Resume 101
Recruiters read from left to right and top to bottom. The most important information should be at the top
and left. Don’t make the employer read between the lines. Ask yourself, “Why should the employer care
about this experience or skill? Am I clearly communicating what they should know?”

YOUR LETTERHEAD

Create a heading that looks appealing. Make your name
big enough that it is obvious whose resume it is. Be
sure to include your contact information, such as e-mail,
phone, and Linkedin profile URL, use this header for your
cover letter and reference page.
NOTE: Make sure your email address and voicemail greeting are professional.

Jane Doe

janemariedoe@mymail.com | 801.123.4567

EDUCATION

For college students, education may be listed as the first
section. This section should include:
• Where have you studied? A list of universities, colleges,
and/or vocational schools from which you have (or will)
graduate. High school education is NOT included here.
• What did you study? For each school, list the degree/
certificate obtained (or pursuing), your major/field of
study, and your graduation date.
• Highlights. Consider listing your GPA (major and/or
cumulative), educational honors, scholarships, clubs,
relevant coursework, etc...

• What did you do? Highlight relevant and transferable
information regarding your previous experience, not just
the typical job duties and responsibilities. Answer the
employer’s question, “What can you do for me?”
• Showcase your skills. Use bullet points to describe
what you bring to the table. Think of some specific skills
you have, and include them as action verbs in the first
part of your bullet.
• Quantify. Talk about your accomplishments with
numbers, percentages, etc... rather than just words to
help employers visualize what you have actually done.
Provide specific, measurable, functional, realistic,
and time-based examples of what you can and have
accomplished through your previous experience.
• Be brief. In general, up to 4 bullet points is adequate
for each experience. List the bullets in order from most
important/relevant to least.
Remember, ANYTHING can be experience. Don’t
limit yourself to paid jobs or academic internships.
Think about volunteer positions, internships, and other
experiences where you gain skills that will make you a
better employee.

EXPERIENCE
EDUCATION
BA in Communications
Brigham Young University

April 2014
Provo, UT

• 3.5 GPA
• Member BYUSA (campus service organization)

EXPERIENCE

The bulk of your resume should focus on your
experiences, skills, knowledge, and accomplishments
that you have to offer a prospective employer. In this
section, consider the following:
• Include basic info. List your

Early-Morning Custodian
April 2012 - Current
Clyde Building (BYU)
Provo, UT
• Train 5 new custodians in proper use of chemicals
• Implement new method for tracking material use
• Arrive promptly for each shift despite 4am start time

Ultimately, It’s Up to You!
Use your best judgment when creating a resume. Follow
basic resume principles, and keep in mind the standards
and expectations of your industry, but create a resume that
represents you in an appropriately unique way.

1) position title,
2) the name of the organization,
3) the geographic location, and
4) the dates worked for each entity.

careers.byu.edu

2590 WSC

(801)422-3000

ADDITIONAL
INFORMATION
Consider sharing:
• A skills section can be used to
highlight language and computer
abilities. This is also an appropriate
section to describe job-specific
skills.
CAUTION! Your listed skills should
be backed up in your bullet points. It
is much stronger to show where you
used skills than to simply say that
you have skills.
• An interest section allows you to
show the employer that you are
a personable and well-rounded
individual. Include interests/hobbies
that would be valued by an employer,
but keep it brief.

KEEP IN MIND
• Reverse chronological order.
Within each section you should
list entries in order from newest to
oldest.
• No personal pronouns. Remove
personal pronouns such as I, my,
and me. You can also limit the use of
articles such as “the” and “a/an”.
• Make it readable. Stick to
professional fonts (such as Times,
Garamond, and Arial) and a 10 -12
point size for the main content of
your resume.
• Keep it to 1 page. On average
an employer will only spend 10-15
seconds on your resume. Keep it
relevant and concise. Avoid making
the font extra small in order to fit
more information on the page.
• References. Do not provide
references or use the phrase
“References available upon request”
on your resume. References belong
on their own document and should
have the same header as your
resume.

Missions and Church Service
You can include mission and other relevant Church service on your resume.
Just remember to:
• Include experience that is relevant to the position
• Word your descriptions in a way that is easily understood by those
unfamiliar with The Church of Jesus Christ of Latter-day Saints (i.e. Fulltime Volunteer Representative)
• When using the name of the Church, it should be spelled out completely
and correctly (as above) OR, you may use “Religious Organization”
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