
What is a Resume?
A brief summary of your qualifications, skills,
background that represents you to potential
employers.

Sections of the Resume
Answering the following questions in a persuasive way
will help you write a winning resume. The questions are
the crucial elements of the resume formula.

Who are you?
Identifying Information: Name, Current Address
and telephone number, Permanent Address and
phone number, e-mail address

What do you want?
Objective: Optional, but has the advantage of
telling the recruiter the type of position you are
seeking

Why are you qualified to do it??
Education: Names of institution, Degree received
and Major, Graduation date or projected
graduation date (relevant courses and GPA is
optional but recommended if strong selling
point)

Where have you done it? How well have you done
it?
Experience:

 Title of the position
 Name of organization and location with

city and state
 Dates of employment/involvement
 Description of responsibilities beginning

with action verbs

Additional Info/Other Possible Sections:
 Honor and Awards
 Community Service
 Interest/Activities/Hobbies
 Computer Skills

Some Suggestions:
1. Actively sell your qualifications by focusing on

accomplishments and results rather than
routine job descriptions

2. Final hiring decisions are rarely based on
resumes along; however, the resume should be a
concise, factual and positive listing of your
education, experience and accomplishments

3. Choose an appropriate format. Don’t use resume
templates that come with word processing
applications

4. Choose your words wisely. Select strong
actions verbs and use concise phrases and
clauses rather than complete sentences

5. Show your resume to someone who knows you
and who will be objective in his or her opinion

6. Always send a cover letter with specific
reference to the company’s needs and your
qualifications for the job

Remember, a resume is only a door opener. You want
a personal interview!!



Sample resume:

Check out career.berkeley.edu for additional
information!
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