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A resume serves as a  summary of your skills, 
 qu ali! cations, and experiences as they relate to  
the type of job you are seeking. It is used when  
applying for jobs, internships, or some graduate  
and professional schools. The primary purpose of  
a resume is to secure an interview, giving you the  
opportunity to sell your strengths and abilities to  
prospective employers in person.

Your resume serves as an advertisement about 
you by providing prospective employers with their 
! r st impression of you. Because your resume is
your chief marketing tool in the job search process, 
it should be well-organized and highlight your 
skills, experiences, educational background, and 
accomplishments.

The following sections explain different resume  
features and formats that will help you develop  
a resume unique to your own experiences and 
background. 

Resume Content
The key to writing a strong resume is to highli ght
the areas of your background that demonstrat e 
your skills and abilities as they relate to the 
position or opportunity for which you are appl ying. 
There is no such thing as a “standard” r esume 
format; the categories you include on your 
resume depend on the information you wish to  
emphasize.  

Identifying Inf ormation
Your name, mailing address, telephone number , 
and e-mail address should always be at the top 
of your resume. If you are still in school while  
you are sending resumes to potential employers,  
include both your permanent contact information 
and your college contact information.

Objective
Your o bjective sets the tone for your resume and 
informs the employer of the position you are  
seeking. It may include a job title, a description  
of activities you wish to perform, the type of  
organization you wish to join, a special interes t you 
have in a particular ! eld, or your go als. You may 
omit the objective from your resume if you are 
unsure about the type of work you are seeking or 
you are applying for a variety of positions within 
the company. In this case, state your objective in 
a cover letter rather than your resume. Here are 
some example objectives:

To obtain a challenging entry-level position 
as a programmer or analyst that will allow 
me to use my knowledge of the information 
systems ! eld 
Seeking a position in a foreign relations 
! e ld that will utilize my knowledge and 
background in political science and Russian 
language and culture
To acquire a ! nancial trainee position with a 
dynamic banking organization that will allow 
me to use my analytical skills, language 
skills, and multinational experiences 

If you interested in several different careers, and 
you are applying for several positions that are 
unrelated, you should develop multiple resumes, 
each with a different job objective. 

§

§

§

Preparing You r Resume

Attend a resume writing workshop 

or call (540) 568-6555 to schedule a  

30-minute appointment with a career  

advisor. Visit http://www.jmu.edu/

cap for dates, times and additional 

resources.  
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Education
Include all colleges and universities from which 
you have earned a degree. List the institutions in 
reverse chronological order with your most recent 
school ! rst. As a junior or senior, you usually do 
not include your high school, unless you were  
involved in a unique experience relevant to your  
job search. Include the name and location of your 
college, type and date of degree earned, and major 
and minor. You may include your cumulative  
GPA and major GPA, especially if it is an asset 
to your application. If it is relevant, include any 
special training you have received that supports 
your objective.

Honors
Provide information about any honors you have  
received such as scholarships, Dean’s List,  
President’s List, and memberships in honor  
societies. Include the dates you received these  
honors. If you have less than three honors  
entries, list them under the education heading. 

Related Coursework
You may list appropriate college coursework in 
your resume if  you are applying for a position  
that is unrelated to your major or the coursework 
is unique or specialized in the career ! eld. For 
example, if you apply for a technical writing 
position but you majored in biology, it would be  
advantageous to list some of the writing courses  
you have taken to highlight your skills. For most  
cases, we recommend that you omit major-
related coursework from your resume.

Experience
Summarize your experiences by highlighting  
those that best reveal your skills and abilities  
and are related to the type of job you are seeking. 
Include the title of your position, the name of the  
organization, location (city and state), and the  
dates you worked at the organization. Include  
paid positions, volunteer work, internships, and  
student organization involvement. If you have  
several experiences that are directly related to 
the type of job you are seeking, you may list  
them under a separate category called “Related  
Experiences.” Remember to be brief and use  
strong action verbs in the past tense to indicate  
your responsibilities and accomplishments (see  
Table 1 on page 13 for a list of useful action verbs).  

Activities
This section of your resume highlights the col lege 
and professional organizations and clubs in  
which you participated. Include the name of the 
organization, any of! ces you held, and the dat es 
you were a member. Include a brief descripti on of 
your activities if these are relevant to the posit ion 
for which you are applying.

Skills
Information about special skills relevant to your  
job objective, such as computer or language  
pro! ciency, can enhance your resume. You c an 
include this information in a separate categor y or 
as part of other sections on your resume. 

Other Categories
Be creative and do not feel you have to limit the 
content of your resume to the categories liste d 
above. If you have special information that  
supports your application, create a place for it. 

References
References are best presented on a separate page.
Before listing someone as a reference, you 
must  seek his or her permission ! rst, so that  
the person is aware that he or she might be  
contacted. Think of faculty and employers wh o 
know you and your work well a nd will give you 
a positive recommendation. You need only state 
on your resume, “References will be available on 
request.” On the reference sheet, include names, 
titles, addresses, phone numbers, and e-mails 
for each reference. You should also include your 
relationship to the r eference, such as “Supervis or 
for two years” or “Professor for three classes.”  
Include the same name and address heading 
from your resume on your reference sheet so the 
documents match in style.

Personal Data

Personal data such as race, sex, height, and  
marital status should not be included on your  
resume. It is illegal in some states for employe rs 
to request this information and, more importantly, 
such data has nothing to do with your skills  
and quali! cations. Some people do provide this  
information on their resume when applying fo r 
positions, such as " ight attendant, where the  
information is pertinent.
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accomplished  
achieved 
acknowledged 
acted  
adapted 
adjusted
administered  
advertised 
advised  
affected 
analyzed 
answered
anticipated  
applied  
approached  
approved 
arranged 
assembled
asserted  
assessed 
assigned  
assisted 
attained 
attended
audited  
authored 
budgeted  
built  
cataloged 
chaired
charted  
clari! ed 
classi! ed  
collaborated 
collected 
communicated
compared  
computed 
conceived  
conceptualized 
conciliated 
conducted
confronted 

consulted 
contracted  
controlled 
convinced 
cooperated
coordinated  
corresponded 
counseled  
created 
critiqued 
decided
decorated  
de! ned  
delegated  
delivered 
designed 
detailed
detected  
determined 
developed  
devised 
directed 
dispensed
displayed  
disproved 
drafted  
drew up 
edited 
educated
effected  
eliminated 
encouraged  
endured 
enlisted 
entertained
established  
estimated 
evaluated  
examined 
exchanged 
executed 
expanded 
expedited  

experienced 
explained 
explored 
facilitated
familiarized  
followed 
formulated 
found 
founded 
generated
governed  
guided  
handled 
hired 
implemented 
improved
increased  
in" uenced 
informed 
initiated 
innovated 
inspected
installed  
instituted 
instructed 
integrated 
interpreted 
interviewed
invented  
investigated 
learned 
lectured
led 
listened
logged   
made  
maintained 
managed 
manipulated 
marketed
maximized  
mediated 
merchandised 

met 
minimized 
moderated
modi! ed  
monitored 
motivated 
negotiated 
obtained 
operated
organized  
originated 
oversaw 
participated 
perceived 
performed
persuaded  
planned 
prepared 
presented 
preserved 
presided
printed  
processed 
produced 
promoted 
proofread 
proposed
protected  
provided 
publicized 
purchased 
quoted 
raised
ran   
read  
realized 
received 
recommended 
reconciled
recorded  
recruited 
recti! ed 
redesigned 

reduced 
related
remodeled  
rendered 
renewed 
repaired 
reported 
represented
researched  
reserved 
resolved 
reviewed 
revised 
scanned
scheduled  
screened 
selected 
served 
sketched 
sold
solved   
spoke  
staffed 
standardized 
stimulated 
studied
summarized  
supervised 
supplied 
surveyed 
synthesized 
systematized
talked   
taught  
tested 
trained 
translated 
transmitted
traveled  
treated  
updated 
upgraded 
utilized

Table 1. Action Verbs
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Resume Formats
Print resumes can be formatted in three styles: 
chronological, functional, and combination. The 
type of format you use depends on your skills and 
background and the type of work you are seeking.

Chronological Resume Format
A chronological resume emphasizes your work 
and experiences and organizes your information  
around dates. Chronological resumes are easy 
to follow because they highlight career growth  
and the names of employers. You should use the  
chronological format when your work or activity  
experience is strong and relevant to your job 
objective, when previous job titles are impressive  
and job history shows growth, and when you 
want to emphasize your accomplishments. This  
format, unfortunately, does not ensure that  
your skills are highlighted and may show gaps  
in your career path. List jobs or experiences in  
reverse chronological order with your most recent  
position !  rs t (see Figure 2 on page 16 for a sample 
chronological resume).

Functional Resume Format
A functional resume organizes information under 
functional headings that highlight your major 
areas of accomplishment or strength. Experiences 
and skills are organized to support your job 
objective and are not bound by employment  
dates. Titles and work history are de-emphasized. 
You may draw upon all sources of experience 
(employment, volunteer work, college activities, 
and coursework) to describe your skills. Since the 
functional resume emphasizes capabilities and 
skills, it can be useful when you want to enter a 
different career ! eld or illustrate your transferable 
skills. Although the functional resume takes  
longer to prepare, it can be more effective than the  
chronological format if your work experiences have  
been limited or you wish to focus on special skills  
and abilities (see Table 2 on page 15 for examples  
of functional resume headings and Figure 3 on  
page 17 for a sample functional resume).

Combination Resume Format
A combination resume includes aspects of both 
chronological and functional formats. Work 
history and skills are emphasized equally. This  
format allows you to include a section about prior 
work experiences and a section on your functional 
and transferable skills (see Figure 4 on page 18 
for a sample combination resume).  

General Resume Writing Guidelines
The following tips should help you write your 
resume.

Be brief; a one-page resume is adequate. 
Use two pages only if you have had extensive 
relevant experience and a longer resume 
is acceptable within the industry you are 
applying.
Use strong action verbs to describe your 
accomplishments (se e Table 1 on page 13 for 
a list of possible verbs).
If you are using the functional format, 
indicate sections using functional headings 
to make locating information easier (s ee 
Table 2 on page 15 for examples of functional  
resume headings).
Emphasize your quali! cations, leadership 
abilities, skills, and successes. State all 
information positively and relate your skills 
and background to the job you are seeking.
Give speci! c examples of your 
accomplishments. Quantify them when 
possible to strengthen the impact of your 
message; for example, “supervised 12 
employees” or “managed a $2,500 budget.”
Use consistent formatting and verb tense.
Proofread for misspelled words and 
grammatical errors.
Use matching paper for your cover letter and 
resume. Traditional paper choices are white, 
off-white, or ivory.

For resume samples, see pages 16 –18 or visit 
htt p:/ /www .jm u.e du/ cap /re sum es_cov er.

§

§

§

§

§

§
§

§
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Accounting  

Administrative  

Advertising  

Athletic 

Chemistry 

Clinical

Communication 

Community Affairs 

Computing  

Counseling 

Creativity   

Design  

Drafting  

Editing 

Employment  

Engineering 

Field Work  

Finance 

Fund Raising  

Graphic Design  

Health care  

Human Resources       

Human Services  

Inspecting 

Instruction  

International 

Interpersonal  

Interviewing

Investigation  

Laboratory   

Layout

Leadership  

Legal

Management  

Market Research 

Marketing  

Medicine 

Organization  

Planning

Practicum

Presentations  

Printing 

Problem Solving 

Production  

Programming 

Promotion  

Public Relations

Public Speaking 

Publicity

Purchasing  

Real Estate

Research  

Retailing 

Scheduling  

Security 

Social Work

Supervision  

Teaching 

Technical  

Testing

Training  

Writing

Table 2. Functional Resume Headings Portfolios
In addition to resumes and cover letters, you  
may choose to create a portfolio for your job or 
internship search. A portfolio is another way 
that you can convey important information to  
employers. Typically, a portfolio is used during 
the interview to demonstrate examples of wor k 
you have done.

Portfolios are commonly used by students  
interested in careers in communication, 
education, technology, or the arts; however,  
anyone can assemble a portfolio for a job search.  
The information included in a portfolio differ s 
based on the industry in which you are applying. 
The format, whether online, electronic, or printed,  
also varies by industry and personal preference. 
For more information on assembling a portfolio, 
consult related books in the Resource  Center, 
located in 303 Wilson Hall, such as:

Designing a Digital Portfolio  by Cynthia Baron 
Portfolio Power: The New Way to Showcase 
All Your Job Skills and Experiences  by Martin 
Kimeldorf 
The Career Portfolio Workbook: Using the  
Newest Tool in Your Job-Hunting Arsenal  
by Frank Satterthwaite and Gary D’Orsi  
Photo Portfolio Success  by John Kaplan  
The Graphic Designer’s Guide to Portfolio 
Design  by Debbie Rose Myers 

§
§

§

§
§
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Figure 2. One Resume Four Different Ways: Chronological Resume Format

                                            James Madison
                                                                  madisonjm@jmu.edu
Permanent Address                    School Address
125 Shell Lane                    (until May 30, 2007)
Spring! eld VA 22153-1838                                                                                     JMU Box 6949
(703) 555-5555                                                        Harrisonburg VA 22807
                                 (540) 555-1212

OBJECTIVE

To obtain a position in the ! eld of event planning. 

EDUCATION

James Madison University,  Harrisonburg, Virginia, May 2007 
Bachelor of Arts: Philosophy and Religion,  Cumulative GPA: 3.65/4.0
Honors: Dean’s List – 4 semesters

EXPERIENCE

Hall Director,  Of! ce of Residence Life, James Madison University,        May 2006–Present
Interviewed and selected a staff of 6 Residence Hall Advisors
Supervised residence hall operations including a staff of RAs and 220 ! rst year students
Advised the governing body of a residence hall
Maintained a budget of over $1,000 for programming large events and all hall socials

Special Events Director,  Up ‘til Dawn, James Madison University,        April 2006–Present
Planned and coordinated major fund-raising events on JMU’s campus
Aided in raising over $60,000 for St. Jude Children’s Research Hospital 
Coordinated events including letter-writing parties, Childhood Cancer Awareness Week, and 
a ! nale event with approximately 300 participants

Resident Advisor , Of! ce of Residence Life, James Madison University,             August 2004–May 2006
Co-advised the governing body of a residence hall
Advised and counseled 70 co-ed residents
Organized and planned 28 hall activities

Executive Director,  Up ‘til Dawn, James Madison University,      April 2004–April 2005
Served as the student director for a major fund-raising organization 
Organized and planned a 12-hour event to celebrate the organization’s accomplishments
Advised a staff of 11 fellow students who comprised the Executive Board

Program Manager, St. Bernadette Summer Drop-In,               May 2005–August 2005
Planned and executed an 8-week summer program for junior high and high school students
Planned daily activities and weekly excursions to various entertainment facilities; the climax of 
the summer was a day-long excursion to New York City with 54 students 

UNIVERSITY SERVICE

Senior Class Council Representative, August 2006–Present
Core Committee for VACUHO RA Conference, August 2006–Present
Resident Advisor and Hall Director, August 2005–May 2006
SHAPE Representative, August 2003–May 2004

§
§

§
§
§
§

§
§
§

§
§
§

§
§
§

§
§
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Figure 3. One Resume Four Different Ways: Functional Resume Format

James M. Madison      
Current Address: JMU Box 6949 • Harrisonburg, VA 22807 (until May 30, 2007)
Permanent Address: 125 Shell Lane • Spring! eld, VA 22153-1838
E-mail Address: madisonjm@jmu.edu     Phone: (540) 555-1212

EDUCATION
James Madison University,  Harrisonburg, VA, May 2007 
Bachelor of Arts: Philosophy and Religion , Cumulative GPA: 3.65/4.0

QUALIFICATIONS
Supervision and Leadership Experience

Supervised residence hall operations, a staff of 15 RAs, and 220 ! rst year students
Served as the student director for a major fund-raising organization 
Counseled and advised 70 male and female residents
Advised a staff of 11 students who comprised the Executive Board
Interviewed and selected a staff of 6 residence hall advisors
Advised and mentored a residence hall governing body

Organizational and Planning Experience
Maintained a budget of over $1,000 for programming large events and all hall socials
Coordinated and created major fund-raising events on JMU’s campus
Organized and planned 28 hall activities
Aided in raising over $60,000 for St. Jude Children’s Research Hospital
Designed and executed an 8-week summer program for junior high and high school students 
Planned daily activities and weekly excursions to various entertainment facilities; the climax 
of the summer was a day-long excursion to New York City with 54 students 
Planned the following events: letter-writing parties, Childhood Cancer Awareness 
Week, and a ! nale event with approximately 300 participants

SPECIAL SKILLS
Knowledge of Microsoft Of! ce Suite (including Access and PowerPoint) and MacWrite software
Excellent writing and oral communication skills
Conversational " uency in Spanish

WORK EXPERIENCE
Hall Director, Of! ce of Residence Life, James Madison University, May 2006–Present
Special Events Director, Up ‘til Dawn, James Madison University, April 2006–Present
Resident Advisor, Of! ce of Residence Life, James Madison University, August 2004–May 2006
Executive Director, Up ‘til Dawn, James Madison University, April 2004–April 2005
Program Manager, St. Bernadette Summer Drop-In, May 2005–August 2005

UNIVERSITY SERVICE
Senior Class Council Representative, August 2006–Present
Core Committee for VACUHO RA Conference, August 2006–Present
Resident Advisor and Hall Director, August 2005–May 2006
SHAPE Representative, August 2003–May 2004

§
§
§
§
§
§

§
§
§
§
§
§

§

§
§
§

§
§
§
§
§

§
§
§
§
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Figure 4. One Resume Four Different Ways: Combination Resume Format 

                                            James M. Madison      
                   JMU Box 6949 • Harrisonburg, VA 22807 • madisonjm@jmu.edu • (540) 555-1212

Objective          To acquire a position utilizing my organizational, leadership, and supervisory skills in 
                         the ! eld of event planning and coordinating.

Education         James Madison University, Harrisonburg, VA
             Bachelor of Arts, May 2007
             Major:  Philosophy and Religion, Cumulative GPA:  3.65/4.0

Related 
Experience
                         Special Events Director,  Up ‘til Dawn, James Madison University, April 2006–Present

Coordinated and created major fund-raising events on JMU’s campus
Aided in raising over $60,000 to date for St. Jude Children’s Research Hospital
Planned the following events: letter-writing parties, Childhood Cancer Awareness 
Week, and a ! nale event with approximately 300 participants

Quali! cations
             Organizational and Planning 

Maintained a budget of over $1,000 for programming large events and all hall socials
Organized and planned 28 hall activities
Organized and planned a 12-hour end-of-the-year celebration 
Designed and executed an 8-week summer program for junior high and high 
school students 
Planned daily activities and weekly excursions to various entertainment facilities; 
the ! nal event was a day-long excursion to New York City with 54 students 

  Supervision and Leadership 
Supervised residence hall operations, a staff of 15 RAs, and 220 ! rst year students
Served as the student director for a major fund-raising organization 
Counseled and advised 70 male and female residents
Advised a staff of 11 students who comprised the Executive Board
Interviewed and selected a staff of 6 residence hall advisors
Advised and mentored a residence hall governing body

Special Skills
Knowledge of Microsoft Of! ce Suite (including Access and PowerPoint) and MacWrite
Excellent written and oral communication skills
Conversational " uency in Spanish

Additional Work Experience
Hall Director, Of! ce of Residence Life, James Madison University, May 2006–Present
Resident Advisor, Of! ce of Residence Life, James Madison University, August 2004–May 2006
Executive Director, Up ‘til Dawn, James Madison University, April 2004–April 2005
Program Manager, St. Bernadette Summer Drop-In, May 2005–August 2005

University Service
Senior Class Council Representative, August 2006–Present
Core Committee for VACUHO RA Conference, August 2006–Present
Resident Advisor and Hall Director, August 2005–May 2006

§
§
§

§
§
§
§

§

§
§
§
§
§
§

§
§
§
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Scannable Resumes
The purpose of a scannable resume is to match 
employers’ needs with applicants who ful! ll those 
needs quickly and effectively. Scannable resumes 
allow employers to search a database of resumes 
using keywords , buzzwords , or descriptors  to ! nd 
matches or “hits.” A computer-friendly resume 
is one that maximizes the computer’s ability to 
read the applicant’s resume and obtain hits. It is 
a good idea to have two versions of your resume: 
a scannable version and a printed version to take 
with you to the interview (see page 20 of the guide 
for a sample scannable resume). 

Scannable Resume Content Guidelines

The following tips should help in writing effective 
scannable resume content:

Use common headings such as: Objective, 
Education, Employment, Work History, 
Positions Held, Skills, Accomplishments, 
Summary, Highlights, Summary/Highlights 
of Quali! cations, Publications, Licenses, 
Certi! cations, and Honors.
Incorporate important nouns. The scanner 
will search for descriptive words or keywords 
such as writer, B.A., accounting, manager, 
Spanish, Public Relations Society of America, 
Arlington, and Adobe Photoshop.
Use concrete words. For example, it is 
better to use “managed a team of software 
engineers” instead of  “responsible for 
managing, training...”
Use common keywords to de! ne your skills, 
experience, education, and professional 
af! liations.
Consider who your reader is before using 
industry-speci! c jargon or acronyms to 
ensure they will be understood. 
Minimize abbreviations to common ones like 
B.A. or B.S. When you use acronyms, spell 
out their full names at ! rst use.
Include speci! cs such as names of software 
programs, including word processing, 
spreadsheets, graphics design programs, and 
website editing programs.
Set the fax to “! ne mode” when faxing a 
resume to be scanned, so that the recipient 
receives a better quality print.

§

§

§

§

§

§

§

§

Scannable Resume Format Guidelines

Use any standard format —chronological, 
functional, or a combination of both. The following 
tips should help you craft your scannable resume:

Format your contact information with your 
name on  one line and your address below it as 
if you were add ressing a letter.
List multiple telephone numbers on separate 
lines.
Use capital letters for section headings.
Do not use vertical or horizontal lines, 
shading, graphics, boxes, charts, or 
columns.
Use common, non-decorative typefaces such 
as Arial, Courier, Helvetica, Palatino, or 
Times New Roman. 
Use standard type sizes between 10 and 14 
points. Avoid 10 point Times New Roman.
Do not use italics, underlining, shadows, or 
reverse (white letters on black background).
Use white space; computers use it to 
recognize when one topic has ended and 
another has begun.
Use one side of an 8½# x 11# white sheet of 
paper.
Print your ! nal version on a laser printer or 
copy it using a high-quality photocopier.
Include your name on the top of each page 
if there are multiple pages of your scannable 
resume.
Do not fold or staple your resume.

§

§

§
§

§

§

§

§

§

§

§

§
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Figure 5. One Resume Four Different Ways: Scannable Resume Format

JAMES M. MADISON
JMU Box 6949
Harrisonburg VA 22807
Phone: (540) 555-1212
E-mail: madisonjm@jmu.edu

EDUCATION

James Madison University, Harrisonburg, Virginia, May 2007 
Bachelor of Arts: Philosophy and Religion
Cumulative GPA: 3.65
Honors: Dean’s List, 4 semesters

WORK HISTORY

Hall Director, Of! ce of Residence Life, James Madison University, May 2006 - Present
Interviewed and selected a staff of 6 residence hall advisors.
Supervised residence hall operations including a staff of 6 RAs and 220 ! rst year students.
Advised the governing body of a residence hall.
Maintained budget of over $1,000 for programming large events and all hall socials.

Special Events Director, Up ‘til Dawn, James Madison University, April 2006 - Present
Planned and coordinated major fund-raising events on JMU’s campus.
Aided in raising over $60,000 to date for St. Jude Children’s Research Hospital.
Coordinated events, including letter writing parties, Childhood Cancer Awareness Week, and a ! nale event with 
approximately 300 participants.

Resident Advisor, Of! ce of Residence Life, James Madison University, August 2004 - May 2006
Co-advised the governing body of a residence hall.
Advised and counseled 70 male and female residents.
Organized and planned 28 hall activities.

Executive Director, Up ‘til Dawn, James Madison University, April 2004 - April 2005
Served as a student director for a major fund-raising organization. 
Organized and planned a 12-hour event to celebrate the organization’s accomplishments.
Advised a staff of 11 fellow students who comprised the Executive Board.

Program Manager, St. Bernadette Summer Drop-In, May 2005 - August 2005
Planned and executed an 8-week summer program for junior high and high school students.
Planned daily activities and weekly excursions to various entertainment facilities; the climax of the summer was a 
day-long excursion to New York City with 54 students. 

Senior Class Council Representative, August 2006 - Present
Core Committee for VACUHO RA Conference, August 2006 - Present
Resident Advisor and Hall Director, August 2005 - May 2006
SHAPE Representative, August 2003 - May 2004

SKILLS
Microsoft Of! ce
MacWrite
Spanish - conversational " uency


