About Resumes

Why a Resume?
To market your education, skills, and work history and provide a persuasive statement about why you are a good fit for the role you are seeking.


Types of Resumes
	Functional
1. For a student seeking a new career or an experienced  worker changing careers seeking an entry-level position in the new industry.
2. Focus is on future potential.

3. Portrays you as educated, competent and skilled with potential to succeed in the position you are applying for.
4. Conveys that you can carry out the duties required by the job.

5. Resume Sections: (eliminate sections for which you have no entry)
· Name and Contact Information
· Career Profile of Education and Skills (Examples)
· Bulleted List of Hard Skills
· Educational Background (include relevant coursework)
· Additional Training and Certifications
· Relevant Work Experience
· Relevant Class or Research Projects
· Relevant Volunteer Service
· Recognitions
· Professional Affiliations, Clubs and Organizations
· Other Work History
· References Table
	Chronological
1. For an accomplished professional who seeks a higher position in their current industry.


2. Focus is on experience

3. Provides a list of work history and accomplishments in reverse chronological order.

4. Shows growth; tells the story of where you started, how you advanced and what you are working toward.

5. Resume Sections: (eliminate sections for which you have no entry)
· Name and Contact Information
· Objective Statement
· Educational Background
· Work Experience (in reverse chronological order)
· Additional Training and Certifications
· Other Skills
· Recognitions
· References Table


Which Format is the Best Fit?
As a college student looking to begin or change into a new career, you will want to use the Function Resume Format. Once you have work experience in your field, then you will want to move into a chronological format.

One-Page Resume
Employers will only look at your resume briefly and will look at the top 25 to 50% of the document before deciding if they want to continue reading. Ensure that your most valuable information is found on the top half of your one-page resume.

In general,
· Create your resume on MS Word.
· Follow the layout/format on the following page using the TAB key, this is not a template (to allow for easy editing later).
· If you do not have an entry for one of the sections, eliminate the entire section.
· If you do not know how to do something while following the format below, Google.

Resume formatting,
· Use the TAB key to easily assist in formatting your resume. Video
· Font size for your name can be up to 14-point font, the rest of your resume should be a 10- or 11-point font.
· Ensure your margins are between .3 and 1 inch. Video
· Ensure that your entire document is single-line spaced, except between sections, which are double-line spaced Video

Name
Phone Number with area code Personal email address; College email address

CAREER PROFILE	A short (only 2-4 sentences) introductory paragraph that highlights your most
relevant education, skills, experience, and achievements, giving a quick overview of why you are qualified for this job/internship using quantifiable measures. (Google examples; the employer will not be interested in your background that is not related directly to the job/internship)
SKILLS	Computer:
Technology:
Other Equipment:
EDUCATION
Month/Year to present	College name Major:
Expected graduation or transfer from Alamo Colleges: Total hours attained:	GPA:
Relevant coursework:
· vertically, list college courses (write out the title, do not include course number)
· you have completed
· and are currently taking that are
· relevant to your field of study
ADDITIONAL TRAINING or CERTIFICATIONS current first, work backwards
Year	enter
Year	enter
REVELVANT WORK most current first, work backwards
Month/Year-to-Month/Year	enter job title; enter name of employer; City, State
enter primary responsibilities
RELEVANT CLASS or RESEARCH PROJECT (to highlight application of classroom learning of concepts or technologies)
Year	Course name:
Name of the project:
Project objective:
Concepts or technologies used:
Final deliverable:
Project link (if available, create a link to the final deliverable):
RELEVANT VOLUNTEER EXPERIENCE most current first, work backwards
Month/Year-to-Month/Year	enter your role/title; enter name of organization; City, State
enter primary responsibilities
LEADERSHIP, RECOGNITIONS and COMMUNITY SERVICE most current first, work backwards
Year	enter
Year	enter
PROFESSIONAL AFFILIATIONS, CLUBS and ORGANIZATIONS current first, work backwards
Year	enter
Year	enter
OTHER WORK EXPERIENCE most current first, work backwards
Month/Year-to-Month/Year	enter job title; enter name of employer; City, State
enter primary responsibilities
REFERENCES—family members cannot be listed as references
	Name
	Title
	Organization
	Relationship
	Email Address

	
	
	
	
	

	
	
	
	
	



