
WHAT IS A RESUME?
A resume is a summary of your experience and skills as they pertain to employment goals. Effective resumes:

• Emphasize relevant accomplishments and potential contributions to an organization
• Focus on the skills and requirements necessary for a specific job
• Are concise, well-organized, and error free
• Are easy to read and grab the reader's attention in 30-seconds 

KEY TIPS
▶ Format  

•  Appropriate length is 1-page, with 1-inch margins. Margins can be made narrow, to 0.5, if needed.
•  11-12 point font with an easy to read font style, such as Times New Roman, Calibri, Arial, or Garamond.

▶ Write a targeted resume 
• Use your target job description to uncover specific needs and industry buzzwords. If your resume includes 

language and skills from the job description it is more likely to be selected. 
• Targeting your resume with keywords from the job description is especially important as employers often use 

Applicant Tracking Systems to first scan your resume and filter job applicants.
▶ Organization

• Key sections to include: Education, Experience, Skills, Leadership or Involvement (see examples on reverse). 
• Include name and contact info at the top of the resume, typically followed by Objective or Education section.
• List experiences in reverse chronological order within each section (i.e. most recent experience first).

▶ Write accomplishment statements (bullet form is recommended)
• In Experience section(s), statements should focus on accomplishments. Avoid generic, vague statements. 
• Do not use first-person pronouns (I, me, my) or articles (a, an, the). Example: 

GET STARTED
1. Self-evaluation.  Self-evaluate and identify what you should include and what you can omit in your resume. 

Think about your experiences including education, courses, jobs, internships, skills, etc. 
2. Write your first draft, revise, then get feedback.  Use the examples (see reverse) to guide your first draft. Read 

each section over carefully and be sure you have effectively conveyed the skills you wish to emphasize. Proofread 
for spelling, capitalization or punctuation errors. Have your resume critiqued at the Career Center.

3. Create multiple versions.  You may need to have multiple versions of your resume for different industries or 
positions. Keep an updated master document with all your experiences so that you can pull from it as needed.

4. Save in multiple formats.  When submitting as an email attachment or uploading through an online 
application, send the resume as a PDF to avoid formatting issues and save the file as yourname.pdf. You may 
also wish to convert the document to a text-only/non-formatted version suitable for copying into applications. 

How to Write a Résume 
Career Development Center, Ventura College

Coordinated three fundraising 
events for local 
shelters

Result
which raised over $8,000 
(20% over goal) and 
improved community 
awareness

Accomplishment statement
• Coordinated three fundraising events for local
shelters which raised over $8,000 (20% over goal) 
and greatly improved community awareness  

Action verb  +  Project +   =



EXAMPLES
Tip:
Include your contact 
information and a 
professional email address 
(ideally with your first 
and last name). Your 
name should always be a 
few font sizes bigger than 
the rest of the resume. 

Tip:
Within each section, list 
experiences in reverse 
chronological order, starting 
with the most recent first. 

Tip:
As you move forward in 
your career, remove 
older or less relevant 
experience and replace it 
with recent experience 
and skills related to your 
field. 

Tip:
Notice how the first 
experience simply lists tasks 
without elaborating on 
accomplishments and 
strengths. Now, notice how 
the second experience is 
described more effectively 
by using accomplishment 
statements. Your goal is to 
write statements like the 
second experience. 
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