
Resume Tips



General Tips
● Include sections to break up your resume & use a simplistic template for easy 

viewing (make sure to use easy to read font) 
● Minimize your resume to one page 
● Be consistent with formatting - NEATNESS IS KEY!

○ Ex. spacing, punctuation, bullets, etc
● Triple check your spelling and grammar
● Descriptions

○ Use action words
○ Consider what skill you are trying to convey when you are writing these 

descriptions
■ Ex: Critical thinking, teamwork, leadership, communication, curiosity, etc.

● Place experiences within each section in chronological order (most recent first) 
● Make sure you can defend & expand upon anything on your resume
● Have multiple people review your resume before you use it
● Save and send your resume as something easily identifiable such as 

YourName_Resume



● Name should be large & apparent
○ Should be at the top 

● Consider including the following:
○ The city and state you are from
○ Your primary email & phone 

number (make sure to check your 
email frequently)

○ LinkedIn (if you have one)
■ Commonly used networking 

website

Section 1: Contact/Header



● Title your section ‘Education’
● Include the name of your school
● Include your GPA (your GPA/max GPA)
● Consider including the following:

○ Relevant Coursework (especially if you are taking 
advanced courses)

○ Skills (such as Microsoft products, coding languages, 
etc.)

● If you are participating in dual enrollment, consider adding 
that in this section 

Section 2: Education



● Title your section ‘Volunteering Experiences’ or something similar 
● Include the name & location of the place you are volunteering at

○ Ex: Second Harvest Food Bank -  Allentown, PA
● Include your specific title within this experience

○ Ex: Cook, Food Distributor, etc 
● Include a description of what you do in this position - Be specific! 

○ Try to include numbers, goals achieved, hours volunteered, 
etc. Employers tend to look at stats

● Order your experiences in chronological order (most recent first)

Section 3: Volunteer Experiences



● Title your section ‘Extra - Curriculars’ or something similar 
● Include the name of the extra curricular you are involved in

○ Ex: National Honor Society, SWENext, etc
● Include your leadership title (if applicable)

○ President, Secretary, etc 
● Include a description of what you do - Be SPECIFIC! 
● Order your experiences in chronological order (most recent first)

Section 4: Extra Curriculars 



● Title your section ‘Honors’ or something similar 
● Include the name of the award & date you received it
● If you have room, consider including more info on the award 

(requirements to earn the award, etc.)

Section 5: Honors/Awards



Other Sections that Define You

Work Experiences Leadership Technical Skills

Research Certifications Projects



Tips on how to create effective descriptions




