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Resume: Why Do They Matter? 
Imagine you are an employer, looking to find the best employee for your organization.  What 
qualities would you be looking for in an employee?  Now imagine you are a typical busy employer, 
with limited time, who has received hundreds of Resume for one job.  How would you determine 
who to invite for an interview? 
 
You would probably start withé 

 The job description:  What qualities, skills, and abilities are most important for this 
job?  How might the person in this job contribute to the overall success of the 
organization? 

Then compare that withé 

 The Resume:  Who best conveys on their Resume the qualities, skills, and abilities that most closely align with the job 
requirements?  Who has conveyed the potential for making the greatest contribution to the overall success of the 
organization? 

 
Since you are a busy employer, you would probably start by eliminating  all candidates who have Resume that: 

 Have spelling errors. 

 Make you hunt for pertinent facts or related 
work/internship experience. 

 Contain any factual errors. 

 Seem òpuffed upó or full of overstated 
accomplishments. 

 Fail to demonstrate the required 
qualifications for the job. 

 Show a pattern of leaving jobs. 

 Are repetitive. 

 Overall, look sloppy or unprofessional. 

 
 
Start With What You Hope to Gain 
Thinking like an employer may seem like an odd way to start creating your Resume; however, that is exactly the best place to 
begin, with your desired outcome (to get that interview and job).  Your Resume needs to stand out from other well-qualified 
candidates, demonstrating you: 

 best fit the job description; 

 have the skills, abilities, and qualities the employer needs, and;  

 can potentially contribute the most to the overall success of the organization. 
Since the point of creating a Resume, and sharing it with others, is to convey YOUR unique career story on paper for the 
purpose of gaining employment, always keep your audience ð potential employers ð in mind as you write your Resume.  
 
 
What is Included in a Resume? 
Each profession has a slightly different style in Resume, both in terms of content and style.  For example, artistic professions 
may use a òPerformance Resumeó format, which demonstrates experiences performing or publishing in their chosen mode of 
artistic expression.  Engineering Resume may focus on short, specific descriptions of skills and related experiences.  Marketing 
Resume may demonstrate that the candidate can market products or ideas as well as themselves.  Education Resume may show 
they possess the necessary licensure or certification and experiences working with children. 
 
Regardless of what career you have chosen, two things are true: 

1. You will hear conflicting advice about the content and style of your Resume.  It is very helpful to have 
people you trust read over your Resume and give you feedback (the Career Development Center also offers 
Resume critiques).  When you receive conflicting advice, listen to those who have experience critiquing Resume 
and/or who currently work in your chosen profession.   
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2. The more critically you read your Resume, the better your Resume will become.  Have you clearly 
demonstrated your top three skills, abilities, or experiences?  Do your skills, abilities, and experience match well 
with the type of job you are hoping to gain? 

 
Pull Together All of Your òStuffó 
Before you begin to write your Resume, pull together all of your òstuffó --  your files, certificates, 
old Resume, date books, and whatever else will help you remember all of your achievements.  You 
will want to put your information in the following categories, which appear on any Resume, 
regardless of what style you choose to use to display your information (see examples on pages 9-12): 
 

 Personal Information: your name, address, best phone number to reach you, 
Professional E-mail, and (if applicable) web page address. 

 

 Education: List your degree(s), major(s), minor(s), graduation date (month/year), institution, city, and state.  Also 
list any certifications, or licensure.  List courses directly related to, or that make you more marketable for the job you 
hope to gain.  You can provide your GPA, either in your major or overall.  Keep in mind that some employers will 
only interview students with at least a 3.0 GPA.  Some employers will assume you have a low GPA if no GPA is listed.  
So, what to do?  If your GPA is greater than 3.0, include it on your Resume.  If it is 2.0 or below, leave it off.  In the 
middle?  Ask for advice. 

 

 Work Experience: List job title, name of employer, city and state of employment, what you did on the job that was 
unique to you (what was your own unique òstampó on your work?), duties and responsibilities, accomplishments, 
customer service or other work recognitions, and inclusive dates of employment (month/year you began to 
month/year you ended)  for each job. Your work experience may include cooperative education and internships, paid 
or even volunteer positions. 

 
The following sections may appear on your Resume to showcase your best abilities and talents to an employer: 

 Leadership Experiences: List leadership positions, organizational membership, community involvement, athletic 
team membership, study abroad experiences, etc. 

 

 Honors or Awards: List any academic or non-academic awards, scholarships, fellowships, special recognitions, etc. 
 

 Professional Affiliations: List any memberships in student or professional organizations on- or off-campus (but do 
not repeat information under your leadership experiences). 

 

 Technical Competencies/Computer Skills: List computer programs, hardware, or other technical expertise. 
 

 Licenses, Accreditations, and Certifications: List any current ones you have. 
 

 Languages: List the languages you can speak, read, write and understand fairly fluently. 
 

 Community or Volunteer Service: List the organizations, duties/responsibilities, locations, dates. 
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What Is Your Unique Career Story? 
Take a moment and list your top 3 strengths or abilities: 
 

1. _____________________________________________ 
 

2. _____________________________________________ 
 

3. _____________________________________________ 
 
What life experiences helped you develop those skills?  Consider your education, volunteer or community service, leadership, 
work experience, class projects, or other life experiences.  Take a moment and for each strength/ability describe in one or two 
sentences how you gained those skills or put those skills/abilities into practice: 
 
 
Ability #1:____________________________________________________________________________________ 
 
 
Ability #2:____________________________________________________________________________________ 
 
 
Ability #3:____________________________________________________________________________________ 
 
 
This exercise helps you begin to see the connection between your skills and abilities, and your experiences.  That is exactly 
what you need to convey in your Resume, cover letter, and interview for a job.   As you are pulling together your Resume, you 
will want to strike a balance between conveying your own unique career story and showcasing how you are the best person for 
the job. 
 

What Words Best Convey Your Skills, Abilities, and Accomplishments? 
Use positive action verbs to explain the skills you possess in your Resume and cover letter.  The following list should help get 
you started: 

ADVERB 

Actively 
Acutely 
Aggressively 
Competitively 
Completely 
Confidently 
Consistently 
Convincingly 
Creatively 
Distinctly 
Duly 
Eagerly 
Economically 
Enthusiastically 
Entirely 
Evidently 
Extremely 
Formally 

Gradually 
Habitually 
Independently 
Instinctively 
Measurable 
Naturally 
Notably 
Overwhelmingly 
Partially 
Permanently 
Prominently 
Properly 
Prudently 
Quarterly 
Quickly 
Rapidly 
Regularly 
Responsively 
Satisfactorily 

Selectively 
Sensibly 
Seriously 
Shrewdly 
Significantly 
Sincerely 
Skillfully 
Solidly 
Studiously 
Sufficiently 
Systematically 
Ultimately 
Uniformly 
Vigorously 
Wholeheartedly 
Wisely 
 

VERB 

Accomplished 

Accumulated 
Achieved 
Acted 
Analyzed 
Assured 
Attained 
Combined 
Completed 
Composed 
Conducted 
Continued 
Convinced 
Created 
Designed 
Developed 
Discovered 
Displayed 
Earned 
Encouraged 
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More Verbs 
Enhanced 
Enjoyed 
Established 
Excelled 
Exhibited    
Expanded 
Fulfilled 
Hired 
Implemented 
Improved 
Increased 
Innovated 
Insured 
Invented 
Managed 
Mastered 
Motivated 
Negotiated 
Offered 
Organized 
Overcame 
Participated 
Performed 
Planned 
Practiced 
Prepared 
Proved 
Reduced 
Secured 
Sold 
Strengthened 
Succeeded 
Supervised 
Trained 
 

ADJECTIVE 

Academic 
Aggressive 
Annual 
Athletic 
Available  
Collegiate 
Competitive 
Complex 
Compound 
Considerable 
Consistent 
Constant 

Continual 
Developmental 
Difficult 
Distinguished 
Enterprising 
Expert 
Extraordinary 
Extreme 
Financial 
Fundamental 
Genuine 
Gratifying 
Healthy 
Increasing 
Intense 
Interactive 
Lasting 
Leadership 
Learning 
Meaningful 
Momentous 
Monetary 
Motivational 
Noteworthy 
Numerous 
Ordinary 
Powerful 
Practical 
Praiseworthy 
Scholastic 
Significant 
Skillful 
Solid 
Sturdy 
Substantial 
Successful 
Technological 
Turbulent 
Uncommon 
Unparalleled 

 
       NOUN 

Ability 
Achievement 
Attitude 
Budget 
Capabilities 
Challenges 
Classes 

Classifications 
Committees 
Communications 
Companies 
Competence 
Consistency 
Contests 
Costs 
Crises 
Departments 
Determination 
Disorder 
Enthusiasm 
Environment 
Excellence 
Excitement 
Expenditures 
Experience 
Expertise 
Fitness 
Flexibility 
Framework 
Funds 
Ideas 
Independence 
Knowledge 
Managers 
Maturity 
Members 
Nature 
Opportunities 
Optimism 
Organizations 
Proficiency 
Self-confidence 
Skills 
Strength 
Studies 
Subordinates 
Success 
Suitability 
Superiority 
Supremacy 
Tasks 
Tenacity 
 
MORE  
ACTION 
WORDS 

Adapt 
Administer 
Advertise 
Advise 
Affect 
Anticipate 
Apply 
Approach 
Approve 
Arrange 
Assemble 
Assess 
Assign 
Assist 
Author 
Build 
Calculate 
Catalog 
Chair 
Clarify 
Collaborate 
Compare 
Conceive 
Conceptualize 
Conciliate 
Consult 
Contact 
Contract 
Control 
Cooperate 
Coordinate 
Counsel 
Decide 
Define 
Delegate 
Demonstrate 
Detail 
Devise 
Direct 
Distribute 
Draft 
Edit 
Educate 
Efficient 
Enlarge 
Enlist 
Estimate 
Evaluate 
Examine 
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Exchange 
Execute 
Expedite 
Facilitate 
 
 
 
 
Yet More 
Action Words 
Familiarize 
Forecast 
Formulate 
Fund-raise 
Generate 
Govern 
Guide 
Handle 
Identify 
Index 
Influence 
Inform 
Initiate 
Inspect 
Install 
Institute 
Instruct 
Integrate 
Interpret 
Interview 
Investigate 
Lead 
Maintain 
Manipulate 
Market 
Mediate 
Merchandise 
Moderate 
Modify 
Monitor 
Obtain 
Operate 
Order 
Originate 
Perceive 
Persuade 
Present 
Preside 
Problem-solve 

Process 
Produce 
Professional 
Promote 
Propose 
Provide 
Publicize 
Publish 
Qualify 
Recommend 
Reconcile 
Record 
Recruit 
Rectify 
Re-design 
Relate 
Renew 
Report 
Represent 
Reorganize 
Research 
Resolve 
Responsible 
Review 
Revise 
Scan 
Schedule 
Screen 
Serve 
Speak 
Staff 
Standardize 
Stimulate 
Summarize 
Support 
Survey 
Synthesize 
Teach 
Team-build 
Technical 
Transmit 
Update 
Utilize 
Versatile 
Write
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Skill Clusters             
Fundraising/ 
Development 
 
Research 
Analyze 
Identify 
Propose 
Present 
Develop 
Coordinate 
Acquire 
Contact 
Motivate 
Raise 
Strategize 

Product  
Development 
 
Identify 
Evaluate 
Interpret 
Review 
Assess 
Design 
Build  
Develop 
Experiment 
Prepare 
Implement 
Monitor 

Program 
Development 
 
Analyze 
Design 
Construct 
Develop 
Prepare 
Strategize 
Coordinate 
Formulate 
Recommend 
Persuade 
Implement 
Monitor 

Marketing 
 
 
Review 
Assess 
Survey 
Analyze 
Quantify 
Identify 
Develop 
Announce 
Promote 
Advertise 
Advance 
Boost 
Improve 

Human  
Resources 
 
Assess 
Analyze 
Recruit 
Survey 
Screen 
Interview 
Select 
Train 
Mediate 
Appraise 
Coordinate 
Align 

Information 
 
 
Appraise 
Analyze 
Inventory 
Structure 
Design 
Categorize 
Document 
Process 
Evaluate 
Manage 
Program 
Link 
Coordinate 
Organize 

Public 
Relations 
 
Assess 
Prepare  
Coordinate 
Present 
Negotiate 
Publicize 
Strengthen 
Promote 
Handle  
Participate 
Facilitate 
Troubleshoot 

Administration 
 
 
Monitor 
Track 
Assess 
Coordinated 
Organize 
Requisition 
Access 
Receive 
Process 
Serve 
Furnish 
Respond 
Oversee 

Accounting 
Record 
Assess 
Audit 
Prepare 
Maintain 
Forecast 
Calculate 
Estimate 
Appraise 
Verify 
Analyzed 
Examined
 

Finance 
Analyze 
Invest 
Budget 
Inventory 
Valuate 
Appraise 
Forecast 
Plan 
Construct 
Develop 
Acquire 
Deploy 
Manage 

Management/ 
Supervision 
Coordinate 
Facilitate 
Plan schedule 
Delegate 
Mediate 
Evaluate 
Strategize 
Develop 
Listen 
Consult 
Monitor 

Collaborating/ 
Facilitating 
Listen 
Network 
Focus 
Coordinate 
Systematize 
Negotiate 
Coach 
Arbitrate 
Mediate 
Harmonize 
Integrate 
Complement 

Service/ 
Hospitality 
Serve 
Assist 
Troubleshoot 
Present 
Maintain 
Help 
Coordinate 
Prepare 
Create 
Welcome 
Enhance 
Anticipate 

Leadership 
Create 
Empower 
Motivate 
Inspire 
Encourage 
Manage 
Organize 
Listen 
Connect 
Interpret 
Envision 
Lead 
Direct 

Research/ 
Analysis 
Assess 
Review 
Interpret 
Discern 
Discover 
Infer 
Illuminate 
Clarify 
Synthesize 
Quantify 
Conclude 
Present 

Design 
Organize 
Explore 
Formulate 
Sketch 
Draft 
Layout 
Create 
Plan 
Style 
Improve 
Build 
Display 
Finalize 

Persuading 
Present 
Articulate 
Clarify 
Challenge 
Negotiate 
Acquire 
Reason 
Influence 
Convince 
Arbitrate 
Mediate 
Reconcile 

Writing 
Conceive 
Create 
Construct 
Draft 
Describe 
Interpret 
Capture 
Abstract 
Express 
Inform 
Summarize 
Conclude 
Publish 

Editing 
Read 
Review 
Analyze 
Check 
Compare 
Comment 
Correct 
Rewrite 
Revise 
Reword 
Amend 
Improve 

Technical/ 
Technology 
Design 
Analyze 
Troubleshoot 
Inspect 
Locate 
Edit 
Link 
Coordinate 
Implement 
Construct 
Modify 
Operate 

Mechanical 
Design 
Analyze 
Construct 
Craft 
Troubleshoot 
Create 
Engineer 
Repair 
Manipulate 
Align 
Coordinate 
Balance
 

Craft/ 
Artisan 
Design 
Create 
Build 
Sculpt 
Entertain 
Perform 
Draw 
Style 
Illustrate 
Compose 
Construct 
Conceive 
Choreograph 

Presenting 
Create 
Present 
Improvise 
Interpret 
Act 
Sing 
Dance 
Perform 
Model 
Entertain 
Inspire 
Moderate 

Consulting 
Listen 
Assess 
Analyze 
Facilitate 
Guide 
Counsel 
Educate 
Plan 
Initiate 
Investigate 
Collaborate 
Troubleshoot 
Problem solve 

Selling 
Inform 
Education 
Persuade 
Provide 
Insist 
Serve 
Send 
Handle 
Present 
Sell 

Investigate 
Pursue 
Interrogate 
Question 
Analyze 
Intuit 
Seek 
Search 
Probe 
Examine 
Evaluate 

Innovating 
Create 
Modify 
Change 
Upgrade 
Improve 
Design 
Activate 
Restructure 
Establish 
Stimulate 

Educating 
Present 
Tutor 
Develop 
Stimulate 
Inform 
Challenge 
Instruct 
Advise 
Motivate 
Teach 

Organizing 
Classify 
Plan 
Assist 
Maintain 
Support 
Systematize 
Schedule 
Coordinate 
Streamline 
Simplify 

Counseling 
Listen 
Sense 
Assess 
Analyze 
Align 
Understand 
Inform 
Facilitate 
Help 
Intuit 

Translating 
Listen 
Paraphrase 
Restate 
Converse 
Negotiate 
Compare 
Understand 
Teach 
Communicate 
Understand 

Cultural 
Listen 
Facilitate 
Interpret 
Empathize 
Help 
Understand 
Inform 
Appreciate 
Guide 
Communicate 
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Resume:  What Format Best Fits Your Career Situation? 
There are five main formats for Resume, and one will best fit where you are now on your career journey: 

 Chronological:  If you are new in your career choice, with very little work experience, and in the process of 
completing or recently completed your first college degree, then the chronological format is best for you. A 
chronological format is a òtraditionaló Resume, preferred by most employers, and presents information 
chronologically, with the most recent item first in each category. 

 

 Functional:  If you want to emphasize the skills you possess, have some time gaps between work experiences, are 
returning to the work place after raising a family, have moved frequently from job-to-job, or are changing 
careers, a functional Resume format is a better choice for you.  A functional Resume includes a list of key skills 
or abilities, which help the employer, see you have the transferable skills, even though you may not have related 
work experiences. 

 

 Combined:  A combined Resume is a good choice for someone who has limited experience in their career field, 
career changers, someone who has special issues in employment, and anyone who wants to focus attention on 
their skills.  It combines the best of the Chronological and Functional Resume. 

 

 Scannable Version:  Many large companies or high-tech companies will ask you to send a Resume that is a 
version that can be scanned and downloaded into their human resource or applicant database.  A òscannableó 
version of a Resume can be a plain text (no boxes, lines, underlining, bold, unusual font, etc.) version of your 
Resume (see the Anne Turne scannable Resume on page 12). 

 

 Curriculum Vitae:  If you have a Ph.D., J.D., MD, or other graduate degree, and are applying for a position in 
higher education, law, medicine, or research, you will be asked to submit a òC.V.ó or curriculum vitae (òcourse of 
oneõs lifeó).  A C.V. looks similar to a Resume, but contains more details and categories not typically found on a 
Resume, which vary by career choice (e.g.: publications, research, thesis and/or dissertation, clinical 
experience, etc.).  Check with your faculty adviser and/or the Career Development Center on what content is 
typical for your career field. 

 

To Template or Not to Template, That is the Question é  
Word processing programs all contain templates for creating your Resume.  The template tools can be helpful for those 
who are not comfortable with computers, or simply need to throw together a Resume quickly.  Two drawbacks to 
templates are that the finished Resume may look like many other Resume, and the templates get a bit òfussyó when you 
try to change things. 
 
In Word, follow these steps to create a Resume using the Template Wizard: 

1.On the File menu, click New. 
2.In the New Document task pane on the right, under Template, click on my computer. 
3.Click the Other Documents tab on top. 
4.Double click the Resume Wizard.  If you do not see this wizard option, you might need to install it or update 

your version of Word. 
5.Follow the steps in the wizard to insert your information into the Resume template. 

 


