ___  Resume is one page in length. 1 inch margins. 10-12 point font. 

YES ___  Consistent format throughout (font, bolds, bullets, headings all match) 

YES ___  There are two to four bullet points to describe each position listed.  
 

Content checklist: 
  

YES ___  Sections include: Education, Experience, Activities/Service, Skills 

YES ___  Education section includes official Degree(s) earned as well as GPA. 

YES ___  All bullets begin with action verb (see list on following page for ideas). 

YES ___  Bullets show off your key skills related to position you are seeking. 

YES ___  Resume is free of misspellings, punctuation, and grammatical errors.  

YES ___  Verb tenses are correct (present tense vs. past tense) for each           
  experience that’s listed. 
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Resume mistakes to avoid checklist: 
 

NO ___  Including high school information (as a college Junior or Senior). 

NO ___  Including a photograph of yourself in the resume. 

NO ___  Leaving half of the resume page blank.  

NO ___  Resume contains misspellings or grammar mistakes. 

NO ___  Resume statements are written with personal pronouns (I, My, Mine). 

NO ___  Beginning the resume with an objective statement. Instead, develop  
          your objective into separate cover letter to introduce your resume. 

NO ___  Including every college/university attended (list only where you           
         received a degree). 

NO ___  Inappropriate/unprofessional email address listed at top of resume. 

NO ___  Listing email address/phone number that you don’t access regularly. 

NO ___  Ending a resume with “References Available Upon Request”. 

NO ___  Submitting a resume to employer without a cover letter. 

         (see our Cover Letter section later in Manual) 
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Action Verb Ideas:  

Looking for the right word that captures what you’ve done? 
 

COMMUNICATION SKILL: 
Advertised 
Arbitrated 
Authored 
Clarified 
Composed 
Contacted 
Corresponded 
Demonstrated 
Drafted 
Edited 
Informed 
Interpreted 
Mediated 
Moderated 
Negotiated 
Notified 
Presented 
Promoted 
Publicized 
  

CREATIVE SKILL: 
Built 
Composed 
Conceived 
Conceptualized 
Constructed 
Created 
Designed 
Developed 
Established 
Formulated 
Generated 
Initiated 
Invented 
Launched 
Performed 
Piloted 
Planned 
Produced 
Published 
Revised 
 
 
  

HELPING &  
COUNSELING SKILL: 
Advised 
Advocated 
Aided 
Assessed 
Assisted 
Coached 
Collaborated 
Counseled 
Diagnosed 
Directed 
Encouraged 
Guided 
Listened 
Led 
Mentored 
Represented 
Served 
Supported 
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RESEARCH SKILL: 
Analyzed 
Clarified 
Coded 
Collected data 
Compared 
Compiled 
Evaluated 
Experimented 
Explored 
Inquired 
Interpreted 
Interviewed 
Investigated 
Reported 
Reviewed 
Studied 
Summarized 
Surveyed 

LEADERSHIP &                
ORGANIZATION SKILL: 
Achieved 
Administered 
Arranged 
Completed 
Clarified 
Decided 
Delegated 
Determined 
Directed 
Eliminated 
Enhanced 
Evaluated 
Exceeded 
Expanded 
Headed 
Improved 
Instigated 
Led 
Marketed 
Motivated 
Participated 
Presided 
Recommended 
Succeeded 
 
 

FINANCIAL SKILL: 
Analyzed 
Billed  
Budgeted 
Calculated 
Compiled 
Developed 
Financed 
Monitored 
Reconciled 
Reported 
 

TEACHING SKILL: 
Advised 
Assessed 
Coached 
Demonstrated 
Developed 
Educated 
Evaluated 
Facilitated 
Guided 
Informed 
Instructed 
Led 
Mentored 
Trained 
Tutored 
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Begin section with the 
most recent  experience. 

Activities and/or Volunteer 
experiences are also listed 
from most to least recent. 

Chronological (or reverse chronological) resumes organize information by                   
experiences from most to least recent. This is the most common format for               
university students. This format works well when seeking entry-level positions or in 
cases where positions are directly related to your work history. 

Place your earliest               
(or oldest) experience at 

the bottom of section.  

Chronological Resume Sample  
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Use section titles to          
organized resume by       

skill areas most related to 
job you’re seeking. 

Experience could also be 
built within relevant        

organizations that you’ve 
participated in. 

Unrelated or                        
“other experience” still  

important in order to show 
a history of work,                
but move these                  

experiences to their               
own section. 

Function (or skills-based) resumes organize information into groups of skills or          
experiences. This format works well when you’re wishing to show relationship or 

“transferability” of past experience to a position you’re seeking. This format is       
common when entering new job market or your employment history              

is not directly related to a position. 

The position listed first is the 
most related to the job 

you’re seeking. 

Functional Resume Sample  
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High School information 
and experience are still        
relevant as Freshman. 

However as you progress 
into SO, JR, SR years, the 
information is removed. 

Related employment        
history may not be vast, 

but think about                   
transferable skills within 

your work thus far. 

Again, high school          
experiences are fine to       

include as a Freshman or 
Sophomore, as it is still       
recent. As you build       

university-level                       
experiences, remove items 

from high school years. 

As a first-year student, your work history (related to your major) may be limited.                            
Using experience from your high school years will give employers and  internship sites a 
better understanding of your path thus far. In general, as you gain experience at                
Walsh University, your high school experiences should be removed                                        
and replaced with University experience. 

First Year Student Resume Sample 
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Include GPA, as some   
internships require a         

certain GPA minimum. 

“Related Coursework”   
informs employer of 

knowledge you have 
gained thus far in your   
academic program. 

List your relevant                 
experiences that show 

work/volunteer history that 
is related or could be                  
used within the new           

position you’re seeking. 

Internship Resume Sample 
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Writing a resume for an internship can be a challenge, especially if you’re just                
beginning to enter the field related to your major. Be sure to include a detailed 

look at your academic work at Walsh University, as well as any                  
transferable skills you’ve  acquired in your work history                  

thus far (such as management, problem solving, leadership, or customer service).   
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If your work history is not 
directly related to your  
desired field, you can     

emphasize related                
coursework here. 

Outline any non-military 
work experience by  

chronological or            
functional* order. 

 

*see pages 18-19 

Within your military service 
experience outlines,        
be sure to highlight              

any transferable duties  
using verbs that match     

language of your desired         
position. Avoid any                

military-only lingo and                 
terms where possible. 

Veteran Resume Sample  
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The work history that you developed as a service member is very valuable, but           
describing those experiences/skills to a prospective employer can be difficult.             
Focus on the core skills & abilities you’ve gained that can be transferred into a new 
field and marketed to civilian employers. 
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Business Resume Sample  

Degree information with 
academic major, GPA, 

and graduation date go 
at the top of the resume.                         
“Expected Graduation”  
indicates you have not  

yet graduated at the time 
of your application. 

Your internship is likely the 
experience that best     

relates to your desired job. 
Be sure to provide              

a detailed list of tasks and 
responsibilities to highlight 

that great experience. 

As a current business student or recent graduate (without professional business                   
experience), it is important to include any internship experiences you have had while in 

school, as well as any relevant work history. Any employment history outside of the                   
professional business environment should focus on the transferable skills of that position                   

(for example customer service, time management, communication, etc.) 

Highlight your related       
professional experience 

here. If your work history is 
not related, consider using 

“Other Experience”                   
as a section title. 

Global learning                     
experience is a fantastic 
addition to your resume. 

Be sure to highlight it! 
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Education Resume Sample  

Indicate your specialty  
and licensure area as    

credentials  within          
“Education” section. 

Be sure to tell the reader 
the expected date on 
which you will take the 

Ohio (or other state)                           
licensure exam.  

Your student teaching   
experience should               

immediately follow your 
“Education” as employers 
will be very interested in 

this experience. 

A new teacher's resume should reflect all certifications, field experiences,              
internships, organization leadership roles or affiliations, research project titles, 
and any other experience that shows you are a good fit for the position.  

Any relevant leadership or                       
out-of-classroom instructor                    
experiences that you have 

gained should be listed        
to further show your work 
with the population you 

will teach. 
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For those in Humanities, Arts, Literature, Language, and Communication — internships, work 
history, volunteerism related to your intended career path are key. If pursuing graduate 

school after graduation, be sure to include any academic awards or honors that may speak 
to your ability to complete graduate level coursework (such as Dean’s list). 

31 

General Job-Seeking Resume 

Degree information with 
academic major, GPA, 

and graduation date go 
at the top of the resume.                         
“Expected Graduation”  
indicates you have not  

yet graduated at the time 
of your application. 

Your internship is likely the 
experience that best     

relates to your desired job. 
Be sure to provide              

a detailed list of tasks and 
responsibilities. 

Highlight related                
professional experience 

here. If your work history is 
not related, consider using 

“Other Experience”                   
as a section title. 

Highlight any industry          
specific technology that 

you have experience            
managing. 
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Pre-Professional Resume Sample  

Lead with your                      
observation experiences, 

as they are likely your most 
relevant experiences thus 

far. Provide a detailed  
account of your             

observation locations and 
unique aspects of each 

experience. 

Next, list any related work 
experiences that can show 

off your performance in 
relatively similar              
environments. 

If you do not have               
Related Work Experience                  
then you can also build 
your resume around any 

related volunteer or other 
work experience you             

have completed. 

If you are a pre – medical professional student (e.g. pre-medicine, dental, veterinary,      
physical or occupational therapy, & physician assistant), it is important to include any         
required observation experiences you have had, as well as any related healthcare             
experience (paid or volunteer). Due to the high level of competition for acceptance into 
graduate school, be sure to include your GPA and any academic awards or honors that may 
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Nursing Resume Sample  

Near “Education”           
section, be sure to                 

indicate the expected 
date for licensure exam            

completion. 

Lead with your Clinical  
Experience, as it’s the most 

relevant experience            
toward your search.  

Provide a detailed          
account of your                    

observation locations and 
responsibilities that             

you held. 

Continue the resume with 
any related work                  

experience and/or             
volunteer experience to 
show your knowledge       

beyond your clinical work.  

If you are a current nursing student or a nursing graduate (who has not yet obtained                   
employment in nursing), it is important to highlight the clinical experiences you had during 

nursing school, as well as any related healthcare experience (paid or volunteer). In        
addition, be sure to include the date you completed or expect to complete the NCLEX 
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Family NP & DPT Resume Sample  

Comment on the unique 
aspects of each clinical/
practicum experience. 

Examples include; type of 
patient population you 

worked with, diseases and 
disorders you treated, skills/

treatments used, etc. Do 
not list the same things for 

each experience.  

You will also want to 
highlight any current or 
pending  licensures or 

certifications.          

(with expiration dates).  

New Nurse Practitioner and Physical Therapist resumes/CV’s should include the clinical 
and/or practicum experiences most related to the position you are applying for.       
You do not need to list every clinical/practicum experience you have completed.         
At the masters and/or doctoral level, your resume/CV can be two pages, but make 
sure you are including relevant information and that the most relevant information for 
the position you are applying is listed toward the top.  

Be sure to include any 
memberships and/or    

professional development, 
as well as any research or 
presentations you have 

completed.   
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List courses here,               
to emphasize related 

coursework and 
knowledge that aligns with 

position you’re seeking,    

If applying to a research 
position or job that requires 
lab skills, this section could 

be useful. 

If studying in a science field, it is important to emphasize any related research conducted 
within your field of study. Internships and work history related to your intended career path 

should also be included. If pursuing graduate school after graduation, be sure to include 
any academic awards or honors that may speak to your ability to complete graduate level 

coursework (such as Dean’s list), as well as any on-campus activities or involvement. 

To emphasize completed 
and/or presented research 
projects, include a section 

that outlines your work. 
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Computer Science Resume Sample  

Indicate your area of    
emphasis within the         
Education Section.         

You may also choose to       
include coursework that 

aligns with the position you 
are seeking.  

If you have Honors & 
Awards you wish to        
emphasize, you can      

create a separate section 
and list them here.  

Leadership skills are valued   
by employers. If you have 

served in at least two  
leadership positions, you 
may choose to create a 
separate section in order 

to emphasizing those    
experiences.  

If studying in the field of computer science, it is important to emphasize all related    
experiences that might demonstrate a good fit for the position. This can be in the form 
of related internships or work experience (paid or volunteer). You will also want to   
highlight any relevant coursework and the technical skills you have acquired.  

It is important to indicate 
the type of technical skills 
you have acquired. You 

can list these in this        
section.  
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List courses here,               
to emphasize related 

coursework and 
knowledge that aligns with 

position you’re seeking.    

Be sure to highlight your 
internship and any related 
work experience you have 

completed. 

If studying in the fields of social and behavioral science, it is important to emphasize any              
related research conducted within your field of study. Internships and work history              

related to your intended career path should also be included. If pursuing graduate school 
after graduation, be sure to include any on-campus activities, as well as academic awards 

or honors that may speak to your ability to complete graduate level coursework. 

To emphasize completed 
and/or presented research 
projects, include a section 

that outlines your work. 
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