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Tips for Resume Writing

Shorter is better. Most college admissions counselors or potential employers have little
time to read each application. Therefore, when creating your resume you should think
about including only the most important information. Condensing this information into
one or two pages is acceptable (though two pages are not recommended unless you have
a long work history).

Stand out in the crowd. When formatting your resume, ask yourself, “If I were looking
at fifty applications, what could I do to make mine stand out and look professional?” If
your resume looks drab, spruce it up with sections and eye-catching formatting (see some
of the resume templates). Be sure to create a resume that has a logical flow and provides
a format that is easy to read.

Target vour audience. Tailor your objective to a specific job experience, college, or
even college major. The more specific your goals, the easier it will be to choose the most
salient information to include in your resume.

Keep it professional. When writing your resume, it is important that you do not include
information like your age, birth date, race, religion, or other demographic information. It
is also not advisable to include a photo unless you are applying for a performing arts
college or job opening. Also remember to use standard English- avoid slang terms or
jargon when creating your resume (AIM or text messaging abbreviations are not
acceptable here).
a. Do include:
i. Name, address, phone numbers, and e-mail address
ii. The objective of your resume (college, specific job etc...)
1i.  Education information (college and high school)
iv. Professional Skills (languages, computer skills etc...)
v. Possibly identify any course work that you have already taken that would
make you a better candidate for a specific job or a specific department at
a college (Ex: you could put AP Psychology down if you were applying
to SUNY Plattsburgh for a Psychology Major).
vi. Work/Volunteer/Internship experiences
vii. Clubs/Leadership Experiences
viil. References (if this is a resume for work related purposes. College
Applications normally require separate references, so they are not as
necessary on resumes for college admissions).

Show them vou are classy. Don't print your resume on plain old computer paper, buy
some heavier, more quality paper that is white, ivory, or créme colored. Avoid using
bold colors, fonts, or graphics on your resume. Simple but classy is the rule of thumb.

Focus on formatting: Formatting so that your resume catches your employers/college
admission counselor’s eye is important, but be careful not to over-do. Here are some
general formatting guidelines:
a. Keep your formatting consistent to maintain flow. If you use bold font for each
subheading- make sure you do it for every subheading.




b. Use bullets to discuss job/volunteer/internship responsibilities- this helps
condense information and provides a cleaner look to your resume. This makes it
seem easier to read.

c. Use action words to describe job responsibilities (see attached list of action
verbs).

d. Use8 % x 11 pages with a | inch margin.

e. Avoid fonts that are bold or difficult to read, use Times New Roman or Arial
fonts at 10 or 12 font. Do not mix and match fonts on your resume.

f.  Prioritize your information- you can do this by putting the most important
information more towards the top of the page in each section.

g. When formatting you can use bold face, small caps, and even different sized
fonts to create sections to your resume or make it more interesting, but use these
types of formatting options sparingly.

h. Be sure to keep explanation and descriptions clean, concise, and consistent in
verb tenses.

7. Proofread like vou have never proofread before!!: Read, re-read, and have your friend
and family read the resume until you are convinced it is mistake free. Counselors and

English-teachers-are-alse-good-proofreaders-foryourresume—————

8. Resumes are not like cookie cutters: It is important to remember that not everyone’s
resume will look exactly the same. People have different methods of creating and
formatting a resume. Just make sure that you include all the pertinent information, tailor
the information to your audience, and prioritize your information so that the most
important information stands out. For more information on resume building you can refer
to the following websites: '

http://www.aie.ore/HighSchool/Jobs/Resumes/index.cfm
http://www.collegeboard.convstudent/plan/high-school/36957 html
http://www.gil.in/resumes/writing-a-high-school-student-resume/
http://www.professional-resume-example.com/high-school-student-resume-

example.html
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Resume Writing Worksheet: Gathering Information
***Use this worksheet as a guide to begin thinking about your
educational, personal/social, and community service experience.
Please jot down the information below including any dates/time
frames for participation that you can recall.

Education (include high school/college education):

Honors and Awards: (Scholarships earned, Honor Roll,- Honors
Society, Any other Awards should be included here as well):

Experience (Jobs, Summer Jobs, Volunteer Experiences):

Skills (language, computer etc...):

Extra-Curricular Activities (see attached sheet for assistance):
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Ima Senior
57 Happy Graduate Drive, Apt. 10
Plattsburgh, NY 12901
Imasentor57@yahoo.com
518-555-5600
OBJECTIVE

%+ To be admitted to a post secondary institution to pursue a degree in Biochemistry.

EDUCATION

%+ Plattsburgh High School, Plattsburgh, NY
September 2005- June 2009

% Clinton Community College, Plattsburgh, NY

September 2008
Completed Courses: English 101, Calculus 224

HONORS
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National Honor’s Society - Fall 2007- June 2009

High Honor Roll- Fall 2006, Spring 2008, Spring 2009

Augsbury North Country Scholar, St. Lawrence University Scholarship, Spnng 2009
New York Leaders of Tomorrow Scholarship Recipient, Spring 2009

Track and Field State Champion, Spring 2009
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EXPERIENCE

% Cashier, Old Navy Apparel Outlet, Plattsburgh, NY- November 2008- June 2009
o Performed basic customer service skills
o Operated a cash register
% Mentor, Big Brothers and Big Sister Program - September 2007-June 2008
o Responsible for meeting with a fifth grade student once a week
o Planned activities and events to participate in together
o Participated in community service events
%+ Camp Counselor, Camp Aldersgate, Brantingham NY - May 2007-August 2007
o Supervised activities for ten children weekly
o Planned camp events for camper participation
o Devised weekly bible study lessons for daily devotional lessomns.

EXTRA-CIRRICULAR INVOLVEMENT
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Yearbook Editor, September 2007-June 2009

Senior Class Secretary, September 2008- June 2009

Multicultural Club Participant, September 2006-June 2009

Member of the Plattsburgh High School Tennis Team, September 2006- June 2009
Actress, 2008 production of “Guys and Dolls,” Spring 2008

Key Club Member September 2007-June 2009
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SKILLS

Language: Written and Oral Proficiency in French
Computers: Skilled in Microsoft Word, Excel, and Publisher.



Action Verbs

aceclerared
accomplished
accounted for
achieved
acyuired
adapred
added
addressed
adjusred
admumnistered
advised
aded
allocared
alphabenzed
amalvzed
anncipared
applied
appointed
appraised
approved
arbirrared
arranged
assembled
assessed

asstsred
assumed
assured
artained
arrended
audired
authored
authorized
awarded
balancued
began
hoosted
bought
bricfed
brought
budgered
buile
culculared
cataloged
caught
caused
chared
changed
checked
chopped
chose
clanfied
classified
cleared up
C‘l )SL'L]
couched
collecred
combinud
communicared
compured
complered
composed
compured
concerved
conceptuahzed
concluded
condinonced
conducted

consolidared
consrrucred
consulred
contnucd
contracred
conrrolied
convineed
coordmared
copicd
corrected
counscled
counted
crafred
created
cangued
deale
debared
deaded
defined
delegared
delivered
demounstrared
designed
determined
developed
devised
diagnoscd
digested
diminished
dirceted
discovered
documenred
drafred
deamanzed
drew

drew up
dropped
drove
carned
cdired
clecred
climinared
emploved
encouraped
entoreed
enhsred
cnsured
entered
estublished
estumared
evaluared
exammed
exeelled
exeeured
excercsed
expanded
expedired
expertmenied
cxplaned
explored
expressed
extracied
factinared
famiarsed
tashroned
figured
fled

Ananced
Axed
followed
forecast
foresaw
formulared
forwarded
fostered
found
founded
guned
gathered
gave
generared
governed
graded
greered
grossed
guided
handled
hastened
headed
haghrened
helped
hiked
housed
hunted
idennfied
lustrared
implemented
tmproved
improvised
tncluded
incorporared
increased
indexed
indicared
nfluenced
informed
initaced
mnovated
inspecred
msrructed
nsured
wrerprered
mrerviewed
inrroduced
mvented
mvesngared
jomned
judged
kepr
Tabored
launched
learned
lectured
led
licensed
lifred
Tocated
logued
looked
made
mamnrained
managed
manipulared

mapped out

nurketed
maxtmized
mediated
mentored
met
maodeled
modified
momtored
monvared
muoved
negonared
nerred
nbserved
obramed
oftered
opened
vperated
ordered
organized
onginated
overcame
oversaw
paid
painred
partcipated
pereerved
pertormed
persevered
persuaded
photographed
piloted
proneered
planncd
plaved
policed
prepared
presented
prevatled
processed
produced
protired
programmed
projected
promored
proofed
proved
provided
publictzed
purchased
gualified
quickened
ratsed

ran

rared

read
reatlized
reasoned
received
recogmized
recommended
reconciled
recorded
recruited
redesigned
reduced
reterred
reluted

renovared
repatred
reported
represented
rescued
rescarched
resolved
resulred
resit )rL'Ll
rerurned
revenled
revicwed
revised
saved

RN
scheduled
sereenced
scrunnized
secured
selected
SNt
separared
served

serviced
st

shaped
shipped
shored up
showed
sifred
simplified
smonthed
5()[([
sulved
soughr
speeitied
spoke
started
stopped
strughrened
streamlined
studied
submirred
suppesied
summuartzed
supervised
supphed
supporied
surveved
rargered
taughr
rested
nghrened
took

rook over
toraded
toured
rracked
trained
transterred
reans formed
translared
rraveled
teeared
roubleshor
tutored
rvped

uncovered
uncarthed
unturled
unifred
updared
upgraded
used
vrthzed
weghed
welcomed
won
worked
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