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Parts of the Resume:
● Name/ Phone/ Address/ Email/LinkedIn
● Objective /Career Summary(optional)
● Education 
● Experience
● Projects
● Skills
● Activities (Optional)
● Honors and Awards (Optional)
● Other Areas may include: Leadership, Service, specialized skill 

area
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Contact Info
• Make sure your information is large, bold, easy to read and you 

include multiple ways to get in contact with you. 
• Consider adding a link to your LinkedIn, especially if there is 

more information on there than on your paper resume.
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Objective/Career Summary

• Optional

• A short blurb telling the hiring manager what skills, knowledge, 
and abilities you have that will help the company achieve its 
goals.

• Should be tailored to the exact position you are applying for

• Example:
• Objective: To obtain a summer internship in the field of Chemical 

Engineering that will utilize my analytical, leadership and 
interpersonal skills. 
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Education
• Start with University of Maryland Baltimore County- don’t abbreviate, some 

people might not know what it stands for
• Include Anticipated Graduation Date

• List major and minors

• If GPA is over 3.0 include it, some companies are also interested in your 
in-major GPA as well

• You may choose to include Honors here

• If you have an AA degree include that

• As a freshman/ sophomore you may include your HS information.

• You may choose to include some relevant coursework here, esp. if applying for 
a technical position 
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Experience 

• The experience section should list job titles, dates, organization, 
location and description. 

• Use action verbs in your job descriptions  

• Includes paid and unpaid

• You do not need to include everything, just those that are 
relevant

• Make sure your résumé reflects the skills and qualifications 
listed in the job description. 
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Skills

• May include areas such as:
• Specific Computer Programs/ Languages

• CAD/CAM

• Cross-Cultural Experiences 

• If you have extra space, describe your “soft” skills. Key words 
could include: time management, dependable, high energy, 
leadership, and integrity.
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Activities 

• If you are a Freshman you may include high school leadership 
positions

• Include Service

• Can include non-academic information such as clubs, religious 
leadership/organizational activities, membership in professional 
organizations, etc.
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Honors/Awards

• Optional 

• Keep it current and related to your area

• You may also integrate Honors and Awards into other sections
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Other suggestions 

• Proofread! Proofread! Proofread!

• Tailor your résumé to the exact position you are applying for

• Describe your experience with concrete words 

• Make sure your résumé looks good when scanned

• If emailing then send as a PDF

• Keep your resume to one page- interviewers like to write notes 
on the blank back!
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Common Mistakes

• Grammatical/Spelling Errors

• Including unnecessary information such as birthday, salary, 
work address

• References listed on resume

• Using a template that takes up too much memory

• Lying/ Exaggerating 
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Example
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