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Why Do I Need a Résumé

• A résumé is a summary of your qualifications, 
education, skills, and achievements. 

• Résumés are typically sent with a cover letter or 
an E-note (if the résumé is being emailed)

• Résumés make a strong first impression (good or 
bad)

• The primary purpose of your résumé is to be 
offered an interview. 



On average, how long do recruiters spend 
looking at a résumé?

Poll

Answer: 6-10 seconds



First Impressions Count

What do you think about this 
résumé?



Résumé Style Basics 

1 2

3 4

Your résumé should:

• Be one page (2 pages OK with a lot of 
experience).

• Appear balanced with text and white space 
(use the quadrant test).

• Be written in first person, but leave out the 
pronoun “I.”

• Not have graphics or photos.

• Not have personal hobbies or interests. 

• Not have SSN or date of birth information.



Résumé Style Basics 
• Select a font that is professional and easy to read. 

• Acceptable fonts examples: Aptos, Calibri, Helvetica, Arial, Times 
New Roman

• Unacceptable fonts: Cursive, ornate, bubbly-looking fonts

• Vary the font size and style to emphasize headings and key words.

• Keep the fonts in the same style family (serif or sans-serif).

• Be consistent with styling dates and abbreviations (do not mix and 
match).

• Be strategic about how the résumé is organized and what is 
included/emphasized.



ATS Compliant Résumés

• Applicant tracking systems (ATS) are used by many recruiters to quickly 
scan résumés and eliminate unqualified applicants.

• The software parses the data and organizes it according to who is most 
likely to be a good match for the position.

• ATS’ are programmed to each job posting, so you want to customize your 
résumé for each position (use key words from the posting).

• ATS systems prefer simple formatting and clarity.  

The goal is to get past the ATS system and get 
your résumé in front of an actual person.



Résumé Sections at a Glance 
Contact Information

Headline and skills summary

Education 

Work Experience 

Relevant Projects 

Certifications, Affiliations, 
and Other Information 



Your Contact Information 
• Your name should be centered and bolded at the top of the page in 16-24 

pt. font size.
• Acceptable to include preferred name in “quotes.”

• Include city and state, phone number and email. 

• Optional: URL to LinkedIn profile, professional website, or portfolio

Name stands out

Optional LinkedIn 
URL included 

The preferred email and 
phone number is provided 
(do not list multiple 
numbers/emails)



A Sample Job Posting 

Which skills/abilities would one want to highlight?



A Sample Job Posting Critical thinking and 
problem-solving skills 

Organizational 
Skills 

Ability to contribute to a team One who thinks 
as an 
engineering 
professional 
wouldComputer/technical 

skills

One who is focused on 
delivering results

Ready to tackle problems 
and challenges

Effective communicator 



Hook the Reader
• A résumé should be customized to the position you are 

applying for and be written with the employer in mind.

• Sell your SEE’s (Skills, Education, and Experience).

• If you don’t have any work experience yet, promote your skills 
and education. 

• Think about experience gained from volunteer work, 
athletics, or campus organizations.

• Start thinking about looking for an internship or a part-time 
job opportunity to build your experience.



The Top of Your Résumé

• Be strategic about the top two quadrants of 
your résumé by putting the most important 
information at the top.

• You may consider adding a headline that briefly 
describes the value you bring to the employer. 

• The top of the résumé is a great place to list a 
skills summary (sometimes called a summary 
of qualifications).



The Top of Your Résumé: Example

Bolded and centered 
headline describing 
the applicant’s valueSection heading 

clearly indicated

4-5 bullet points 
that briefly 
describe the SEE’s



Listing Your Education  
• List your education in reverse chronological order with your most recent 

(in-progress) education first. 

• Align your dates on the right.

• Include the name of the degree you will earn or have earned. 

• You may want to include your minor to showcase additional value. 

• You may also include GPA and any scholiastic achievements/recognition 
(Achievements can also be made its own section).



Listing Your Education: Example

Section heading 
clearly indicated

School name 
and degree is 
easy to read 

Dates are right-aligned

Relevant coursework is 
included to demonstrate 
foundational knowledge 
related to the position 

Optional recognition/awards (this can 
also be made a separate section)

Optional GPA is 
included 



Listing Your Experience 
• List your experience in reverse chronological order with your most recent 

position first.

• Align your dates on the right.

• Include the name of the position and company. 

• Write 3-5 bullet short points to tell the reader what you did and how you 
impacted the company.

• Begin each bullet point with a verb and vary the use of verbs. 

• Make connections to the job you are applying for.

Action verb + Context = Result



Listing Your Experience: Example
Section heading 
clearly indicated

Employer name 
and position 
easy to read

Bullet points 
start with 
varying verbs

Dates are right-aligned

Experience section 
explains context and result 
(impact) overall



Listing Your Projects  

Section heading 
clearly indicated

Name of the 
project indicated 

Dates are right-aligned

Brief description 
of what was done 
and the result

Bullet points start 
with varying verbs

• Projects are any professional undertaking related to work or school (typically 
associated with a class).

• Great way to showcase related skills and qualifications.



Listing Additional Information 

Section heading 
clearly indicated Professional certifications earned listed

Professional organization 
membership affiliations 

Specific computer 
software 
knowledge Other sections you might add:

• Job shadowing experience 
• Other technical skills/equipment you are 

familiar with
• Second language skills
• Community Involvement 
• Publications and Conference Presentations 



Why Do I Need a Cover Letter?
• The cover letter is a companion to your résumé.

• It is often the first thing a recruiter sees, so it is important to make a good 
first impression. 

• Briefly introduce you and the value you bring. 

• It should be written with the employer in mind. 

• Customize your cover letter to each position you are applying for.

78% of recruiters prefer applicants to submit a 
cover letter.



Cover Letter Style Basics  
• The letterhead of your cover letter should match your résumé.

• Keep it interesting by providing additional context about what you want 
to emphasize. 

• Don’t state the obvious. “I am writing to apply for the position.” 

• Make it brief (between 250 and 400 words).

• Use appropriate business letter formatting and spacing. 

• Use professional looking fonts. 

• Keep the tone professional. 



Cover Letter: Example
Letterhead matches the résumé

Business letter formatting 
and appropriate spacing Return address block

Letter addressed to the 
name of the person making 
the hiring decision 

(If not known, address to 
“Dear Hiring Manager”)

Strong and engaging 
opening sentence

Call to action 

Written with the employer in 
mind, emphasizing skills, 
education, and value



Digital Resources for Résumés
• You can use AI strategically and ethically to help develop a résumé and 

cover letter.
• Do not simply copy and paste the generated résumé and use it as your own.
• Use as a “story starter” to spark your creativity. 

• AI is not a substitute for the expertise of professional career coaches.

• Be specific with your prompts:
• “Write a résumé for civil engineer internship based on this job description.” (copy and paste 

job description.)
• “Generate a list of five skill statements for an entry level civil engineer.”
• “Tailor my résumé to this position. (copy and paste job description.)



Digital Resources for Résumés
• You can use AI strategically and ethically to help develop a résumé and 

cover letter.
• Do not simply copy and paste the generated résumé and use it as your own.
• Use as a “story starter” to spark your creativity. 

• AI is not a substitute for the expertise of professional career coaches.

• Be specific with your prompts:
• “Write a résumé for civil engineer internship based on this job description.” (copy and paste 

job description.)
• “Generate a list of five skill statements for an entry level civil engineer.”
• “Tailor my résumé to this position. (copy and paste job description.)



How to Submit your Résumé to Handshake
Click your initials

Select “My Documents”



Fall Events Card Placeholder



Questions?
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