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What’s a resume and why do I need one? 
A resume is a concise summary of your professionally oriented experiences. It is (usually) a one-page description of 
what you have done so far as it relates to the opportunity you are applying for, so that your potential employer can better 
understand your background. 

 
For most jobs or professional opportunities, a resume is a required first step in an application process. It is used as a 
screening tool, a first impression, and a reference tool for employers. As a result, it is usually a good thing to have. And 
further, as you get more skilled in resume writing, it is important to edit for the specific positions or industries you may 
apply to in the future. 

 
 

How is this guide going to help me? 
This guide will walk through each step of resume design so you can step into an application process or informational 
interview (if you are asking what that is, we have a guide for that too) ready to go. While this guide is a resource to get 
you started with your resume and resume tailoring, it does not fully supplement getting someone else to look before 
submitting one. In addition to using this guide, we recommend scheduling a 1-1 appointment with a Career Advisor or 
attending a resume workshop to get your resume professionally reviewed. 

 

My employer or grad school is not asking for a resume, they 
are asking for a CV—what should I do? 
A CV or curriculum vitae serves a similar purpose to a resume but is formatted a bit differently. CVs are most used in 
countries outside of the U.S., in academia, healthcare professions, and research. If you are applying to a role that requires 
a CV instead of a resume, this guide has you covered on that! 

 
Now that that’s out of the way, let’s get started. 
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Step 1: Getting Started—Know your stuff. 
Answer these questions to get the information you need for your resume. 

 
• Education 

• Where do you currently attend college? 
• What’s your major? Write your prospective major if you have not declared, even if it might change in the 

future. 
• Any minors or other studies like certificate programs? 
• Is your GPA over 3.5? Write it down   
• Are you working on a senior thesis? Feel free to add the name of the thesis 
• What classes have you taken that align with the jobs you are looking for? List them here but don’t include 

course numbers 
• EX: Macroeconomics, Organic Chemistry, Chicanx Movements 

• Did you study abroad? What was that program? 
• Have you received any national or larger state-based awards/recognitions during college? 
• If you are a First- or Second-year student, you may include your high school though it is not required. Third and 

fourth years, generally, it’s time to take high school off! 
• Finally, if you have taken classes at another two- or four-year college, you are welcome to list this school in this 

section and note the degree you were enrolled in or the courses taken. 
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• Work Experience 
• In this section list the professional activities (could include internships, research assistantships, on-campus 

jobs, service industry jobs, tutoring, etc.) that you have participated in in the past two to six years. These 
may include high school if you are in your first or second year of college OR if it is a particularly significant or 
relevant experience. 

• For each activity, add a small description of what you did for the job. This does not need to be in sentence form. 

Experience name:   

My job was called:   

Usually my job required me to: 
 

Experience name:   

My job was called:   

Usually my job required me to: 
 

Experience name:   

My job was called:   

Usually my job required me to: 
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Experience name:   

My job was called:   

Usually my job required me to: 
 

Experience name:   

My job was called:   

Usually my job required me to: 
 

Experience name:   

My job was called:   

Usually my job required me to: 
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• Volunteer/Co-Curricular/Community Engagement Experience 
• In this section list the extracurricular or community-based activities (could include student clubs, athletics, 

volunteering, part-time roles such as survey collection, advocacy positions, etc.) that you have participated in in 
the past two to six years. These may include high school if you are in your first or second year of college OR if it 
is a particularly significant or relevant experience. 

• For each activity, add a small description of what you did for the job. This does not need to be in sentence form 

Experience name:   

My job was called:   

Usually my job required me to: 
 

Experience name:   

My job was called:   

Usually my job required me to: 
 

Experience name:   

My job was called:   

Usually my job required me to: 
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Experience name:   

My job was called:   

Usually my job required me to: 
 

Experience name:   

My job was called:   

Usually my job required me to: 
 

Experience name:   

My job was called:   

Usually my job required me to: 
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Basic Format Checklist 

 
✓ Margins are between 0.5-1.0 inches 

✓ Font: 
• Legible style, for example: Times New Roman, Calibri, Cambria, Arial 
• Header is between 12 pt-16 pt font size (depending on the font) 
• Content areas of resume use font between 10 pt-12 pt 
• When applicable, bolding, italicizing, or underlining are used to highlight headings, subheadings, and/ 

or titles 

✓ Contains a ‘header.’ A section at the top that notes your name, contact information (email, phone number), 
location (city and state), and, if desired, pronouns and LinkedIn profile link 

 
✓ Headings are used to separate sections of resume (in most this will include: education, experience, skills) 

✓ Individual experiences include: name of the organization, name of position, location of experience, and 
dates participated 

 
✓ Fills one page without overcrowding 

• Skills 
• Technical Software: Highlight or circle all the software you are at least familiar with from the list below. You can 

also add a code to each as (n=novice, p=proficient, e=expert). If you are familiar with software not listed, add it 
in the blank space. 
• Microsoft Office Suite: Excel   Word   PowerPoint   Outlook   
• Google Suite: Sheets   Docs   Gmail   
• Workday   
• Handshake   
• Hootsuite   
• Slack   
• Canva   
• Adobe Creative Suite: Photoshop   Illustrator   InDesign   Premiere Pro   Express   
• Additional:     

• Languages: Do you speak language(s) other than English? List them here. Add a code for yourself to note your 
level of familiarity (n=novice, i=intermediate, a=advanced, na=native) 
• Language 1:   proficiency   
• Language 2:   proficiency   
• Language 3:  proficiency   

• Optional: Lab Skills, Interests 
 

 
Step 2: Plug it in. 
For this section you will input the information and experiences listed above + additional information like the title you 
held, dates you worked there, where the organization is based and what it was. 

 
Pick a template from this library or create your own. Make sure your resume follows these guidelines. 
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Action verb + Data in the middle + Outcome at the end 

 
For example, 
• Supported 10 students with resumes over the course of the week resulting in 100% of participants leaving 

with completed resume 
• Planned social event for baseball team with successful attendance of 26 
• Organized student protest with 40 attendees leading to three to five demands being met by administration 

 
And don’t worry if that formula doesn’t always work out when it comes to having data or an outcome. A strong 
resume bullet can look like: 

 
• Managed register including applied math calculations for tips 
• Provided resources such as homework guides to 10 students per week 
• Researched previous applications of belonging in college by reviewing articles using Google Scholar 

Step 3: Add your descriptions. 
Earlier you wrote down a rough description of your previous experiences, now we are going to tailor these to be more 
resume appropriate. Because of the little amount of time employers spend reviewing resumes, it is important that your 
experiences are described concisely and specifically. 

 
To get started, try and have 2-3 bullet points under each experience you held that describes what you did. Resume 
bullets should highlight a skill and use data and impact language to show how you actually used it. Some career 
programs call these action or impact statements. The formula is this: 

 

 

 
 

Picking Action Verbs 
If you don’t know what words to use, try this common resume verbs handout—pick different verbs ideally for each bullet 
point. 

 
Frequently Used Verbs List 

 
Planning 
Example: Developed and implemented a training program that resulted in a 45% increase in employee satsifaction 

 
Administered Determined Evaluated Identified Prepared Reserved Studied 
Anticipated Developed Forcasted Observed Prioritized Revised Tailored 
Commissioned Devised Formulated Planned Researched Strategized  

 
Organizing 
Example: Coordinated weekly office schedule for eight employees 

 
Acquired Assessed Commited Established Logged Retrieved Suggested 
Activated Assigned Confirmed Facilitated Mapped out Routed Tracked 
Adjusted Authorized Contracted Housed Obtained Scheduled  

Allocated Catalogued Coordinated Implemented Ordered Secured  

Altered Centralized Customized Incorporated Organized Selected  

Appointed Charted Delegated Instituted Procured Simplifed  

Arranged Classified Designated Issued Programmed Sought  

Assembled Collected Designed Linked Recruited Straightened  
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Executing 
Example: Handled 20-35+ customer calls per shift regarding coverage changes, renewal rates, and billing procedures 

 
Acted Completed Entered Input Operated Prospected Sold 
Administered Conducted Exercised Installed Processed Proved Stocked 
Carried out Displayed Forwarded Labored Produced Performed Transacted 
Collected Distributed Handled Merchandised Proofed Shipped  

 
 

Supervising 
Example: Developed and supervised the implementation of new computer filing system that reduced paper use by 35% 

 
Adjusted Controlled Examined Licensed Overhauled Reviewed Supplied 
Analyzed Corrected Explored Maintained Oversaw Revised Tightened 
Apportioned Correlated Graded Measured Policed Screened Traced 
Assessed Developed Inspected Modified Prohibited Set Updated 
Certified Discovered Indexed Monitored Refined Scrutinized  

Compared Established Judged Officiated Regulated Supervised  

 
 

Leading 
Example: Trained 20+ new employees in computer procedures over a two-year period 

Accelerated 
Assumed 
Caused 
Chaired 
Changed 
Conducted 

Directed 
Disproved 
Elected 
Employed 
Hired 
Empowered 

Encouraged 
Enlisted 
Envisioned 
Fostered 
Founded 
Guided 

Influenced 
Initiated 
Inspired 
Involved 
Led 
Managed 

Mentored 
Motivated 
Originated 
Pioneered 
Promoted 
Raised 

Recognized for 
Set goals 
Spearheaded 
Stimulated 
Strengthened 
Supervised 

 
 

Getting Results 
Example: Increased student participation by 25% over a six-month period 

 
Accomplished Completed Enlarged Finalized Innovated Obtained Reduced (losses) 
Achieved Consolidated Enjoyed Fulfilled Integrated Joined Rejuvenated 
Added Constructed Enlisted Gained Introduced Orchestrated Renovated 
Advanced Contributed Ensured Generated Invented Overcame Realized 
Attained Delivered Eclipsed Grew Improved Prevailed Restored 
Augmented Demonstrated Excelled Guaranteed Launched Produced Targeted 
Boosted Diminished Expanded Hastened Lightened Qualified  

Built Earned Expedited Heightened Minimized Opened  

Combined Eliminated Extended Increased Modernized Received  

 
 

Problem Solving 
Example: Streamlined ordering through the use of computer technology, decreasing wait time from six days to two days 

 
Alleviated Conceived Decided Engineered Investigated Resolved Solved 
Analyzed Conceptualized Deciphered Foresaw Recommended Revamped Streamlined 
Applied Crafted Detected Formulated Remedied Revitalized Synthesized 
Brainstormed Created Determined Found Remodeled Revived Theorized 
Collaborated Debugged Diagnosed Gathered Repaired Satisfied  

 
 

Quantitative 
Example: Converted files from COBAL to JAVA in order to increase compatibility with current systems 

 
Accounted for Calculated Converted Estimated Maximized Quantified Totaled 
Appraised Checked Counted Figured Multiplied Rated  

Approximated Compiled Dispensed Financed Netted Reconciled  

Audited Compounded Dispersed Grossed Profited Recorded  

Balanced Computed Earned Increased Projected Reduced  

Budgeted Conserved Enumerated Inventoried Purchased Tabulated  
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Communicating 
Example: Presented to groups of 30+ transfer students on a weekly basis concerning university policies and procedures 

 
Acted Closed Drafted Indicated Persuaded Settled Surveyed 
Adapted Communicated Dramatized Inferred Presented Shaped Synthesized 
Admitted Composed Edited Informed Publicized Smoothed Systematized 
Addressed Consented Educated Instructed Queried Specified Tested 
Allowed Concluded Elicited Interpreted Questioned Spoke Taught 
Amended Convinced Explained Interviewed Referred Sold Translated 
Arbitrated Consulted Extracted Justified Reinforced Solicited Transmitted 
Argued Corresponded Fabricated Lectured Related Submitted Verified 
Ascertained Critiqued Fashioned Marketed Rendered Substantiated Welcomed 
Attested Dedicated Greeted Mediated Reported Suggested Wrote 
Briefed Defined Highlighted Moderated Represented Summarized  

Clarified Deliberated Illustrated Negotiated Revealed Supplemented  

Cleared Up Demonstrated Improvised Perceived Sanctioned Supported  

 

 
Helping 
Example: Provided academic support for 30+ at-risk primary school students through comprehensive after-school 
program 

 
Aided Assured Counseled Endorsed Interceded Provided Saved 
Accommodated Bolstered Dealt Enhanced Mobilized Rehabilitated Served 
Advised Coached Eased Enriched Modeled Relieved Sustained 
Alleviated Continued Elevated Familiarized Polished Rescued Tutored 
Assisted Cooperated Enabled Helped Prescribed Returned Validated 

 
Reference list adapted from Braven 

 
 
 

Step 4: Check it out—first round of revisions. 
At this stage, you should have a basic resume complete. This means it is time to revise. Follow the guidelines on this 
checklist to make sure you are meeting the formatting and content recommendations. 

 

Category Criterion 

Education ✓ University name and location (city, state) 
✓ Expected graduation date 
✓ Degree names of your major and minor (if applicable) 
✓ GPA (if 3.5 or higher) 
✓ Honors society (if applicable) 
✓ Include any additional college experience or degrees from a different school if applicable 

(ex: if you are a transfer student). 
✓ Relevant coursework that applies directly to an opportunity you are planning to apply for. 
✓ High school education (only if you’re a first or second-year) 

Experience ✓ Name of the organization or company 
✓ Locations of involvement (city, state) *international students: use Claremont, CA if 

applying to U.S. jobs, use local country if applying international 
✓ Dates of involvement (months, years) 
✓ Role title 
✓ Bulleted impact statements anchored by action verbs (e.g. monitored, pitched) and 

demonstrating quantitative or qualitative results (e.g. served 200 customers daily) 
✓ No experiences listed will spur questions about your commitment 
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Spotlight: Frequent Editing Challenges 
It’s more than one page! A common challenge for students with a lot of experience is that their central resume 
exceeds a page in length. Unfortunately, it is a pretty common rule for employers to only consider one-page 
length resumes for entry level candidates. Given this context a few things you can try: 
• Review the language you use for your bullet points, are there any words that can be removed or edited for 

conciseness? 
• Review your roles, are there any jobs that were from five years ago that you only kept on there just in 

case? Anything that you feel is irrelevant information? 
• Review formatting, can you make your font smaller? Can you change the margins to .5? 
• After you’ve tried those options, consider keeping a centralized resume copy with all your experience 

and… moving on to step 5. 
 

I have nothing to write about. If you find yourself thinking ‘I haven’t done anything, so what do I put on my 
resume?’ or ‘I haven’t done enough things to fill the space’, there are a few things you can try to boost your 
resume strategically. 
• Build out a longer list of software or lab skills you’ve used 
• List out relevant coursework 
• If you are an athlete, describe your sport as a job and pull forward leadership and teamwork skills you use 
• Pull from the past—high school is okay in this case! 
• Add an interests section to your skills—list anything that you do for fun—sports, hobbies, interests, topics 

you explore 

Category Criterion 

Leadership & 
activities/volunteer/ 
co-curricular 

✓ Name of organization (i.e., company, club, fraternity) 
✓ Location of involvement (city, state) 
✓ Dates of involvement 
✓ Leadership role title (e.g., president, volunteer, group leader, organizer, assistant, etc.) 
✓ Bulleted impact statements anchored by action verbs (e.g. monitored, pitched) and 

demonstrating quantitative or qualitative results (e.g. wrote 50-page conflict resolution 
curriculum) 

Languages ✓ e.g. Spanish (intermediate), Arabic (native/bilingual), etc. 

Skills and/or 
interests 

• Skills (technical skills, e.g. Excel, HTML) 
• Interests: What do you spend your free time doing? (optional) 

Formatting • Fills one page (generally, doesn't go over without good reason) 
• Easy to read and spot information 
• Consistent formatting 
• Clear section headings 
• Header that includes name, email, and phone number (Link to LinkedIn profile is optional) 
• No spelling or grammatical errors 

 
Your final product should look kind of like the samples attached in the appendix of this guide. 
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Spotlight: Frequent Tailoring Challenges 
The job description says basically nothing. Some companies/organizations really are not the best at drafting 
descriptions of the roles they are seeking and others are intentionally vague. If you run into this challenge with 
tailoring, try: 

 
• Check to see if there is another similar role at another company and tailor to the type of work that position 

entails 
• If it’s an internship, see if a full-time position in the same area at the company is posted with a full job 

description 
• Do some LinkedIn stalking and googling—see who works there and how they describe their roles, look up 

the company and some of the main qualities they look for in their mission statement 
• Conduct an informational interview with someone at the organization or within the industry you are 

applying to—ask them about what skills they use on the job 
• Check in with Career Services—certain industries like consulting are vague in job descriptions, but we 

have general knowledge of how to write resumes for these spaces 
 

You work in the arts and are having a hard time describing your projects on a resume. If you have not done so 
already, consider creating a digital portfolio website to showcase your work. Link this website in the header of 
your resume. 

Step 5: Tailor it! 
A pro tip in getting the job you want is making sure that your materials not only summarize your relevant experience but 
summarize the most relevant experience. Here are a few ways you can ensure this: 

 
1. Use headings to break down categories. While you should follow reverse chronological order on your resume (most 

recent things are the first in the category), you can create new categories with headings to prioritize what’s most 
important even if it happened further in the past. For example, rather than having just an ‘Experience’ section, create 
‘Relevant Experience’ and ‘Additional Experience’ sections. 

2. Change your bullet points or prioritize the ones that matter most. In describing a specific experience, try and adjust 
the language (most importantly the verbs) you use to match the language used for the job you are seeking. You 
may also reshuffle your points to prioritize what’s most relevant to the job description or remove unnecessary 
information. 

3. Remove unnecessary experiences. Running out of space on your resume or have stuff on there from years ago? Go 
ahead and remove it. You want to prioritize what is relevant as much as possible. 
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Not a Resume but a Curricula Vitae (CV) 
CVs are like resumes that allow you to expand a little more. While resumes are all about skills first and being short, 
sweet, and to the point, CVs are about sharing all the things you have done and giving them space for depth. 

 
Basically: 

 

 
The steps for CV writing are basically the same as above. However, STEM and academia CVs may also include space for 
you to list out: 

 
• Professional Summary (a short narrative description of your background and professional goals) 
• Research Experience 
• Presentations, Speeches 
• Accomplishments 
• Courses Attended or Taught 
• Affiliations 
• Lab-Based Skills 
• References 

 
For reference, see the CV examples in the appendix. 
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APPENDIX A 
Resume Samples 
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APPENDIX A 
Consulting 
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APPENDIX B 
CV Samples 
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APPENDIX B 
Pre-Health/Med 
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APPENDIX C 
Templates 

 
 

Please follow this link to find editable templates: https://drive.google.com/drive/u/0/folders/1tEXI3B97pRPw6xcg9bqlj1e- 
pt_2QSbc 

 
If you are reviewing a physical copy of this guide, visit our website at www.pitzer.edu/career-services/students/ 
handouts-guides for digital access. 
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Notes 
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Notes 
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