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https://sp.mu.edu/sites/csc/Shared%20Documents/Staff%20Folders/Maria%20Mostek/Projects/Resume%20and%20Cover%20Letter%20Guide/www.marquette.edu/csc
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Formatting
Resumes tend to be very %ﬁr%%m%ﬂ*ﬂ fermatﬁ the primary.. g_ga_ﬁpg@gﬁ readabilitv. .

expected. Creatrvrty should not deter trom the overall
: 20581 1hod ) Nk Rezes ﬁeaiemnlateh

Templates often limit €
employers ignore £ngs

W

umumgnrrr’mm

it e ememdiren e bl m e e

BEL

NS . i sdast

#mea document

reader that some employers use for oe-'-"*’e-—e"*B-MM‘“—M'~
Bulleted action statements ate.natoomplete sentoncas-a0.00008g Ar, napdad-lfvoudn.choasata liea..

Length
If possible, a one-page sasime farmnn and.ren
Margins should be between = e \l!:mzi’rs(ofra;
resume)

o TaAWOo-page

Font
O~---font and one meiaie S BT TOELIG IO T e el ammieT 2 i
Font size between 10-12 point font size willyvapndapendina.an the font you choose, the same applies to
the size of your margins)
Differentiate section headers, selectivel

rmﬁﬂ’m‘ﬂrrrrﬁrrmmrr W AT

Serif fonts are easier to read than sans-serif font sina document |||<e thrs Gooole Li';‘?‘“iﬂl (= s rttt =

¥¥oranakvpes of highlighting text

T T ARTR AU AT 17,

in some cases. Experiment with fonts like Georgia, Garamond or ™ that

suits vour resume

Ewecmii Mit ~Sezadinnm ieees
No argmmatic pellina errors .

Unless necessary, avoid definite and indefinite articles in descriptions such, ag
All information is delivered in bullet, action-word statements

Hap !t it
[ e A

Elements of a 2enies
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nCein,

hoth.. rmn—prof/t and

Ce_at_ . LLI_t_ . - )

mmmﬂmm%ﬁmm%mmm%%weve/ mark, tin
for_ Ll PR [ N PR FEUR I -

communication skills acquired through student leadership positions.

Example:
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u"'[_ I3

aersenvices,

Internship

Career Related OR Related OR
experience and is related to your career goal even remotely

,rr'," rgmr:; o

Additional Yok Fxeagorsoguss 1ol ol .
simply that you know how to Work Sometlmes thls sectlon does not mclude bulleted actlon Word

B R B R SRR AT 5 LB R LA M s

Briefly describe for each position:
0 Job tifle pezerizglies BOM@NTE, v sz date (month and year)
0 iistwsnsappaeblitiostaneestepitng waipauneiated actiol
and achievements (see

D

i

Example:

SR RET

Milwaukee, WI August 201 1 - I\/Iay 2012

(aroo: Nl 2 tod li r r
I"ﬁllIIIII1Iﬁllllllllﬁ"ﬁlﬂﬂlllllllllIllfllﬂlmlnllg(g%%ﬁlf ?ulilillﬁlﬂfl-l:uuuuuuu%%mu i mlﬁrﬁmlfmm i %ﬁl'l‘l’lllﬁﬁ; |||'T|ﬁTﬁn_'mﬁ|nm
| YR IO I R DU J IS I H ; ; PR PRI

#ma-chrenologies lmderwe

frr

trelated expenence

[P

o DT S

many things such as career- eyt

Class Projects (Opt|ona|)
Liw SlLon o itk s

s L K R e

enrmactar (EAll 29NV Then ||S-t e~ QP&O«}- MO dmmlim mn A Ammaman Lalhoam mmdm
bulleted action statements under each position.

Example:

fi{eliye!!»al}g‘a,;q!_le._te‘.;!‘lascﬁ,ggmd Spring 20xx
Co" ' T o " T ”
incoming freshman students

feponninetcdwaant Sl nTniog 20n eacEniiR e RteL2 e A

Honars Activities. | aadershin. or.Special Skills (Optional)

Frgp:r,\loadjhesew ith thase [DOS_’LII'DDOI’IHDT ar, mo DG[IIQPDT tovour obiective (car ,ﬁg gga L You mav.wani to .
i al
r‘h—ﬁmmm\%\m 8 Qﬁnmmnm‘nﬂﬁ%m ﬁ\\\Tm\HTHWWHHMTTHWF! 'mum\!rrmnmmﬂ]u(mmn

4R52- 00

honors_gg

(Optional)
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asenvices Cel

RS Wl i

Mallrresume Far. e,yg‘mpr J'F volLare annlving for a farast ranger. nosition and._

| candothe, mh?” Jivoucansweris ves. thep

Technoloqv/Computer Skllls (Opt|ona|)

savvy. Many of you do not [
may be that you do not &

clude

used them .
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aersenvices,

Writing Bulleted Action Statements

What are bulleted action statements?

5?‘3.62 -Trkpiﬁfo’)’ QXD%F L“Zg%YT‘W\\\Wrﬁm\\’\m\m‘\\mw%ave ended

Example: "Established”

liitmedaan e

(see pg. 9-10) to heln.vou be specific and concise: How.

many. how often. what tvoe. where_ with/for.who.

Examnles: “over?

ifv if noassible (to help you be specific, consider the following questions:
Avhare . withffarsaho. howemiich)..

SO

4. Be specific.gconcise.
how,.many. howe.oft

Examples:

5. Putitalltogether

Example:

T ST

Statements should not be paragraphs. They should be to the point including information specifically related
o.the role of aoohq:anon

Statements should not be oa.
to the role of aoollgatlon
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Al - . -

Ancelerated-.
Accentuated
Accomplished
Achieved
Adhered to
Administered

AAr~mtan

Apprehended
Assessed
Assigned
Assimilated
Assumed
Attained

Nddvm mdn Al

Authorized
Balanced

| i ISR PN

Beneficial
Raeotizcd
Bolstered
Boosted
Briefed
Budgeted
Built

Garried Qut.,
Caused
Chaired
Charted
Checked
Closed
Collaborated
Combined
Commanded
Commissioned
Complied

Constructed
Coptiguod..
Contributed
Controlled
g arated..

'n%lﬁ% i

{Tcemfanians
Created
Crlth ued

Demonstrated
Derived
Designated
Designed

Developed
Devised
Directed
Discharged
Dispatched
Displayed
Earnad

foiff nintecic
Efficient
Eliminated
Emphasized.
Employed
Empowered
Enforced
Endorsed

Established
Estimated.
Evaluated
Exceeded
Excelled
Exercised
L shaxdr
Exhibited
Exnedited
Featured

i T lmmumTf‘F%ﬂ’rr(i ||||||

Formed
Formulated

Fulfilled
Gathered
Generated

Granted
Greeted
Guided

Handled.

Helped
Honed
Hosted
[llustrated
Implemented

Incroacad
[ oy A e

Indicated
Influenced
Initiated
Innovated
Inspected
Instituted
Installed
Integrated
Invested
Investigated
Judged
Justified
lictad.
Pogded
Made
Maintained
Managed
Mapped
Mastered
B wEaslT
Mediated

Merited
Mabilized.-
Multiplied
Navigated
Negotiated
Obtarned
Operated
Organized
Originated
Outlined
Oversaw
Participated
Performed

“[l\

Electronic Resumes

Persisted
Planned
Pointed out
Pooled
Practiced
Prepared

Prlorltrzed

Produced



Electronic Resumes

Sucerrmiibese
¢ 0E 8CCOM PISNS
Assess needs

fritiag] Skinking Skilt-

Owckly and accurately |dent|fy the key issues vvhen makmg a decision or solving a problem

Use facts to judge validity of theories
I

Sfcneavatiyaoclticesdannsoriew-nich e

B
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1L - - U N SORDY S O A U S

Conduc‘f literature qearrhps QD

F o = e

Sy T

Computer Skills

L O USROS SR 5

Internet rasearch.and. e-mail skills
Comnuter nroorammina. skills.

Webpage and website desian skills. .

agathered from research literature
,asny convey message

e W o 1 BT ] B

TS5 B Gary | 472

others based on Derspnal or_lodical ]

Lhiew QF.Qf nqeﬂll
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Elements of an Electronic Resume

Imn’qnns electronically . Mapv organizatians. have wehsites..,

Most emplovers accept iob search materials and z2nn

i

fAarvimii tA mAact viALr FAacTiraA AanA AAvAE TAtEAr n+|f\nv'r\ AnnAnt mAatAariale via A ma” There are some baSlC rUleS tO
keep in mind when applying for positions online.

;m hﬁ-aég df@ &gm\m*r::a\;eﬁ,gume
-mail referring to an attache

S s e

2260700 (EDT)
oripEmeg

(] I
gLLbJe,CI,\A,QCOU,DI ExeoutLve Rosnmn

To: Bernard Murray (Bmurray@rapidforms.com)

A*+9u‘b6dahlﬂqpﬂl nd BT T PG S R, PRI NP N o S P I o WU DT R Y
I

(race.Goodwin..,
***DON'T FORGET TO ATTACH YOUR COVER LETTER AND RESUME!

Qotign 2-_Send.ygyr cover letter as the body of the e
Many employers won't accept attachments because of the threat of computer viruses. If in doubt, ask before
you send any attachment. This method can be used in &yt o e LT R L R TR T Bty
is received.

%0700 (EDT)

G127

1220 (3¢ r]ri\ M hJ-'l EeYrle Tatotoln Wty 2ilnsla oY
Subi e,cI,.,\A.,gco unt. Executive Position.

To: Bernard Murray (Bmurray@rapidforms.com)

12~ap:Mr. Murray:

Cover Letter Text (Refer to your resume: " Below is a text version of my resume...."”)

Resume Text
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Use a professional email address

Even the most professional Correspondence can be sabotaged by a
SO make sure your return e-

arAladact sa PR PP
L0280 S éil'l“@ﬁ‘%i&f, HETE

Scannable Resumes

candidates.

This means your resume needs something special: keywords.

“~ments use the same

industry-snecific terminology.so.vour resume has a better.chance of being a.“hit.”_Manyv. emplovers tise a_.

proper buzzwords will show that you're industry-savvy and will move your resume to center screen.
Use:
o] Wh|te standard S|ze paper
o Co y
0 iE:riEgrE: i e
o flushleft.with.no-tabs
o]
o]
o]

|lm|,¢q‘$uum %mlukmuurrﬁ%muuu
keywords, rather than verbs

industry jargon, acronyms, and software known*

condensed texts (letters touching)

radirar e A niiais cariled Sfnne

vertical and horizontal lines
' anlina.of yqur res ime
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M

Sorority, Activities Director 20xx-20xx; Boys and Girls Club, Volunteer 20xx-20xx; Make a Wish Foundation, Chi Omega
Liaison 20xx

Career S';‘;wag@gz(:enter St T e
Location: :
Halthusen Hall. First.Floor. Rhananddld
"%im%%ﬁ:’m‘%’ il mfﬁ}?f\‘m%ﬁﬁilﬁ}mﬁnmumﬁnﬁm{?ﬁhi} Fax: (414) 288-5302

=D eveni, | AT ceear ) .

P.O. Box 1881 E-mwilieamnnnrppica@en sy

Milwaukee, WI 53201-1881

1. Online:

2. Phone: Call 414-288-7423
3. In-person: Afthe Career SeniGes. Ganlehisas. ocation)

You will receive a canfirmation e-mail after scheduling an appointment sutimiTgzauiprtirasand noustas


https://sp.mu.edu/sites/csc/Shared%20Documents/Staff%20Folders/Maria%20Mostek/Projects/Resume%20and%20Cover%20Letter%20Guide/www.marquette.edu/csc




