Writing Your Résumé

What Is a Résumé?

Your résumé is a concise and logically organized statement that advertises you, the candidate, to a potential employer. It is your chance to present why you would be the perfect person for a given position. Human resources managers receive many résumés and will spend an average of 25 seconds scanning each one to determine if a person deserves further consideration. Your résumé should stand out and say to a potential employer that you are a person worth pursuing—you deserve an interview! Do not include anything that could eliminate your résumé before you have a chance to interview.

A well-written résumé reflects you as an individual and presents you as a capable, confident, and valuable potential employee or graduate student. 

What is in a résumé?

Your résumé should contain information that identifies you and gives details of your educational background and training, including honors; activities and awards, and work experience, whether it be full- or part-time, paid, or volunteer. You may want to include a career objective that is specific to the job you are seeking.

What else?
Be sure to start off with your legal name, address, telephone number, and e-mail address. Your name should be consistent with the one that will appear on other supporting documents such as transcripts. If your address is temporary, list a permanent address and phone number where someone will know how to contact you. If you have an answering machine picking up calls while you are searching for a position, make sure the message is business-like. Offensive, irritating, or cute messages will put off human resources managers. 

Do not include personal information about your marital status, age, family, health, weight, height, hobbies, and religious or ethnic background. This kind of information is irrelevant to your qualifications as an employee and should not appear on your résumé. There are also federal and state guidelines prohibiting employers from asking you questions related to these items.

Education
This section should be listed in reverse chronological order. Start with your most recent degree and work backwards. If your degree has not yet been awarded, state “in progress”. Be sure to include the name and location of universities or colleges attended, field of study, degree(s) earned, or degrees in progress. Note: Some people prefer not to list dates of graduation because this can imply your age and experience level. Any certifications you have earned should be included here. This section can also include any special educational training or institutes you attended such as a summer language institute or specialized art training. 
Employment Background
Human resources managers want to know about your dependability and responsibility. For potential teachers, they will be seeking hints about leadership potential in addition to your teaching experience. For potential art-related jobs, they will be seeking innovation Include all work in your résumé unless there is a reason that suggests otherwise. While being a door greeter at Wal-Mart might not directly relate to being a high school art teacher or designing cars in Detroit, it does allow potential employers to see that you have held jobs where you worked with a diverse public. 
For Potential Teachers 
Include under employment your student teaching experience, field experiences, substitute teaching, and practicum. The teaching experience can be full- or part-time, paid, or volunteer. Don’t forget to include experience working with children, for example, summer camp instructor, involvement in programs such as NAU Saturday Studio for Kids, Scout troop leader, and informal teaching situations such as work at the Coconino Center for the Arts or day care. Include pertinent details about the experience beyond the routine responsibilities. Did you assist in tutoring, have contact with parents, work with students on special projects or activities, assist with computer records, or help sponsor a student club? This information lets the human resources manager know that you are capable, flexible, and willing to take on a variety of tasks in the school.

Career Objective
Stated objectives can be very useful if they are specific to the job for which you are applying. For example:

· To obtain an art teaching position at Midway Park Elementary

· To obtain the position of graphics designer for Metro Art Providers

Do not be generic such as “Elementary teacher” or “Graphics designer”.

Additional Information 
Other information that you can share with future employers will give human resources managers a good idea of how well rounded you are and indicate to them your special areas of expertise. Here is a partial list of categories to consider: 
· Honors and Awards

· Language Competencies

· Community Involvement

· Computer Skills

· Leadership Activities

· Professional Memberships

· College Activities (e.g., club memberships)

· Travel or Study Abroad

· Scholarships

References
Most human resources managers prefer to have 3-5 references. Include names, addresses, phone numbers, and e-mail if requested. No need to add “References available upon request”. This is assumed.

Put it Together

Don’t be overwhelmed by the amount of information you should and could include in your résumé. 

1. Start by collecting your material and ideas. Don’t worry about the order or categories at first. Just start by getting it all down on paper. 

2. Select the categories or headings you want to use.  Here are some examples to consider:
· Career Objective 

· Position Desired 

· Education 

· Educational Background 

· Academic Training 

· Certification 

· Endorsements 

· Areas of Experience 

· Areas of Expertise 

· Student Teaching Experience 

· Teaching Experience 

· Coaching Experience 

· Professional Background 

· Employment 

· Additional Experience 

· Related Activities 

· Volunteer Activities 

· Community and Other Activities 

· College Activities 

· Honors and Awards 

· College Distinctions 

· Professional Affiliations 

· Professional Memberships 

· Conferences Attended 

· Presentations 

· Interests 

· Special Skills 

· Credentials 

· References 

     3. Choose a format for your résumé and write a rough draft. 

Résumé Formats
Your goal in formatting is to emphasize your strengths, experiences, and skills. Generally, this can be done in one of several ways: organizing your information chronologically, organizing it functionally, or a combination of the two.

Chronological: emphasize your position titles and dates of employment. It will list your skills and responsibilities or accomplishments under each position. 
Functional: emphasize your skills and abilities and to de-emphasize your specific positions and dates of employment. It will list your accomplishments and skills that are applicable to your stated career objective or position desired statement. 

Combination: combines the above two to create a résumé that emphasizes dates and titles as well as skills and accomplishments. 
4. Choose your words carefully and avoid jargon and acronyms that would be unfamiliar to anyone outside of your field. Use action words and avoid lengthy, awkward sentences. Be straightforward, short, and to the point. 

Other Hints

Your résumé is an advertisement of what is to come; it’s a teaser for your prospective employer. It is not an autobiography. Don’t duplicate information that will be in your transcript. Space on your résumé is valuable, and you should only include those items human resource managers will need to gauge your abilities and skills as a professional. One page is wonderful, two pages okay, three or more is the kiss of death.

Edit and Proof
Your résumé is an example of your writing ability, and if it has errors, you are sending a bad message to an employer. Human resources managers may assume that your work, like your résumé, tends to be careless and needs to be checked constantly. Use your computer’s spell-checker, but don’t count on it to find misplaced or misused words. Have someone else read your résumé for content, consistency, grammar and flow.

Draft, revise, edit, and proofread. If you do all this and take the editing and proofreading seriously, you will have a final product that presents a great impression.

Lay Out

When finalizing your résumé, use an attractive layout with ample margins. No fancy , cute, or clever fonts. Use Times New Roman or Arial; 11 or 12 pitch. Leave some white space by not crowding too much information into the résumé. If possible, use a laser printer for the best quality. Make copies on good quality (20-pound bond) white or off-white paper. Gray or cream-colored paper is acceptable, but white is better. Matching envelopes make a good impression. 

From:

Campus Recruiting and Job Search Manual, Purdue University http://purdue.placementmanual.com/education/education-03.html

