
CRAFTING YOUR 
RESUME

ETBU CAREER SERVICES



What is the Purpose of a Resume

To get an Interview

“You only get one chance to make a first impression.”



What is a resume, and what is it used for?

➢A short, descriptive account of your work experience, 
education, qualifications, achievements, and special skills

➢To network at Career Fairs

➢Submit with job applications for open positions

➢Take it with you to a job interview

➢Couple with your online presence (LinkedIn profile and/or 
portfolio)



WHAT TO INCLUDE
Contact information, work experience, education, 

qualifications, achievements/other, and special skills
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CONTACT
RESUME TITLE
PROFESSIONAL SUMMARY
SKILLS & PROFICIENCIES

EDUCATION

EXPERIENCE

ORGANIZATION
MISC INFORMATION





HOW TO ARRANGE 
INFORMATION

What information needs to go where.

How to list it



HEADING / TOP OF A RESUME
➢Name and contact info should be at the top of 

the page and should be easily readable

➢Generally, personal statements, or mission 
statements, tell the company why they should 
hire you

➢This typically goes right below the name



Name is prominent on 
the page and catches 

attention

Contact information is 
towards the top of the 

page in an easy location 
with all relevant 

information. 
Including social media 

handles also might be a 
good idea

A personal mission 
statement can be 

valuable because it 
highlights your skills 
and shows why you 
would be a valuable 

employee to that 
company



BODY OF A RESUME
➢The most important information needs to be 

closer to the top 

➢Readers are busy reading resumes all day, so 
make sure they see your important information in 
the first 10-15 lines

➢Create a design that showcases important 
information that would help you standout from 
others



For this resume, the 
most important 
information was 
certificates, so that 
was listed the top 
above things like 
previous work 
experience and 
education. For 
students coming 
right out of school, 
education will often 
be one of the first 
things in the body. 
Each resume will be 
a little different in 
terms of what is 
most important. 

Incorporating 
creativity or 

uniqueness is one 
way to stand out 
and have people 
remember your 
name. Anything 
eye catching or 

creative about your 
resume will help 

put you above the 
competition. 



LIST INFORMATION
REVERSE CHRONOLOGICALLY

➢Work experience, education, or anything with a 
date attached to it should be listed with the most 
recent first and the least recent last 



Education has 
the same 

rules as dates, 
if you have 

advanced 
degrees, list 
those in the 

order of most 
recent, or the 

highest level 
of education. 

Dates should 
be listed with 
the most 
recent first and 
in order until 
the last. In 
resumes the 
day you started 
or stopped a 
job isn’t as 
important as 
the month, so 
list dates as 
“MM/YYYY” or 
just year.



WORDING AND CONTENT
➢Avoid using words like “I” or “me” 

➢Sentences should be bullet style statements that are 
concise and to the point 

➢Use action verbs, but make sure you do not overuse 
the same few (see list) 

➢Verbs used for current job should be in present tense, 
example “coordinates” 

➢Verbs used for past jobs should be in past tense, 
example “coordinated”



REFERENCES
➢“References upon request” is a popular 

phrase to use when you do not have 
professional references specifically listed in 
your resume, but are willing to provide if 
needed 

➢References are not make or break, but 
adding the ability for the company to request 
them couldn’t hurt



Something very 
small at 

the bottom of the 
page 

will work. Often 
times 

companies will 
reach out 

to previous 
employers 

anyways, but it 
helps to 

give them the 
ability to 

have extra people 
to 

contact if they so 
choose



REFERENCE LIST
➢Be prepared with a typed list when requested.

➢ Generally, a reference sheet will consist of the 
name, title, business mailing address, phone 
number and email addresses of three to five 
professional business/education references. 

➢Personal references are usually seen as a less 
objective source of information. 

➢Ask people if they are willing to serve as references 
before you give their names to a potential 
employer. 

➢It is a good idea to use the same header and font 
on your references page as you used on your 
resume. 



NOT ALL RESUMES LOOK THE SAME
➢Different industries look for different things on a resume 

➢Resume should match the type of job you are applying
Law Enforcement Marketing Nursing Education



COVER LETTER
Introduce yourself to the hiring manager



CHARACTERISTICS OF A 
COVER LETTER
➢Short and to the point, no longer than 1 page 

➢Personalized to you 

➢Add in details specific to the job you are applying 
for ex. Company name, job title, aspects that 
would make you qualified, etc.



CONTENT OF A COVER LETTER
➢Addressed to the hiring manager

➢List one to three of your top achievements

➢Explain some of your skills that make you qualified for 
the job that you are applying for

➢Briefly touch on why you are a good fit for the 
organization

➢Let them know you have attached a resume and can 
provide references or they are included



At the top of the 
page, be sure to 
put the date, as 
well as your 
name and contact 
information

Use the hiring managers 
name if known.  
When you do not have the 
person’s name 
“To Whom It May Concern” 
is a safe introduction.



THANK YOU NOTE
Thank the person that took the time to 

interview you



WHY ARE POST-INTERVIEW 
NOTES NECESSARY?
➢Allows you to present any important information 

that you forgot to mention during the interview

➢Places you back in your interviewer’s awareness

➢Allows you to reiterate why you are the best person 
for the job

➢Communicates your enthusiasm for the position

➢Demonstrates good manners and professional 
courtesy towards your interviewer



TYPES OF THANK YOU NOTES

➢Handwritten Note

➢Typed Letter

➢Email 

Emails are less personal, but can be sent in timely 
manner. A letter of thanks/email of gratitude should be 
sent no more than 24 hours following the interview. 



THANK YOU LETTER STRUCTURE
➢Date

➢Interviewer’s Name/Contact Information

➢Greeting (“Dear Mr./Ms./Dr.______”)

➢Body Text (includes a simple, clear, and straightforward 
thank-you; no longer than four paragraphs)

➢Closing (i.e. “Best regards,” “Sincerely”)

➢Signature

➢Contact Information



WHAT TO INCLUDE IN 
A THANK YOU LETTER 
➢A sincere expression of appreciation 

➢A statement recapping conversational highlights 

➢Express your excitement for the opportunity

➢Confirm your competency for the position

➢Comment on the next steps

➢Express gratitude

➢Contact information



Example

[Date]

[Interviewer’s Full Name]

[Company Name]

[Company Address]

[Company City, ST ZIP]

Dear [Mr./Ms./Dr. Last Name],

Thank you again for your time in speaking with me about the [job title] 
position this [morning/afternoon/evening]. The insight you provided about 
the responsibilities and daily duties of this position during our conversation 
greatly increased my interest in this role. I would be honored to use my 
[skills you discussed in interview] to benefit [company name] and its goals 
for the future, including the work you are currently doing on [project/work 
specifically discussed in interview].

Please do not hesitate to reach out to me if you have any additional 
questions. I look forward to visiting with you again soon.

Best regards,

[Your Full Name]

THANK YOU LETTER 
SAMPLES



EVALUATE
Evaluate and reflect on this application process



EVALUATE THE APPLICATION  PROCESS

➢Take time to reflect and evaluate how your 
application process was and what you could do 
better for next time 

➢Don’t be discouraged, not everyone is right for 
every job 

➢It’s about finding a good fit for both parties involved



INTERVIEW PROCESS TIMELINE

APPLY
COVER LETTER 

& RESUME
INTERVIEW

THANK YOU 
LETTER

Apply for the job 
wherever you see the 

listing or opening.

Send a cover letter & resume to 
the hiring agent via email if you 

have the information. If you do not 
have the name of the hiring agent, 

just submit these documents to 
the link provided.

Bring a second copy of your cover letter 
and resume to the interview with you. 
Often times the person interviewing 

you wasn’t the one who looked at your 
resume first, and handing them a copy 

would be advantageous. 

By the next morning, follow up 
with the person that interviewed 
you and send them a handwritten 
thank you note or an email. This 

isn’t super common these days so 
doing this will help you stand out.



QUESTIONS
Send Resumes to be Reviewed to:

bmayper@etbu.edu
(see Career Services page for appointment)


