SUGGESTED SECTIONS
Information Referenced from Westminster College

http://www.westminster.edu/resources/career/pdf/resumes.pdf
COMPONENT
IDENTIFYING INFORMATION

OBJECTIVE 

(optional)
EDUCATION

EXPERIENCE/

WORK HISTORY

BASICS

Name, address, phone number, and e-mail address should be on top of the page (include area code for phone number).

For current students list a current and home address and phone number.

If used, this is a brief and targeted description of the position you desire.

Degree received, date of graduation (or expected date), major, name of college, city, and state.

If you have relevant experience in the field, create a Relevant or Related Experience section. List other experience as Work Experience.

Full-time, part-time, internship, and volunteer experiences may be included.

Emphasize duties, responsibilities, skills, and abilities relevant to your career area.

Always include: job title, company name, city and state, and dates of employment.

COMMENTS

Be sure that any message on your personal answering is appropriate.
The job objective should follow your contact information at the top of your resume.

GPA (over 3.0), major GPA, honors received.

List colleges were you have attended.

Include specific details for your responsibilities (supervised staff of 15). 

Experience need not be paid to be included.

COMPONENT
RELEVENT COURSEWORK

(Optional)

SKILLS AND ABILITIES (Optional)

LANGUAGES

(Optional)

LEADERSHIP AND AFFILIATIONS (Optional)
COMMUNITY SERVICE &
VOLUNTEERISM

(Optional)
RESEARCH & PUBLICATIONS

(Optional)

TRAVEL

(Optional)

REFERENCES

BASICS

Include upper division classes in your major and those of interest to an employer.

Computer skills, communication skills, office skills, and transferable skills not mentioned elsewhere.

Mention if you are fluent in a language.

List student organizations and activities, offices held, and professional associations.

List organizations, projects, offices held, and skills and abilities utilized or developed.

Briefly describe relevant research projects.

List books, papers, and articles that have been published.

Include any professional presentations.

International education.

Do NOT include:

“References available upon request.”

COMMENTS

Identify classes that increased your proficiency in computers, foreign languages, and communication skills.

If you understand a language but are not fluent, you still may want to mention it.

Include activities that show leadership and initiative or relate to the position.
If the setting is religious or political, you may want to use general descriptions.

This can distinguish you from other candidates. 

Create a separate page for references. Submit references only if requested.
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