
 

 
 
 

The purpose of the resume is to demonstrate your value to potential employers outside academia so they will 
invite you to interview.  The resume is a marketing piece, not a history piece, so your resume should focus on 
the skills and experiences you have that are related to the job description and company mission. Tailor your 
resume for each job description or type of position because employers know and dislike when candidates send 
a generic version of their resume to dozens of job postings. 
 
 
LOGISTICS 

 Resumes for graduate level students are typically 1-2 pages. 

 Eliminate many of the details you would include on a curriculum vita.   

 Have somebody proofread your resume before you send it. 
 
 

FORMATTING 

 Your resume should be pleasing to the eye and easy to read.   

 Use 10.5-12 point, standard font (e.g. Calibri, Times New Roman, Arial) 

 Set your margins to approximately 0.8-1.0 inch 

 Bold, underline, or capitalize important information.  Be consistent with how you use these formatting 
strategies throughout your resume.   

 Do not use abbreviations and acronyms that may not be understood by individuals outside your 
university or discipline – spell out the words. 

 Avoid personal pronouns. 

 People read left to right so put the most important information (title, organization) on the left and less 
important information (date, city) on the right. 

 Do not write big blocks of wordy text or long bulleted lists. Each bullet point phrase should be no more 
than two lines long.   

 Print your resume on plain, white paper and minimize the use of color unless in a creative field. 

 If your resume is longer than one page: Include a header with your name and page number on the 
second and subsequent pages. Print on only one side of the paper to ensure that each member of the 
search committee receives both pages of your resume. 
 
 

ORGANIZATION 

 Not all resumes follow the same template or are arranged in the same order.   

 Place the most relevant and compelling information near the beginning of the resume because 
employers may look at your resume for a mere 10-30 seconds during the first review.   

 Use the most space for the most relevant items and the least space on less important items.   

 Avoid having long lists by splitting them into subcategories.    
 Each education or experience category should list experiences in reverse chronological order. 
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CATEGORIES 
There are many potential categories to include on your resume. The titles and order of your resume categories 
will vary based on your strengths, the job description, and your resume format. Objectives were once a 
standard category in a resume but are no longer mandatory. 
 
Contact Information 

 Include your name (big and bold), address, phone number, and one email address. Including your 
LinkedIn profile URL or personal webpage URL is optional. 

 If you want to note your continuing affiliation with a particular university or workplace, you can list 
your work address too.   

 Do not include other personal information such as age, social security number, etc. 

 Make sure your voicemail has a professional greeting and has reliable people listening to its messages.   

 If your current last name is different than the last name you used at previous schools or jobs, you may 
include a statement to this effect (Previously Known As, Also Known As). 

 
Summary of Qualifications/Profile 

 This category is appropriate if you are targeting a specific job description and you want to highlight the 
congruence between your skills and company needs in a concise way.   

 If you want to include this section, look for key skill words in the job description and then discuss the 
skills (that actually match your qualifications) using 3-6 bullet points. 

 A summary of qualifications is a bulleted list. A profile is the same content in a 3-4 line paragraph 
format. 

 
Education 

 The education section is usually near the top of the resume, unless you are seeking positions unrelated 
to your degree field or you have significant work experience and then it is near the bottom. 

 List your post-secondary degrees in reverse chronological order.   

 For each entry, include degree type, field of study, school, location, and graduation date.  If you have 
not yet graduated, include “Expected” before the graduation date. 

 You can decide, based on relevance, if you want to include institutions you attended but from which 
you did not receive a degree.   

 If germane to the job description, include your dissertation title, thesis title, related courses, minor 
area of study, study abroad experiences, etc.   

 Consider including your graduating honors (e.g. summa cum laude) or grade point average for each 
degree if you have performed well academically. This is optional. 

 
Experience 

 If all of your previous experiences are highly similar to the positions to which you are applying, you 
may only need one section called “experience” or “related experience.”   

 If you have held multiple or varied jobs, you may need to divide this section into two sections.  You 
could name them: Related Experience and Additional Experience. Or according to topic or field 
(teaching, consulting, management, etc.).  

 You can include relevant jobs, internships, and volunteer positions together in this category if you omit 
the words “work” and “employment” in the category title.   

 List experiences within each section in reverse chronological order.   

 Give the most detail and use the most space for the experiences that are most relevant to your current 
career objective.   



 
 

 For each experience list position title, organization, dates of employment, and geographic location on 
one or two lines using consistent formatting throughout the section.   

 Describe the skills you demonstrated in those positions using 2-5 bullet points, action words, short 
sentences, and key words from the job description.  Consider an Action Verb + Task + Result format. 

 Start each sentence with an action word so your skills are clear.   

 Translate “academic” skills into “everyday” language, when possible. 

 Use past tense to describe skills in past jobs and present tense for current jobs. 

 Avoid phrases like “responsible for” or “duties include.”  Make every word count. 

 Whenever possible, include the outcomes or results of your work using numbers. 
 

Leadership Experience / Community Service / Volunteer Activity 

 List committees and other activities through which you have contributed to your school or community 
– especially ones related to job descriptions of interest to you.   

 For each entry, include your title (volunteer, member, chair, etc.), the name of the group or project, 
and the dates.   

 Use the same formatting you used in the Experience section(s) of your resume. 

 If you are worried about the controversial nature of an activity, consider using general phrases (rather 
than naming specific political groups, religious organizations, etc). 

 

Publications & Presentations 

 Publications and presentations are not typically included on resumes, unless the job requires writing 
for publication or related skills.   

 If you are not applying for a research / writing position, you can state how many publications you have 
in one sentence and omit the full citations.   

 If you include publications or presentations, list them in reverse chronological order according to date 
and use the reference style appropriate to your discipline.   

 If an article has been accepted for publication, indicate “in press” in lieu of the publication year.   

 
Professional Affiliations 

 List memberships in state, national, and international professional associations that are relevant to the 
positions to which you are applying.   

 For each entry, list your status (member, president, etc.) and the name of the organization.   

 Spell out the name of the associations, rather than using acronyms.   

 If you have limited affiliations or service activities, consider combining this category with another 
relevant category and calling it something like “Activities and Affiliations.”   

 
Skills: Language, Lab and Technical 

 This section is commonly found near the end of a resume. 

 If you only wish to highlight one set of skills, label the category according to that skill.  

 Appropriate skills include languages, computer skills, and lab research competencies.   

 If you include a section on languages, be sure to indicate the name of the language and some 
indication of your fluency level for each entry. 

 
 
 
 
 



 
 

Honors & Awards 

 List your honors in reverse chronological order.   

 For each entry, include the name of the award, the granting institution/organization, and the date 
awarded.   

 Consider adding a one-line description of the award to help others understand its significance (e.g. 
One of three awarded each academic year, Selected from 1000 applicants for innovative teaching, 
etc.).   

 You can list memberships in honorary societies in this section as well.   

 If you do not have many awards, consider including them in your education section. 
 

References 

 You do not need to include references on your resume.   

 Employers typically ask for a list of references during the interview phase. 
 
 
PLAIN TEXT RESUMES 
Many employers view resumes through some form of human resources software. Traditional resumes do not 
always transfer well into these types of programs.  It is advisable to have a “pretty” version of your resume 
that uses the formatting tips suggested on the previous pages and a plaintext version that adheres to the 
guidelines listed below so your resume can be easily scanned and/or emailed.   
 

 Do not use italics, underlining, shading, graphics, or fancy fonts. 

 For emphasis, use capital letters and white space. 

 Keep all text flush left. 

 Use commas instead of columns or tabs. 

 Consider eliminating bullets – use asterisks or dashes instead. 
 


