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HOW DO I START A RESUME? 

 Microsoft Office has hundreds of templates to 
start with and to browse through 
 

 Pick on that appeals to you (there are no right 
and wrong templates and you can always 
change it later) 
 

 Microsoft even has student templates for 
current students and recent graduates 
 





TIPS FOR WRITING RESUMES! 



TIP #1 
Things that are most recent typically come first: 

• Education 
• Work Experiences 
• Awards 

  



TIP #2 

Use consistency through your resume: 
• If one sentence ends in a period, all 

should 
• If one sentences starts with a verb, then 

all should be set up that way 
• Number of bullets should be the same 
• Size, font, bullets, spacing 

  
  

Not 
consistent 



TIP #3 
Check your resume for: 

•Spelling 
•Grammar 
•Clarity 

 

Did you know? Potential employers typically spend less than 30 seconds 
on a resume. Don’t rule yours out by a simple mistake! 

It may also be 
beneficial to have 

someone else check 
your resume. Friends or 
the Writing Center can 

do this for you.  



TIP #4 

 Use specifics in your resume! 
 Most resumes aren’t longer than one to two pages 
 Student resumes typically are no longer than one 

page 
 Show abilities, don’t just list responsibilities 
 Put the most important information into your 

resume 
 Create your cover letter and objective around the 

specific company or industry you are applying for 
 

  



TIP #5                  CONNECT WITH YOUR POTENTIAL EMPLOYER  

 Highlight points that are 
specific to your potential 
industry 

 Put their company into your 
resume/cover letter 

 Do some research about the 
company and include it in your 
cover letter 
 



Still Stuck? 
Come to the Writing Center! 

We can assist you at all points for the resume process 
 

Call us at 603-535-2831 to make an appointment 
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