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How do you organize a resume?

There are generally two different styles:

• Chronological style:

– date oriented

– easy to write

– best when 

demonstrating 

progression and 

growth

– preferred by 

employers

• Functional style:

– skills oriented 

– targeted to 

employer’s needs

– especially 

appropriate for:

• re-entering the  

workforce

• career changers

• when work 

experience is different 

from education
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How do you organize a resume?
There are generally two different styles:

Chronological style:

date oriented

easy to write

best when demonstrating progression and growth

preferred by employers



Functional style:

skills oriented 

targeted to employer’s needs

especially appropriate for:

re-entering the  workforce

career changers

when work experience is different from education
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How do you get started?

Do a little research about yourself 

and the job you think you want...

• First, do a self-awareness inventory: list your 

education, skills, abilities, knowledge, 

accomplishments, experience, and work history 

• Next, do some employer research:  learn about the 

industry, organization, job description, salary 

expectations, and employment outlook for the job you 

are interested in

• Then, evaluate how closely you match the job 

sought, and determine your career goal
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How do you get started?
Do a little research about yourself 
and the job you think you want...

First, do a self-awareness inventory:  list your education, skills, abilities, knowledge, accomplishments, experience, and work history 

Next, do some employer research:  learn about the industry, organization, job description, salary expectations, and employment outlook for the job you are interested in

Then, evaluate how closely you match the job sought, and determine your career goal
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What should a resume look like?

The best resumes are clean and simple...

• Use one page format (unless you have significant

relevant experience)

• Use one inch margins centered on page

• Use easily readable fonts and formatting

• Use headings specific to your experience

• Use action verbs and concise statements to describe 

skills, abilities
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What should a resume look like?
The best resumes are clean and simple...

Use one page format (unless you have significant relevant experience)

Use one inch margins centered on page

Use easily readable fonts and formatting

Use headings specific to your experience

Use action verbs and concise statements to describe skills, abilities
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How is information presented?

P

resent your information in sections

with specific headings

• Begin by using 

standard resume 

headings, such as

– Career Goal

– Summary of 

Qualifications

– Education

– Work Experience

– Skills and 

Knowledge

• Select additional 

headings that are 

unique to your 

personal 

experiences, such 

as:

– Internship

– Military experience

– Professional 

Associations
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How is information presented?
Present your information in sections
 with specific headings

Begin by using standard resume headings, such as

Career Goal

Summary of Qualifications

Education

Work Experience

Skills and Knowledge



Select additional headings that are unique to your personal experiences, such as:

Internship

Military experience

Professional Associations
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What should be included

in each section or heading?

• The Main Heading at the top of the page 

provides the employer with your personal 

contact information:

– Name

– Address

– Phone

– Email
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What should be included
in each section or heading? 

The Main Heading at the top of the page provides the employer with your personal contact information:

Name

Address

Phone

Email
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Should you use a Career Objective?

• Using a Career Objective section is optional

• If you decide to use one, make sure it is 

updated and targeted to the position sought

• Keep it focused on the job rather than on the 

benefits you are seeking 

• This section can also be called

– Career Goal

– Job Target
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Should you use a Career Objective?

Using a Career Objective section is optional

If you decide to use one, make sure it is updated and targeted to the position sought

Keep it focused on the job rather than on the benefits you are seeking 

This section can also be called

Career Goal

Job Target
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When using a Career Objective, decide 

whether to use a general or specific goal

–

General goal

:  state 

what you want to do, 

where, and/or using 

what skills--making 

sure it is relevant to 

the employer and to 

the job target. For 

example, “Seeking a 

position in 

Applications 

Software 

Management”

–

Specific goal

:  list 

the standard name of 

the position, such as 

“Legal Assistant

”

,  or   

list the name of the 

position posted on 

the job 

announcement or 

advertisement such 

as,   

“

Systems 

Administrator II”
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When using a Career Objective, decide whether to use a general or specific goal

General goal:  state what you want to do, where, and/or using what skills--making sure it is relevant to the employer and to the job target. For example, “Seeking a position in Applications Software Management”

Specific goal:  list the standard name of the position, such as “Legal Assistant”,  or   list the name of the position posted on the job announcement or advertisement such as,   “Systems Administrator II”
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Create a “profile” section highlighting 

what is so special about you!

• A profile section gives an overall summary of 

how your qualifications support your Career 

Goal

– Profile sections can also be referred to as

• “Summary of Qualifications”

• “Highlights of Accomplishments”

• “Special Skills”

– Profile sections include statements such as

• Ability to communicate effectively with diverse 

groups of people

• Proficient in Windows 2000, NT, or XP
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Create a “profile” section highlighting 
what is so special about you!


A profile section gives an overall summary of how your qualifications support your Career Goal

Profile sections can also be referred to as

“Summary of Qualifications”

“Highlights of Accomplishments”

“Special Skills”

Profile sections include statements such as

Ability to communicate effectively with diverse groups of people

Proficient in Windows 2000, NT, or XP
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Tell employers about your education!

• List the schools you attended under an 

Education heading:

• Start with your most recent school first

• List College name and location (city,state)

• Give graduation date, or dates of attendance

• List degree earned, and your major or 

concentration

• List honors received, Dean’s List, and GPA if 

3.5 or higher

• New grads with little related work experience 

may opt to list relevant coursework completed
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Tell employers about your education!

List the schools you attended under an Education heading:

Start with your most recent school first

List College name and location (city,state)

Give graduation date, or dates of attendance

List degree earned, and your major or concentration

List honors received, Dean’s List, and GPA if 3.5 or higher

New grads with little related work experience may opt to list relevant coursework completed
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Your resume needs to show 

work experience!

• Headings to show experience include:

– Work Experience, Work History, Employment, 

Employment History, Professional Experience

• Include full-time and part-time work 

experience and  provide the following 

information:

• Dates of employment

• Job title

• Company name and address (city,state)

• Skills, knowledge, abilities, and 

accomplishments
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Your resume needs to show 
work experience!

Headings to show experience include:

Work Experience, Work History, Employment, Employment History, Professional Experience

Include full-time and part-time work experience and  provide the following information:

Dates of employment

Job title

Company name and address (city,state)

Skills, knowledge, abilities, and accomplishments















Your resume needs to show

work o
. kldwnwshshnwexnewnum,

~ Work Exparince, WorkHisory,Enploymert.
Employmentrtry. roksio Experenes
 Include fultime snd partme work

xparince and provids the alowing
informaton:

- Dates of ampbyment

“Javie

Company name an stess oy s

- Skis knowedge,aites a3
frcmer s . i





image14.emf
How much experience do you include?

• As much relevant experience as needed 

to show you have the right skills to do 

the job!

– “Relevant experience” means work 

performed in the same or similar job, or 

where the skills you used in a different job 

would easily transfer to the new job you are 

seeking. 
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How much experience do you include?

As much relevant experience as needed to show you have the right skills to do the job!

“Relevant experience” means work performed in the same or similar job, or where the skills you used in a different job would easily transfer to the new job you are seeking. 
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How do you tell employers about your 

skills and abilities?

• For each work experience listed, bullet your skills in 

brief, concise statements

• Make statements results-driven and quantifiable

• Use action verbs to describe what you have done 

and what you know how to do

• Be sure the skills, knowledge, abilities, and 

accomplishments you describe are relevant to the 

position you are seeking
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How do you tell employers about your skills and abilities?

For each work experience listed, bullet your skills in brief, concise statements

Make statements results-driven and quantifiable

Use action verbs to describe what you have done and what you know how to do

Be sure the skills, knowledge, abilities, and accomplishments you describe are relevant to the position you are seeking
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How do you show

other relevant experiences ?

• Related volunteer or community service and  paid or 

unpaid internships can be included in the Experience 

section or under a special heading such as 

“Internship” or “Community Service”

• Including this type of experience on your resume 

allows you to show how you’ve used additional skills, 

knowledge or abilities needed in the job you are 

seeking.

• Clearly delineate on your resume that this experience 

was through volunteer work or internship--being 

careful to avoid misrepresenting it as paid experience
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How do you show
 other relevant experiences ?

Related volunteer or community service and  paid or unpaid internships can be included in the Experience section or under a special heading such as “Internship” or “Community Service”

Including this type of experience on your resume allows you to show how you’ve used additional skills, knowledge or abilities needed in the job you are seeking.

Clearly delineate on your resume that this experience was through volunteer work or internship--being careful to avoid misrepresenting it as paid experience
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How do you show 

other relevant experiences?

• Military experience can be included under a “Work 

Experience” section or under a separately titled 

“Military Experience” section.  If your military 

experience is related to the position you are seeking, 

it may be advantageous to place it under “Work 

Experience”

• Be sure to include a “Professional Memberships” or 

“Professional Associations” section to show 

commitment to your career and your profession

• Include any other sections that are unique to your 

personal experiences and that show qualifications!
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How do you show 
other relevant experiences?

Military experience can be included under a “Work Experience” section or under a separately titled “Military Experience” section.  If your military experience is related to the position you are seeking, it may be advantageous to place it under “Work Experience”

Be sure to include a “Professional Memberships” or “Professional Associations” section to show commitment to your career and your profession

Include any other sections that are unique to your personal experiences and that show qualifications!
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How should references be handled?

• A “References” heading can be included on your 

resume, but only if room is available (never go to a 

second page to tell an employer that “References are 

Available upon Request”--they already know that!)

• Names and contact information for your references 

are not placed on the resume--they are listed on a  

separate reference sheet

• References are typically given to the employer at an 

interview, rather than sent with a resume

• Remember to request permission to use someone as 

a reference before putting them on your reference 

sheet! 
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How should references be handled?

A “References” heading can be included on your resume, but only if room is available (never go to a second page to tell an employer that “References are Available upon Request”--they already know that!)

Names and contact information for your references are not placed on the resume--they are listed on a  separate reference sheet

References are typically given to the employer at an interview, rather than sent with a resume

Remember to request permission to use someone as a reference before putting them on your reference sheet! 
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Resume Writing

You are what you write!

Created by Frederick Community College 

Career & Transfer Center

(Page Down to view slide show)
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Rules to remember!

• Your resume must be up to date and targeted 

to the position sought

• Your resume must contain no errors in 

spelling, grammar, or  punctuation

• Your resume must be honest and verifiable

• Your resume must present you as a  

confident, capable, and qualified candidate!
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 Rules to remember!

Your resume must be up to date and targeted to the position sought

Your resume must contain no errors in spelling, grammar, or  punctuation

Your resume must be honest and verifiable

Your resume must present you as a  confident, capable, and qualified candidate!



















Rules to

Yourrasums must be up o date ant
o ha postion sought
Yourresums must contain no amorsin
Speling, grammar,or punciuston
Yourrasums must be honest and verfisble
Yourrasume must presentyou ass
confdent, capable, and quaifiedcandidai!





image20.emf
Need more information?

•

For more information on writing a 

resume, check out the career links on 

our website, or contact the Career & 

Transfer Center to meet with one of our 

friendly, helpful staff!
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Need more information?

For more information on writing a resume, check out the career links on our website, or contact the Career & Transfer Center to meet with one of our friendly, helpful staff!
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Resume Writing
You are what you write!



Created by Frederick Community College Career & Transfer Center
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Why do you need a resume?

• In the job search, 

the function of a 

well-written resume 

is to impress the 

employer with your 

qualifications so that 

you are invited to an 

interview.
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Why do you need a resume?

In the job search, the function of a well-written resume is to impress the employer with your qualifications so that you are invited to an interview.
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Your resume...

• Introduces you to the 

employer--all the 

employer will know 

about you is on your 

resume--so you are

what you write!

• Represents you before, 

during, and after the 

interview

• Informs employers of 

your skills, knowledge 

and abilities, and shows 

how you are qualified

• Sells you to the 

employer; it is a 

marketing tool that must 

show confidence!
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Your resume...

Introduces you to the employer--all the employer will know about you is on your resume--so you are what you write!

Represents you before, during, and after the interview

Informs employers of your skills, knowledge and abilities, and shows how you are qualified

Sells you to the employer; it is a marketing tool that must show confidence!
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