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Purpose of a Resume

• Provide evidence for why 

you are the best candidate

• Show results

• Demonstrate progression in career



Inventory Your Experiences

List all paid/unpaid experiences (last 7-10 years)

• Research or Significant 
Class Projects

• International Experience
• Languages
• Certifications + Trainings

• Education
• Jobs (paid/unpaid)
• Internships
• Volunteer Work
• School Activities



Inventory Your Skills
How do you gain transferable skills?

• Coursework

• Involvement

• Research

• Internships & Jobs

• Life Experiences



How do I know what skills to include?

1. Check the job description

2. Think about the skills needed in a specific 
graduate/medical program

3. Ask others who are familiar with that employer/school

4. Look at the descriptions for similar positions in that 
industry



Formatting
• # of pages
• Use of color 
• Margins
• Bullet points vs. 

paragraphs
• Spacing on page
• Date format + 

location of dates
• Use of bold + italics
• Font = 10+ and simple



• Spelling + grammar

• Proofread

• Have a critique

Examples of mistakes:
• I have a bachelorette degree
• I love dancing and throwing parties
• Graduated in the top 66% of my class
• I’m a rabid typist

Errors



Layout

Include 
most
relevant
information 
to the TOP 
and LEFT of 
the page

Most Recent

Least Recent

Within each 
section 
include 
experiences in 
order of …



Now less commonly used (always optional)

When could they be helpful:

• For career changers

• To include a position number from the original posting

• For Career Fairs to specify what you're seeking and when

Example: To obtain a marketing internship for summer 2017

Objective Statements



Education
• Institution Name + Location
• Expected Grad Date (not dates of attendance)
• Degree
• Major(s), Minor(s), Options
• GPA if...
• Study Abroad
• Relevant Coursework if...

Kansas State University, Manhattan, KS May 2018
Bachelor of Science in Personal Financial Planning GPA: 3.7
Certificate: Conflict Resolution; Minor: Leadership Studies



Attended another college?

• Junior college

• Concurrent credits

• Transfer

High School

• What to keep, what to let go

Education



1. Start with Action Verb (p.9-10)
• Present tense if you are still doing it (develop, manage, oversee)
• Past tense if you did it in the past (developed, managed, oversaw)

2. Make specific to position: include Relevant Job Duties +    
Accomplishments/Results (p.6)

3. Quantify when possible
• How many people?
• How much money?
• What percent?

4. Omit personal pronouns (I, we, they)

How to Write Bullet Points



Examples of Bullet Points

• Tutored 5 first graders in reading as part of the Children’s 
Literacy Initiative (CLI)

• Collaborated with a teammate to plan basketball 
workouts and oversee 17 sixth graders

• Recognized by coach for encouraging, leading, and 
motivating peers during practices



Experience

K-State Rec Services, Manhattan, KS Sept. 2016 - present
Assistant Building Supervisor
• Attend to operational issues, opened, closed, and ensured the safety and security of a large-scale 

recreation facility
• Supervise a staff of up to 15 student employees per shift
• Respond to patron questions and concerns promptly
• Oversee membership/access and equipment inventory

GTM Sportswear, Manhattan, KS Sept. 2015 - Dec. 2016
Marketing Intern
• Developed marketing concepts for local and national campaigns
• Worked in a team of 3 to prepare successful marketing timelines
• Connected with businesses to expand marketing outlets by 10 percent



Other Possible Sections

• Relevant Experience
• Community 

Involvement
• Honors or Awards
• Languages

• Certifications
• Research
• Publications
• Scholarships
• International 

Experience

• Leadership
• Activities
• Technical Skills
• Projects
• Relevant 

Coursework



Do Not Include (in the U.S.)

• Age 
• Race 
• Religion
• Gender
• National origin
• Martial status
• The word "Resume" as a title
• Availability dates

• Salary history
• Slang
• Self-portraits or photographs
• Physical description of you
• Objective statements
• References (typically go on a 

separate page)
• Exaggerations or lies



K-State Career Center

www.ksu.edu/careercenter

@kstatecareer

785-532-6506

Drop-ins (M-Th, Noon-4pm)
Scheduled Appointments

Online Resources
Handshake Account
Career Exploration

Employer Connections

Questions?

http://www.ksu.edu/careercenter

