RESUME REMINDERS
· Include your e-mail address, but use only professional sounding e-mails.  Your first name or initials and last name are ideal (jsmith@mailaddress.com).  If your e-mail is not resume appropriate, set up a new account through a free online provider like gmail, hotmail or yahoo.
· Prioritize sections of your resume so that the most relevant to your job search are listed first.

· Be sure to include information about appropriate computer skills, certifications, scholarships, awards and professional affiliations.

· Unless it is especially relevant, don’t include school activities that you participated in prior to college.

· Include information about a foreign language only if you are fluent enough to hold a conversation in that language.
· Use action verbs when describing job responsibilities.  Write “Supervised a work crew of eight” rather than “I was a supervisor for a crew of eight”.  Action verbs emphasize your initiative and drive.
· List your GPA if it is over a 3.0. If not, list your major GPA if it is over a 3.0.

Most importantly, if you need help building or refining your resume, please schedule an appointment with the Office of Career Services.  We are here to help, and our services are free to students and alumni.
