
Creating A Great Resume 
Resume Do’s & Don’ts 

Do’s 

1. Include full name, full address, phone number and email address. This should be on 

the very top, with your name being in bigger and bolder font.  

2. List your experience in reverse chronological order. Your most recent education and 

work experience should be shown first.  

3. Include city & state, and the dates worked or attended at the place.  

4. Choose verbs to describe your past employment experience. For example: 

Collaborated, participated, established, organized, raised, provided. ** attached to this 

booklet, you will find more examples.  

5. Always use past tense to describe what you did in your past jobs, except for current 

jobs.   

6. Do include related work experience, internships, volunteer work, education, courses 

you took. For example: if you are becoming a dental assistant,  include your education, 

what courses you took, field work/ internships/externships/volunteer work and past 

related jobs like P/T dental assistant.   

7. Use specifics, not responsibilities. Describe what you have done and the results.  For 

example: “Responsible for a blood drive” VS. “Organized a blood drive for 200 people in 

the Bronx community center.”  

8. List computer and language skills; any certificates and awards as well.  

9. Resume should be one page. If you have tremendous amount of work experience in 

your field, then you may have 2. But no more than 2!  

Don’ts  

1. Do not use pronouns like, “I” or “me”. For example: I organized a program; Just say 

“organized a program”.  

2. Do not write, “References available upon request” or “Available for interview” on the 

resume. If you want to include references, simply put them on a separate sheet.  

3.  Do not use unprofessional personal email. For example: sweetlipsxoxo@gmail.com. 

Instead, use your first and last name. For example: JessicaRivera@gmail.com  

4. Do not use slang or jargons (special words or expressions only known to a particular 

group).  

5. Do not use abbreviations. Spell everything out so employers know exactly what you are 

talking about. ** You should spell out abbreviations the first time, then you can 

abbreviate if you mention it more than once.  
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Resume Checklist  

Once you’ve finished writing your resume, go down this checklist to see if you have added and 

done everything correctly; then, edit accordingly.  

 

____Is the layout/format pleasing to the eye and utilizing space that makes the resume stand 
out? For example: 

1. Does the resume utilize bullets and avoid paragraphs, long sentences, 
odd fonts and abbreviations?  

2. Does the resume use bold, italics or underlining appropriately to 
highlight your most important information?  

3. Is the most important information located on the left side of the page 
and near the top of the page whenever possible? (ex. The job title 
should be on the left instead of employment dates)? 

 
____Include your contact information( full name, full address, phone number and professional 
email address).  
 
____Does the resume fit well on the page, as opposed to appearing cramped together or not 
         full? If it is more than one page, consider removing some of the descriptors of older jobs,   
         or placing a job title and place of employment on the same line. To avoid using space for  
         several part-time jobs that do not relate to your degree or goals, state” I have worked 20  
         hours per week throughout school” in either your Profile section or under your degree in  
         the Education sections.    
 
____Resume is in reverse chronological order.  

____For each employment and education title, there is city & state, and dates.  

____Do your bullet points begin with action verbs and those in the correct tense (old jobs in     
         past tense; current in present tense)   
 
____ Does the resume begin with items of most importance and relevance? Has unrelated  
          material been eliminated? Is all the important information included?  
 
____Does the resume focus on specific information about your experience?  
 
____Grammar and spelling is correct.  

____ Does the resume accomplish the purpose of getting you an interview? Is it focused   
          enough so that the employer is clear on what kind of position you are seeking?  
 



1One Page Resume: Recruiters do not read your resume; they do a 15 - 30 second "spot check" of your 

resume. When your resume is too long, it just takes your best stuff - the stuff that would have made the "one 

page cut" - and dilutes it with more mediocre content. Lengthy resumes do not make you more impressive, 

and there are many other reasons to keep your resume short too. A good rule of thumb is to keep your resume 

to one page if you have less than 10 years of experience or at most two pages if you have more than 10 years 

of experience.  

2No Objectives: All an objective does is state, in a wordy way, what position you're interested in. The 

company already knows that because you applied for a particular position. At best, it'll just waste space. At 

worst, it'll limit you since it'll exclude other positions that might have been interesting to you. 

3Use a Resume Template with Columns: Use a template, and make sure it has multiple columns. Using 

three columns, for example, will allow you to put the company name, position, and date all on one line. This 

makes it easier to read and saves space. 

4Use Tables: If you're using Microsoft Word to create your resume (which you probably should), use 

Microsoft Word's "tables." Just make sure to hide the borders afterwards. 

5Short Bullets: Because resume screeners only spend 15 - 30 seconds on your resume, length bullets - 

anything that feels like a paragraph - just won't get read. Keep your bullets to one to two lines (with one line 

being better than two). 

6Be Specific: Your bullets should focus on your accomplishments - that is, the impact you had - rather than 

your responsibilities. What did you build, create, design, optimize, lead, etc? 

7Resume: The general rule of thumb is to list your GPA if it's at least 3.0 or higher, but there are two 

important rules to know here: (1) You may choose to list your in-major GPA if it's higher than your overall 

GPA, but you need to specify that it's your in-major GPA. (2) If your school uses a different scale (such as a 

10-point scale), you may want to convert your GPA to a 4.0-scale which will be more widely understood. 

8Languages and Technologies: It's a good idea to list your languages and technologies (ex: how good you 

can type, computer program proficiency), but remember that anything you list here is "fair game" for the 

interviewer to test. If you are bilingual, consider listing it on your resume to impress the employers.  

9What did you NOT include?: Is there anything impressive / interesting that you've done that you left out? 

About 50% of candidates leave out an important project or other component of their experience because it 

wasn't finished / "official" / etc. If you've done it, and it's impressive enough to "make the cut" (you shouldn't 

just list everything you've ever done), then it belongs on your resume.  
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RESUME WORKSHEET 

 
 

1. Identifying Information 

 Name:  

Address:  

City, State, Zip:  

Home Phone:  

Work Phone:  

Email Address:  

   

2. Educational Background 

 Begin with your most advanced degree (Bachelor or Masters), and list 
all degrees and certificates in chronological order.  In listing degrees 
and certificates, give the name and address of the school along with 
dates of attendance. 

A. Name of School:  

 Address:  

Dates Attended:  

Degree/credits 
earned: 

 

 

 B. Name of School:  

 Address   

Dates Attended:  

Degree/credits 
earned: 

 

 

 C. List all merit scholarships, awards, honors, including dates: 

 Scholarships:  

Awards:  

Honors:  

Class standing or grade point average if 3.0 or 
above: 

 

 

 

 

 

 

 

 

 

 

 

 

 



3. Work Experience (Include summer and part-time jobs) 

 Your employment history should be listed in order with your most 
recent positions first. 

Name & address of 
company: 

 

Job Title:  

Date From 
(Mo/Yr) 

 Date To 
(Mo/Yr) 

 

Description of responsibilities and accomplishments: 

 

 

 

 

 Name & address 
of company 

 

Job Title:  

Date From 
(Mo/Yr) 

 Date To 
(Mo/Yr) 

 

Description of responsibilities and accomplishments: 
 

 

 

Other Skills and Abilities: 
Languages (indicate degree of fluency – reading, speaking, writing) 
 

 

 

 

4. Professional And/Or Volunteer Activities 

  

 

 

5. Awards And/Or Achievements/ Certificates  

  

 

 

 

6. Special Skills  
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EXAMPLES OF ACTION WORDS THAT DESCRIBE YOUR FUNCTIONAL SKILLS 
Abstracted 
Accomplished 
Achieved 
Acknowledged 
Acquired 
Acted 
Activated 
Adapted 
Addressed 
Administered 
Advertised 
Advised 
Advocated 
Aided 
Allocated 
Analyzed 
Answered 
Anticipated 
Applied 
Appraised 
Approved 
Arranged 
Ascertained 
Assembled 
Assessed 
Assisted 
Attained 
Audited 
Augmented 
Authored 
Bolstered 
Briefed 
Brought 
Budgeted 

Built 
Calculated 
Cared 
Chaired 
Charged 
Chartered 
Checked 
Clarified 
Classified 
Closed 
Coached 
Co-authored 
Collaborated 
Collected 
Comforted 
Communicated 
Compared 
Completed 
Complied 
Composed 
Computed 
Conceived 
Conducted 
Conserved 
Consulted 
Contracted 
Contributed 
Converted 
Cooperated 
Coordinated 
Copied 
Correlated 
Counseled 
Created 

Critiqued 
Cultivated 
Dealt 
Debated 
Decided 
Defined 
Delegated 
Delivered 
Designed 
Detected 
Determined 
Developed 
Devised 
Diagnosed 
Directed 
Discovered 
Discriminated 
Dispatched 
Displayed 
Dissected 
Documented 
Drafted 
Drove 
Edited 
Eliminated 
Empathized 
Enabled 
Enforced 
Enlightened 
Enlisted 
Ensured 
Established 
Estimated 
Evaluated 

Examined 
Exceeded 
Excelled 
Expanded 
Expedited 
Experimented 
Explained 
Explored 
Expressed 
Extracted 
Facilitated 
Fashioned 
Financed 
Fixed 
Followed 
Formulated 
Fostered 
Founded 
Gained 
Gathered 
Gave 
Generated 
Governed 
Guided 
Handled 
Headed 
Helped 
Identified 
Illustrated 
Imagined 
Implemented 
Improved 
Improvised 
Inaugurated 

Increased 
Indexed 
Indicated 
Influenced 
Initiated 
Inspected 
Instituted 
Integrated 
Interpreted 
Interviewed 
Introduced 
Invented 
Inventoried 
Investigated 
Judged 
Kept 
Launched 
Learned 
Lectured 
Led 
Lifted 
Listened 
Located 
Logged 
Made 
Maintained 
Managed 
Manipulated 
Mapped 
Mastered 
Maximized 
Mediated 
Memorized 
Mentored 

Met 
Minimized 
Modeled 
Modified 
Monitored 
Narrated 
Negotiated 
Observed 
Obtained 
Offered 
Operated 
Ordered 
Organized 
Originated 
Overcame 
Oversaw 
Participated 
Perceived 
Perfected 
Performed 
Persuaded 
Planned 
Practiced 
Predicted 
Prepared 
Presented 
Prioritized 
Produced 
Programmed 
Projected 
Promoted 
Proposed 
Protected 
Proved 

Provided 
Publicized 
Published 
Purchased 
Queried 
Questioned 
Raised 
Ran 
Ranked 
Rationalized 
Read 
Reasoned 
Recorded 
Received 
Reduced 
Referred 
Related 
Relied 
Reported 
Researched 
Responded 
Restored 
Revamped 
Reviewed 
Scanned 
Scheduled 
Schemed 
Screened 
Set goals 
Shaped 
Skilled 
Solicited 
Solved 
Specialized 

Spoke 
Stimulated 
Strategized 
Streamlined 
Strengthened 
Stressed 
Studied 
Substantiated 
Succeeded 
Summarized 
Synthesized 
Supported 
Surveyed 
Sustained 
Symbolized 
Tabulated 
Talked 
Taught 
Theorized 
Trained 
Translated 
Upgraded 
Utilized 
Validated 
Verified 
Visualized 
Won 
Wrote 

 

EXAMPLES OF ADAPTIVE SKILL WORDS THAT DESCRIBE YOUR PERSONAL TRAITS 
Active 
Adaptable 
Adaptive 
Adept 
Aggressive 
Analytical 
Assertive 
Broad-Minded 
Committed 
Competent 

Conscientious 
Cooperative 
Creative 
Dedicated 
Dependable 
Determined 
Diligent 
Diplomatic 
Disciplined 
Discreet 

Effective 
Efficient 
Energetic 
Enterprising 
Enthusiastic 
Exceptional 
Experienced 
Fair 
Familiar 
Firm 

Forceful 
Honest 
Independent 
Innovative 
Instrumental 
Keen 
Logical 
Loyal 
Mature 
Methodical 

Objective 
Open minded 
Outgoing 
Personable 
Pleasant 
Poised 
Positive 
Practical 
Productive 
Receptive 

Reliable 
Resilient 
Resourceful 
Self-confident 
Self-motivated 
Self-reliant 
Sensitive 
Sharp 
Sincere 
Strong 

Successful 
Tactful 
Tenacious 
Well-Organized 




