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Format

Resume Tips

Use lines, boxes, bolding and other simple formatting to create an attractive eye-catching and
clearly organized resume.

Limit the use of fancy graphics and photographs.

Use a clear professional font style such as Arial or Times New Roman.

Keep an editable version for yourself but send as a PDF to potential employers.

Limit to 1-2 pages for bachelor’s and master’s; 3+ for doctoral (consider using a CV format).

Structure and Content

Include your full name, email address, and phone number in the heading. Ensure that your email
address does not sound unprofessional.

List your undergraduate and graduate education by including the degrees earned, schools
attended, and location. Include graduation date if degree is still in progress; attendance dates
are optional otherwise.

List each professional experience by including the position title, company name, the location
and dates of employment, and 3+ bullet points of your duties, responsibilities, and
accomplishments.

Begin bullets with action verbs.

Use clear concise writing throughout that is customized for each job application.

Include your skills, such as technical knowledge, and any professional awards or honors.
Include professional presentations and publications.

Resources

https://www.livecareer.com/resume/formats
https://www.themuse.com/advice/185-powerful-verbs-that-will-make-your-resume-awesome
https://www.indeed.com/career-advice/career-development/personal-brand-statement-
examples

https://zety.com/blog/hard-skills
https://careers.umd.edu/find-jobs-internships/resumes-cover-letters/resume-how-to-guide
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