SUGGESTIONS FOR RESUME WRITING:

1) Create your resume by going to a blank Word page. Use your center bar for setting up your name and address and your tab bar for spacing.

2) YOUR NAME should be the biggest thing on the resume, make it stand out through bolding and ALL CAPS. Your name can be a 14-16 font size whereas the rest of the resume should no bigger than a 12 or no smaller that a 10. With the exception of your name, be consistent in size throughout the resume.
3) Every resume needs a focus and that is the OBJECTIVE. Typically this should be the title of the position for which you are applying. If interested in several different positions, consider doing several resumes focused, if possible, to those positions.

4) For a new or soon-to-be college graduate, EDUCATION should follow the OBJECTIVE. However in presenting this section, 4 things HAVE to be stated: Name of the University, Degree and Major you are receiving (make sure you have the correct degree and major!!! Don’t assume that you know what it is.) If you are graduating within the next academic year, always include your Graduate Date. Always state your GPA or Major GPA if it is above a 3.00/4.00. (to the hundredth) To emphasize your major and degree, bold it.
5) If you don’t have any related experience (related to your major and/or
OBJECTIVE), it is probably best to next list RELATED COURSEWORK. List only 4-6 courses related to the OBJECTIVE; no intro courses.
6) If you do have related experience, it is important to highlight that experience under a separate heading, RELEVANT EXPERIENCE. Include here the name of the position, organization, dates of employment (you can bold position title). Present your duties/responsibilities in bullet format. If a position is on-going, use a present tense verb. If a position is over, use a past tense verb. Relevant experience can be any number of things in addition to paid work experience: a related course project, a related position in a club or organization, a community service project, a volunteer position.
7) If you have no related experience you can still list WORK EXPERIENCE in reverse chronological order with most recent listed first. If you are listing both relevant experience and OTHER experience, to save space, you can be brief with the other experience by listing: position, employing organization and dates of employment. (There are many acceptable ways to present experience. Just remember to bullet duties)
8) COMPUTER SKILLS usually are listed after EXPERIENCE. If you are a CIS major, list computer skills after education.

9) COMMUNITY SERVICE ACTIVITIES can be listed after EXPERIENCE if not mentioned anywhere else. 
10) HONORS and ACTIVITES are typically listed last (unless they are used as relevant experience) Begin by listing honor activities, then major-related, then social. Community Service activities can be mentioned in this category or under a separate heading (as mentioned above).
11) Instead of listing REFERENCES on the resume, create a list of references as the 2nd page of your resume. This would include name, professional title (if there is one) professional address, phone and email of at least 3 references. Unless otherwise stated, these references are people who know how you perform in a given work setting, ie., former or present employers, faculty, etc.

