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M . Don’t write in paragraphs
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Don’t submit without a Cover letter

Don’t include everything you've ever done

that show transferrable skills for the job

Don'’t depend on position titles to
convey what you have contributed

Don’t include personal information

Center for Career &
Professional Development



WHAT TO INCLUDE IN A RESUME

CONTACT EXPERIENCE
INFORMATION * Include company or

Include your name, address organization name,

(optional), cellphone number, city .a.nd state location,
and e-mail address in the position title, and dates of

header. URLs like your Linkedin ~ involvement.

profile or digital portfolio * Include fulltime, part-
address can also be included time, summer, volunteer,
with your contact information. internships, and other
active learning projects
EDUCATION in reverse chronological
List your graduate and order.
undergraduate studies in * Use verbs to describe
reverse chronological order. what you contributed and

focus on the functions
that you performed. When
received or pursuing, major, appr‘opr‘late, quantify your

. . duties (e.g. Exceeded sales
minor, and graduation date.

' guota by at least 60%
* Include GPA only if 3.0 or each month).

higher.

¢ Include name and location
of the institution, degree

* Including high school or
transfer schools is not
necessary.
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