
Resum e W orksheet  
Use this worksheet  as a guide to get  started with ident ifying the inform at ion you can and m ay want  to include on your 

resum e. Refer to the t ips on the reverse side of this handout  when actually const ruct ing your resum e. 

 

OBJECTI VE 

What  type of posit ion are you seeking, and what  skills can you offer the 

em ployer?_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

_ _ _ _ _ _ _ _ _  

 

EDUCATI ON 

Bachelors of Arts/ Science in ___________________________________________________________________________  

Minors, concent rat ions, emphasis:  _____________________________________________________________________ 

Expected graduat ion date _____________ 

Overall GPA:  ________ ( if above 3.0)   

Major GPA:  __________ ( if above 3.0)   

 

CERTI FI CATI ONS ( i.e. NYS Provisional Teaching Cert ificat ion, CPR, First  Aid, Lifeguard, etc. Also include dates.)  

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

_ _ _ _ _ _ _ _ _  

 

RELEVANT COURSEW ORK ( Three to six  upper level courses that  direct ly relate to the posit ion you are applying 

for)  

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

_ _ _ _ _ _ _ _ _  

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

_ _ _ _ _ _ _ _ _  

 

W ORK/ I NTERNSHI P EXPERI ENCE ( I nclude job t it le , organizat ion’s nam e, city, state, and dates for each)  

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  

 

LEADERSHI P &  I NVOLVEMENT ( Be sure to include dates, i.e . Septem ber 2 0 1 0 - March 2 0 1 1  or Fall 2 0 1 0 - Present )  

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

_ _ _ _ _ _ _ _ _  

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

_ _ _ _ _ _ _ _ _  

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

_ _ _ _ _ _ _ _ _  

 

HONORS &  SCHOLARSHI PS ( Be sure to include the aw ard, organizat ion grant ing the aw ard, and dates)  

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

_ _ _ _ _ _ _ _ _  

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

_ _ _ _ _ _ _ _ _  

 

VOLUNTEER EXPERI ENCE ( Be sure to include organizat ion’s nam e, city, state, and dates for each)  

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

_ _ _ _ _ _ _ _ _  

 

SKI LLS 

Computer: _________________________________________________________________________________________ 

Language: _________________________________________________________________________________________ 

 

NOTE:  PLEASE REVI EW THE TI PS ON THE REVERSE SIDE OF THI S WORKSHEET.  

The purpose of this worksheet  is to get  you started. Everyone’s resume should be unique so you should t ry to be creat ive 

with your form at  and headings. The goal is to present  yourself in the best  way possible to potent ial employers or graduate 

schools. Stop by or contact  Career Services if you would like your resum e reviewed.  

 

                      1 0 1  Muller  Center  ( 6 0 7 )  2 7 4 - 3 3 6 5   careers@ithaca.edu   w w w .ithaca.edu/ careers  

 

 

 



Resum e W rit ing Tips 
 

 Use standard resume paper (preferably white-  avoid flashy colors) .  

 

 Make your resum e easy to read and present  the m ost  relevant  informat ion early. 

 

 Do not  use tem plates!  They are recognized as such and you don’t  want your resum e to look like thousands of other 

people’s resum es. I f you want  to get  started with a tem plate, at  least  change things around to m ake it  your own. 

 

 Consistency is very im portant !  For example, make sure that  margins and spacing are the sam e for everything 

(dates, bullets, headings, etc.) ,  the form at / setup of each ent ry is consistent , and your font  is uniform . 

 

 Use a larger, bolder, and/ or not iceable font  for your nam e so that  it  stands out .  

 

 Do not  include personal inform at ion  such as your bir th date, social security num ber, height , weight , m arital status, 

etc. 

 

 Use an appropriate e-m ail address,  like your school e-m ail or your_nam e@yahoo.com . 

 

 All sect ion headings should stand out  ( i.e., bold, underline, larger font , etc.)  to m ake the resum e easy to navigate. 

 

 Begin with an object ive that  states the purpose of your resume using a short  phrase, not  a com plete sentence. 

I ndividualize it  to the specific em ployer when possible ( i.e., To obtain the project  manager posit ion at  NBC) .  

 

 I n your educat ion sect ion, you can include your GPA if it  is above a 3 .0 . Do not  round your GPA up or down. I nclude 

one or two decim al places. 

 

 For pract ical experiences (paid or unpaid) , each includes:  posit ion t it le, em ploying organizat ion, locat ion, and 

length of t im e w orked.  

 

 Do not  use sentences on a resum e .  You want  it  to be short  and sweet  – easy for the em ployer to read. Explain each 

job/ internship using precisely worded bulleted phrases, each beginning with an act ion word. Also, since they are not  

com plete sentences, don’t  use punctuat ion. I f you have the ext ra space, you m ay want  to consider using bullets under 

other experiences, like volunteer work, ext racurr icular involvem ent , etc. 

 

 For current  posit ions use verbs in the present  tense. For form er posit ions, use past  tense verbs. 

 

 Do not  use personal pronouns ( i.e., I ,  m e, she, her, his, etc.) . 

 

 Quant ify job dut ies whenever possible ( i.e., I ncreased m onthly m useum  at tendance by 45%  using st rategic m arket ing 

pract ices)  

 

 You can be creat ive with your sect ion headings. Exam ples:  Related Experience, Volunteer Work, Em ployment , Training 

and Cert ificat ions, Leadership and I nvolvem ent , Clubs and Organizat ions, Special Skills, Honors and Awards.  

 

 Do not  include high school inform at ion  ( jobs, awards, educat ion, etc.)  after sophom ore year of college. The only 

except ion would be if an award or job was especially prest igious or it  relates direct ly to the posit ion you are applying 

for.  

 

 An employer m ight  not  know what  certain groups or organizat ions are, so be sure to clar ify or spell out  acronym s if 

necessary. Exam ple:  SIFE (Students in Free Enterpr ise) . 

 

 Relevant  Coursework is an opt ional list ing – use it  only if the courses really are relevant  to the posit ion you are applying 

for and you have a few to list  ( three to six) , not  just  one or two. Do NOT list  int roductory courses or course codes. 

 

 “References available upon request ” . I ncluding this statem ent  is a m at ter of preference. Many people include it ,  but  it  is 

not  necessary since m ost  em ployers assum e that  you will provide references at  their  request . 

 

 Proofread! Proofread! Proofread! Have as m any people as you can review your resum e. 

 

 Never send a resum e w ithout  a  cover let ter ,  even if the em ployer does not  request  a cover let ter. I ncluding your 

list  of references is a good idea as well.  Use the sam e header you used on your resum e for your references list .  

 
 Most  em ployers prefer one page resum es,  but  if you need two pages to fit  in all of your inform at ion, use all or part  of your 

heading on the second page, do not  pr int  on the back side, be sure to fill the ent ire second page, and use a paperclip instead of 

stapling the pages. Certain career fields should NOT use m ore than one page, such as m any business fields like account ing. 

 
 I f an em ployer requests that  you send your resume elect ronically, it  is safer to save it  as a PDF so that  no form at t ing issues 

occur when the em ployer opens your resum e on his or her com puter.  


