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Your Name

Email address

Current Address  Permanent Address

Telephone number and Telephone number

Cell phone number if applicable if applicable

Web page address (if pertinent)

Objective

This section, while not required, is helpful as it tells the employer, at a 

glance, the type of position you are seeking. The objective can include the 

specific position you are seeking, skills you wish to use on the job, field or 

organization type by which you wish to be employed, or a combination of 

all of the above. 

Education

This section should include:

• Nameofthedegree-grantinginstitutions;Listmostrecentfirst.
• Degreereceivedandmajor
• Graduationdateorprojectedgraduationdate,ordatesofattendanceifa

degree was not completed

• Overseasacademicexperience

Optional:

• Anyminors,specializationorfocusareas
• Coursesrelevanttothepositionforwhichyouareapplying
• HonorsandGPA(iftheyareastrongsellingpoint).IndicateGPAbased
on a 4.0 scale.

• Seniorresearch/honorsthesistitleandbriefdescription
• Freshmenandsophomorescanincludehighschool

Experience

Listmostrecentexperiencefirst.Youshouldinclude:
• Titleoftheposition
• Nameoftheorganizationandlocation(cityandstate)
• Dates,includingmonthandyear
• Descriptionsofresponsibilitiesbeginningwithactionverbs(avoidphrasessuchas“dutiesincluded”)
• Believable,verifiableaccomplishments
• Paidjobs,internships,volunteercommunityservice,extracurricularprojectsinvolvingleadershiporteamwork,special

academic research or honors projects

• Youmaychoosetodivideyourexperienceintotwoormoresections.PossiblesectionheadersmightincludeResearch
Experience,TeachingExperience,LeadershipExperience,VolunteerExperienceorRelevantExperience.

Additional Information

This section could include computer skills, languages, volunteer work, sports, and interests. If one of these areas is  

relevanttothejob,however,youmaychoosetoputitinthe“Experience”section.Youmayalsochoosetousemore 
specific section headers such as:

• Skills
• Activities
• Interests
• HonorsandAwards

RESUMES/COVER LETTERS

RESUMES

Aresumeisabriefsummaryofyourqualifications,education,andexperiencesrelevanttoyourjobsearchobjective.
Thepurposeofaresumeistoobtainaninterview.Employerswillspendlessthan30secondsreviewingyourresume;
therefore,theinformationmustbeconveyedinaclear,well-organizedstyle.Thesectionsofaresumearelistedbelow.

Sample Objectives

• Apositionasaneditorial 
assistant.

• Electricalengineeringinternship.

• Toobtainapositioninfinance.

• Aprogramcoordinatorposition 
inacommunityorganization
workingwithyouth.

• Seekingapositioninmuseum
administrationrequiringstrong
writingskillsandabackgroundin
arthistory.

• Toapplydecisionandsystems
analysistostrategicplanningin
thetelecommunicationsindustry.
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TIPS FOR CREATING A SUCCESSFUL 

RESUME

Dos
• Dodesignyourdescriptionstofocusonyouraccomplishments,

usingactionverbstoclearlyindicatetheskillsyou’veused.See
SampleActionVerblistonthenextpage.

• Dotryquantifyingresultsinyourdescriptions,suchas“Created
marketingcampaignthatincreasedclubmembershipby25%.”

• Dokeepyourresumebriefenoughtofitononepage(ortwo
pagesifyourexperienceisextensive).AcademicCVsareoften
twopagesorlonger.

• Doprintyourresumeongoodqualitybondpaper,eitherwhiteor
conservativetones.Ifprintedonplaincomputerpaper,copyonto
goodqualitybondpaper.

• Doaccompanyyourresumewithacoverletterinmostcases.
• Dohaveotherslookoveryourresumeforcontentandgrammar.

CareerCounselorsandPeerCounselorsareavailableatthe
CDCtocritiqueyourresumeduringsamedayappointments.

DON’TS
• Don’tmakeyourmarginsandfontsizetoosmall:marginsno

smallerthanoneinchandfontsizenosmallerthan10point.
• Don’tincludepersonalpronouns(e.g.I,me,we).
• Don’tincludepersonalinformation,physicalcharacteristics,or

photographsonyourresume.However,individualsfromother
countriesmayincludetheseontheirresumes.

• Don’tincludethelastline:“Referencesavailableuponrequest”
(seeSampleReferenceListonpage38).

Other Tips
• Itismoreappropriateforfreshmenandsophomorestoinclude

highschoolexperiences.However,importanthighschool 
experiencesthathavesomerelevancetoyourjobobjectivemay
beappropriateforupperclassmen.

• ForInternationalStudentsitissometimesadisadvantageto
includeyournon-immigrantvisastatusorpermanentaddress(if
outsidetheU.S.)onyourresume.Usuallyyourvisastatusshould
bediscussedlaterduringtheinterview.Ifyouhaveobtained 
permanentresidencyorU.S.citizenship,itmightbetoyour
advantagetolisttheinformationonyourresume.

RESUME FORMATS

Thereisnosinglewaytoformatyourresume.Theformatyou
chooseshouldpresentyourstrengthsclearly.Seesampleformatsand
layoutsonpages32-38.

Chronological Format
Thisformatismostfamiliartoemployersandmostcommonly 

usedbyStanfordstudents.Thisstyleofresumepresentsyour 
experienceandeducationinreversechronologicalsequence,starting
withthemostrecent.Date,jobtitle,organization’sname,locationand
adescriptionofyouractivitiesarelistedaspartoftheexperience 
section.Thisformatissimple,straightforward,andespeciallyuseful 
foranyonewithahistoryofdirectlyrelevantexperience.

Functional/Skills Format
Thisformatfocusesonareasofskillandcanbeeffectiveinconveying

yourstrengthstoanemployer,althoughmanyemployersarenotas
familiarwiththisformataswiththechronologicalorcombinationformat.
Thisstyleofresumedrawsattentiontoaccomplishmentsandhighlights
yourskillsbyfunctionratherthanyourworkexperienceandismore 
commonlyusedbypeoplewithverylittleformalworkexperienceorare
returningtotheworkplaceafterbeingawayorotherwiseinvolved.

Combination Format
Thisformatisappropriatewhenyouhaverelevantworkexperience

foreachofseveralskillareasandcombinesboththechronological
andfunctionalformats.Thisstyleallowsyoutogroupyourexperiences
orkeysellingpointstogetherbyfunctionalareas(suchasResearch

ExperienceandTeachingExperience),andthenlistthoseexperiences
inreversechronologicalorderwithineachsection.Itisalsoafamiliar
formattoemployers.

 
SUBMITTING RESUMES  

ELECTRONICALLY

Email
Sendyourresumeasanattachedfileandpastethetextintothe

bodyoftheemail.Havingyourresumeinthebodyoftheemailas
wellasanattachmentgivestheemployertheopportunitytoseeyour
resumeintheeventtheycannotopenyourattachmentordonottake
thetime.Useasimpleformatfortheresumeyouputinthebodyof
theemail:leftjustified,nobold,noitalics,nounderlines,notabs.See
SampleElectronicResumeonpage38.Don’tforgettoincludeacover
letterinthebodyoftheemailtoo.IfyouhaveyourresumeinaPDF
file,youcanalsoattachthatwithyouremail.ThePDFversionwill 
allowtheemployertheopportunitytoseeyourresumeinanattractive
format,utilizingboldandunderlines.

Whenemailingresumefiles,namethemsotheemployercaneasily
identifythemasyourresume.Lastname,followedbyfirstnameand
theword“resume”ismosthelpful.

Resume Scanning
Companiesreceivinglargequantitiesofresumesmayscaneach

resumeasanimage,andthensorttheimageintorecognizableletters,
words,andsymbols.Thesescannedimagesareenteredintoadatabase
andthensearchedforkeywords,whichindicateskills,educationand
knowledgeareastheemployerisseeking.Left-justifyalltextandavoid
usingunderlining,italics,bullets,bold,andcolumns.

Everyoccupationandcareerfieldhasitsownjargon,acronymsand
buzzwords—thesearehelpfulkeywordstouse.Ifyouarerespondingtoa
joblisting,usewordsfromthejoblistinginyourresumeandcoverletter.

CDC RESOURCES

Publications with additional relevant advice available at the CDC 
website and Career Resource Library:

• CurriculumVitaeandCoverLetters(foracademicjobsearchers)
• PhDPathways:ExploringYourCareerOptions
• ResumesandCoverLettersforGraduateLevelStudents
• TeachingK-12

Books available in the CDC Resource Library:
• BeYourOwnHeadhunterOnline,DixonandTiersten
• BestKeywordsforResumes,CoverLetter,andInterviews:

PowerfulCommunicationToolsforSuccess,Enelow
• BinderofStanfordStudents’CoverLetters
• BinderofStanfordStudents’ResumesandCVs
• CreativeCareers:HowtoPutTogetheraWinningResume
• DamnGoodReadytoGoResumes,Parker
• ExpertResumesforHealthCareCareers
• EncyclopediaofJob-WinningResumes,FourierandSpin
• FromCollegetoCareer:Entry-levelResumesforAnyMajor,Asher
• Heart&SoulResumes,CochranandPeerce
• HookUp,GetHired!TheInternetJobSearchRevolution,Kennedy
• InternetResumes,Weddle
• Resumes,NationalBusinessEmploymentWeekly
• ResumesforPerformingArtsCareers
• ResumesthatMeanBusiness,Eyler
• Same-DayResume:WriteanEffectiveResumeinanHour
• TheSmartWoman’sGuidetoResumesandJobHunting,King

andSheldon
• TheGlobalResumeandCVGuide,Thompson
• TrashproofResumes,PrincetonReview
• UsetheInternettoLandYourDreamJob!,Goodwin,Cohn,and

Spivey
• VaultGuidetoResumes,CoverLetters,andInterviewing.3rd

Edition,HowardLeifman,etal
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POWER VERBS FOR YOUR RESUME

accelerated
accommodated
accomplished
achieved
acquired
acted
activated
adapted
added
addressed
adjusted
administered
admitted
advanced
advised
aided
alleviated
allocated
allowed
altered
ameliorated
amended
analyzed
appointed
apportioned
appraised
apprised
approved
approximated
arbitrated
arranged
ascertained
assembled
assessed
assigned
assisted
attained
attested
audited
augmented
authored
authorized

balanced
bolstered
boosted
brainstormed
budgeted
built

calculated
catalogued
centralized
certified

chaired
charted
clarified
classified
coached
collaborated
collected
commissioned
committed
communicated
compared
compiled
composed
computed
conceptualized
concluded
confirmed
consented
consolidated
constructed
contracted
contributed
converted
convinced
cooperated
coordinated
correlated
corresponded
counseled
created
critiqued
customized

debugged
deciphered
dedicated
delegated
deliberated
demonstrated
designated
designed
determined
devaluated
developed
devised
diagnosed
directed
disbursed
dispatched
displayed
drafted

eased
eclipsed

edited
educated
elevated
elicited
employed
empowered
enabled
encouraged
endorsed
engineered
enhanced
enlarged
enlisted
enriched
enumerated
envisioned
established
estimated
evaluated
examined
excelled
executed
exercised
expanded
expedited
explained
extended
extracted

fabricated
facilitated
familiarized
fashioned
figured
finalized
forecasted
formulated
fostered
founded
fulfilled

generated
grew
guaranteed
guided

hired

identified
illustrated
implemented
improved
improvised
increased

indexed
indicated
inferred
influenced
informed
initiated
innovated
inspected
inspired
instituted
instructed
integrated
interceded
interpreted
interviewed
introduced
invented
investigated
involved
issued

judged
justified

launched
lectured
led
licensed
lightened
linked
maintained
marketed
measured
mediated
minimized
mobilized
modeled
moderated
modernized
modified
monitored
motivated
multiplied

negotiated

officiated
operated
orchestrated
organized
originated
overhauled

performed
persuaded
pioneered
planned
polished
prepared
prescribed
prioritized
processed
procured
produced
programmed
projected
promoted
publicized
purchased

queried
questioned

raised
rated
realized
recommended
reconciled
recorded
recruited
rectified
reduced(losses)
refined
referred
reformed
regarded
regulated
rehabilitated
reinforced
rejuvenated
related
relieved
remedied
remodeled
repaired
reported
represented
researched
reserved
resolved(problems)
restored
retrieved
revamped
reviewed
revised
revitalized
revived

sanctioned
satisfied
scheduled
screened
scrutinized
secured
served
setgoals
settled
shaped
smoothed
solicited
solved
sought
spearheaded
specified
spoke
stimulated
streamlined
strengthened
studied
submitted
substantiated
suggested
summarized
supervised
supplemented
surveyed
sustained
synthesized
systematized

tabulated
tailored
traced
trained
transacted
transformed
translated
transmitted

updated
upgraded

validated
valued
verified
visualized

wrote
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Address
City, ST Zip Code
Date

Name
Title
Company/OrganizationName
Address
City, ST Zip Code

Opening Paragraph:
What is your intent in writing this letter? What position are you 
applying for and how did you learn about it?
Briefly introduce yourself, your major, and the degree anticipated. 
If you are aware of a specific opening, refer to it. If you are not 
aware of a specific position, state your area of interest. This  
paragraph can also be used to refer to the individual who  
recommended that you contact the organization, or other factors 
that prompted you to write. If possible, convey why you are  
interested in the organization and anything you know about their 
product or service.

Second Paragraph:
What are your qualifications? Why do you want to work for this 
organization? What would you enjoy doing for them? Sell yourself and be brief. Whet the employer’s  
appetite so that he/she will want to read your resume and schedule an interview.
Describehighlightsfromyourbackgroundthatwouldbeofgreatestinteresttotheorganization.Focuson
skills, activities, accomplishments, and past experience you can contribute to the organization and its work. 
Ifpossible,demonstratethatyouknowsomethingabouttheorganizationandindustry/field.Useaction
verbs that describe relevant skills and expertise you can contribute. Mention specific knowledge you may 
have such as computer applications, foreign languages, lab techniques, writing and editing capabilities. 
Youareattemptingtocreateamatchor“notionoffit”betweentheemployer’shiringneedsandyour 
interests, experience, and skills.

Third Paragraph:
What is your plan of action? Do you want to follow up with a phone call or do you want them to contact 
you?
Close your letter by stating that you would like to discuss employment opportunities or other information 
with the individual and that you will call to follow up on your letter. This demonstrates your initiative and 
follow-through and will help you maintain some control of your efforts.

Other points that can be made in the last paragraph:
• Expressyourwillingnesstoprovideadditionalinformation
• Stateaspecifictimewhenyouwillfollowupbyphoneore-mail
• Letthemknowifandwhenyouaregoingtovisittheirarea
• Thankthepersonreceivingyourletterfortheirtimeandinterest

Most importantly, remember to address the cover letter to a person. If you do not have a name, call the 
department or human resources to find out to whom your letter should be addressed. As a last resort, 
address your letter to the personnel manager, hiring manager, or recruiting representative.

COVER LETTERS

Thecoverletterprovidesyouwithanopportunitytointroduceyourselfandstateyourobjective,personalizeyour
resume,andhighlightinformationthataddressestheneedsandinterestsoftheemployer.Bearinmindthatletters
youwritenotonlyconveyyourinterestandqualifications,butalsogivetheemployeranopportunitytoobserveyour
attentivenesstodetail,spelling,grammar,andtheoverallqualityofyourwrittencommunication.Flawsinyourletters
willoftenbeinterpretedasflawsinyourqualifications.

• Resumesareonlyasgoodas
theletteraccompanyingthem.So
makesurethatyouspendsome
timeonyourletteranddirectitto
theappropriateperson.

• Whatyouwriteandhowyouwrite
ittellspotentialemployersagreat
dealaboutyourprofessionalism,
competence,andpersonality.

• Inajobsearchaimedatbusiness
andprofessionalcircles,proper
procedures and communication 
etiquetteareimportant.

• Acoverlettershouldenticean
employertowanttotakeaction
onyourresume.Itshould 
persuadetheemployertoinvite
youforajobinterview.
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TIPS FOR CREATING AN EFFECTIVE 

COVER LETTER

• Collectyourthoughts.Yourideasmaynotcomeoutlogicallyor
sequentially,butwritethemdown.Don’tjudgeandevaluate, 
simplycollectthem.

• Spendtimeonyourletter.Astheadagegoes,“Withpart-time
effort,yougetpart-timeresults.”

• Writeadraft,letitcooloffovernight,andthenrewriteif 
necessary.

• Useastrongclose,e.g.,“Afteryouhavehadanopportunityto
reviewthisletter,Iwillcallyou...”Avoidweakendingssuchas“I
lookforwardtoyourreply”or“Pleasecallmeatyourearliest 
convenience.”

• Limityourlettertoonepage;aletterisanopportunitytosell,so
saysomethingaboutyou,whilealsofocusingontheneedsofthe
employer.Writethewayyoutalk.Itshouldbewell-worded, 
concise,andcontrolledintheuseofthepronoun“I”.

• Whileageneralcoverlettercanbeused,bestresultscome 
frompersonalizingeachlettertofitthespecificcircumstances,
position,ororganization.

• Askforopinions,advice,andfeedbackfromfriends,acounselor,
orsomeoneintheprofession.Checkspellingandgrammar.

• Avoidcluttereddesktoppublishing.Businesslettersshouldlook
conservative.Ifyouwanttobecreative,dosoinyourchoiceof
words.Ifshouldbeaestheticallyappealingwithcarefulattention
tospacingandformat.Useletter-qualityprinterpaperor 
high-qualitybondpaper.Stickwithwhite,ivory,oroff-white.

• Remembertosignitpersonallyandincludeyourtelephone 
numberandemailaddress.

• Don’tusesomeoneelse’sletterandifyouareusingthesame 
letterforseveralcompanies,remembertochangethenamein
thebodyofyourletter.

• Deviseasystemtokeeptrackofthefollow-upstepsyouwilltake
andtheresponsesyoureceive.Moststudentshavefoundthat
bindersorfilefoldersfororganizingthejobsearchandits 
correspondenceareessential.

• Follow-up,follow-up.Peoplewillcallyou,butyou’llimproveyour
oddsdramaticallyifyoufollowupyourletterswithaphonecall.

• Don’tmarkletters“personalandconfidential”unlessthereisa
solidreasonwhyasecretaryoranadministrativeassistantcan’t
openthem.Ifyourletterispersuasiveenough,itwillgetthrough.

COVER LETTERS ONLINE

Moreandmorejobseekersareaskedtosendtheirresumesand
coverlettersonline.Theselettersareabouthalfthelengthofaregular
coverletter.Itisimportanttomentioninyourletterhowyoufoundout
abouttheposition,whatyouarelookingfor,andwhatyouhaveto
offer.Youmightalsomentionafewkeywordstheorganizationmight
wanttohear.Mostimportantly,besuccinct.Mostexpertsrecommend
thatyoucomposeyourcoverletteroff-linefirstbeforeimportingitinto
anoutgoinge-mailmessage.

CDC RESOURCES

Publications with additional information available at the CDC  

website and Career Resource Library:

• ResumesandCoverLettersforMaster’sLevelStudents
• CurriculumVitaeandCoverLetters(foracademicjobsearchers)
• TeachingK-12

Additional Resources:

• BinderofSampleResumesandCoverLettersthatcontains 
copiesofactualcoverletterswrittenbyStanfordstudentsand
identifiedbyCDCcounselorsasespeciallywellwritten.

Books available at the Career Resource Center:

• CoverLettersthatKnock‘emDead,Yate
• CoverLettersThatWillGetYoutheJobYouWant,Wynett
• CoverLetterMagic:TradeSecretsofProfessionalResume

Writers,BendowandKursmark
• DynamicCoverLettersforNewGraduates,Hansen
• DynamiteCoverLetters,KrannichandKrannich
• 201DynamiteJobSearchLetters,Krannich
• 201KillerCoverletters(withCD-Romed.),Podestaand 

Paxton
• FindingaJobontheInternet,GlossbrennerandGlossbrenner
• HookUp,GetHired,Kennedy
• TheEverythingCoverLetterBook,Graber
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