What to Include

A good first step in creating your resume is to think about the information you
want to include. It may be a good idea to gather information about past jobs and
to brainstorm lists of skills and accomplishments before you start typing your
resume on the computer.
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Let’s take a look at what to include in each section of a resume. We’ll start with
the contact information. The contact section is very important, so it is typically at
the top. It should include a name, phone number with area code, and an address.
It can also include an e-mail address. Be sure that your voicemail or answering
machine message is professional and appropriate.

You’ll also want to be sure that any e-mail address you include is professional
and appropriate.
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Don’t use an email with your current employer unless you have permission for
personal use of that account.

If you include an email address in the contact information, be sure to check your
email regularly, to see if you received any emails from potential employers.
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The next section is often a summary or an objective.

A summary briefly describe why you would be a great fit for the job. An objective
outlines your career goals.
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The summary or objective is typically used to highlight some of the strengths you
bring as a candidate. It is also very short in length.

The work history section is next. Here, jobs are listed in reversed chronological
order with the most recent job at the top. Keep the job you’re applying for in
mind, as you decide which positions to list, and how to describe them. Try to
cover several recent years of work history, and focus on the most relevant
experiences.
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For each job, you’ll need to list the dates worked, job title, and company name.
Dates can be listed as a year without mentioning the month, but it makes sense
to include the month when the job is recent or only lasted for a short time.

Some resumes also list the city and state where the job was located.
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You’ll also list job duties or specific accomplishments. This is typically the most
detailed part of the resume, and is the most time consuming to create. That is
why brainstorming skills and accomplishments in each job is a good way to start
when creating a resume.
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Try to think of about 3 - 5 different tasks or accomplishments to write about. Each
statement should be descriptive but concise. You don’t want to repeat yourself or
include details that aren’t relevant. Try to list some unique job duties for each
position in your work history, even if jobs were very similar. You don’t want to list
the same things over and over.
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When you are writing your job duties, think about adding a lot of action verbs.
These are verbs like manages, develops, assists, completes. If it’s for a job
where you are still employed, use the present tense. If it’s a previous job you
held, use the past tense like managed, developed, assisted, or completed.

Next is the education section. Often a job will have an educational requirement,
and this section will allow you to be clear that you meet that requirement. If you
graduated high school more than a year or two ago, you wouldn’t typically list it
unless you don’t have additional education to list.
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Do list any schools you attended after high school, as well as the degree you
received.

If you are currently enrolled in a school, you can list “Currently enrolled”, instead
of listing a date. You can also mention when you expect to graduate, listing for
example, “Anticipated graduation 2014”.
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If you attended high school or college but did not graduate, you can list the dates
you attended or the number of credits you received. You can also list a GED or
certificates and licenses that you’ve earned.

If you have many special certifications in your field, you may want to create a
separate section for them.
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