
Résumés



How long does a potential employer 
usually spend with one résumé?

20-30 seconds

How do we make it skimmable?



Résumé Design Purposes
Chronological

● What you have already done

Functional

● What you know how to do



Design
Possibilities



Headers
&

Subheaders



Education Section
● While still a student up until three years after, it is recommended to put 

first

● After three years, Work Experience comes first and then Education

● GPA optional if 3.0 or above

● Format:

○ Name of School, City, State  Expected Graduation Date: June 2018



Experience Section

● Your Job Title (Bolded)

● Name of organization where you worked

● City

● Dates of Employment

Intern

Solution Farms, Vista, CA | May-June 2017



Experience Section, Part II
● Your responsibilities

● Start all bullet points with action verbs (next slide and handout)

● Be specific:

○ Weak: Introduced process improvements, which resulted in 

considerable savings.

○ Better: Introduced process improvements, which resulted in an 

average cost savings of $315,000 annually.



Action 
Verbs



Avoid subjective claims
● Examples of subjective claims: Organized, strong collaboration skills

● Anyone can say this (and they do)

● It doesn’t add to the persuasiveness of your résumé

● Where would you put subjective claims like this?



General Formatting Tips
● Font size should be between 10-12

● Make your name stand out by making it larger and consider using a 

different color if you want

● Stay consistent in formatting in the different sections (if you 

separate city and dates with a comma in one section, do it in all 

sections)

● Arial, Verdana, Calibri, Times New Roman are some commonly used 

“book fonts”

● If you are applying for a graphic design position, you could get more 

creative with the design and layout of your resume

● All experience within one section should have the most recent at the 

top to the least recent

● No need for activities you did in middle school






