
Building a Resume 
Career Peer Guide 

Do’s & Don’ts   

What is the purpose of a resume? 

A one page document that sums up your experiences and used as a 

“self-advertisement.” Your resume gives the hiring manager an over-

view of your qualifications and is one of the most pertinent pieces of 

your job application.  



Contact Section 

DON’T: 

 Highlight your email 

 Have your contact section in a header  

DO: 

 Have clean and concise information 

 Have your name stand out (14-18 size font) 



Education Section  

DO: 

 Include institution name, city, state 

 Include Degree, major(s), minor(s), concentration(s) 

DON’T: 

 Include your GPA if it is under 3.0 

 Include High School Information 



Experience Section 

DON’T: 

 List positions 10 years and older if not relevant to career path 

 Forget to add detailed bullet points that highlight your accomplishments  

DO: 

 Separate between Related & General Experience 

 List Company/Organization, Location, Position Title, and date started/ended  

 Use action words to start each bullet point  



Volunteer/Clubs/

Organizations 

DON’T: 

 List hobbies 

 Limit yourself– show what you have been a part of! 

DO: 

 Use bullet points when appropriate 

 Differentiate between volunteer, clubs, organizations 

 Add position title, location, and dates  



Leadership 

DO: 

 Emphasize leadership roles that demonstrate good skills for potential position  

 Use detail, dates, location  

DON’T:  

 Be shy to sell yourself 

 Use high school information 



Skills 
DON’T: 

 List skills that can be explained or shown through an experience sec-

tion 

DO: 

 Highlight your proficiencies: Bilingual, computer skills, marketing 

efforts 



Resume:  

Do’s and Don’ts 


