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OUTLINE OF TOPICS
WHAT WLL BE DISCUSSED

• Why a Resume?
• What Does Your Resume Say About You?
• When Do You Need a Resume?
• What Do You Need to Create a Resume?
• How to Make Your Resume Relevant?
• What are General Layout and Formatting Guidelines?
• Where Do You Go for Additional Help?

OUTLINE OF TOPICS 



WHY A RESUME?
• Marketing tool
• To obtain an interview
• Requirement of many organizations



What is the average amount of 
time an employer/recruiters 

takes to review an applicant’s 
resume? 

THINK ABOUT IT:THINK ABOUT IT: 



WHAT DOES YOUR RESUME SAY?

RESUME
• Neat
• Well-organized
• Error-free
• Professional 

Appearance

YOU
• Neat
• Well-organized
• Attention to detail
• Careful and 

Competent



HELPFUL TIP:

Create a "master" resume!

HELPFUL TIP: 



CREATING A RESUME
WHAT DO YOU NEED?

1

J O B 

D E S C RIP T ION

2

E D UC A T I ON A L

B A C K GR OUN D

3

W O RK

E XP ER I ENC E

Importance of Relevance General Guidelines



MAKING YOUR RESUME RELEVANT

Read the job 
description 

thoroughly. Identify 
the skills and 

experience the 
employer is seeking 

of a prospective 
candidate

KNO W  THE JO B  

DES C RI P TI O N

Create sections in 
your resume based 

on the job description

C US TO M IZE  

A NY  HE A DING S

Tailor your skills and 
work experience to 

focus on the aspects 
the employer cares 

about most. It is all in 
the job description

C O NNE C T Y OU R 

EX P ERI ENC E

B E W A R E!

Applicant Tracking Systems (ATS)

MAKING YOUR RESUME RELEVANT 

KNOW THE JOB DESCRIPTION 



HEADER
MAJOR REQUIREMENTS

• Name (first and last name)

• Address or the alternative

• Professional e-mail address

• Phone number with professional 

voicemail



EXAMPLE of HEADEREXAMPLE of HEADER 



EDUCATION
MAJOR REQUIREMENTS

• Name of the school

• Name of your degree and major

• Date or Expected Date of Graduation

• Optional Information

• GPA (Generally a 3.5 or higher)

• Study Abroad

• Relevant Coursework

• Academic Awards and Scholarships



EXAMPLE of EDUCATION



EXPERIENCE
WHAT COUNTS?

• Part-time/Full Jobs + Internships

• Courses + Projects + Lab Skills

• Research + Publications + Presentations

• Service-Learning + Volunteering

• Student Club Leadership + Athletic 

Teams



EXAMPLES of EXPERIENCE



EXPERIENCE
SECTION HEADINGS

• Legal Experience

• Community Involvement

• Leadership and Volunteer Experience

• Relevant Coursework

• Research Experience

• Related Experience



EXAMPLE of TITLING YOUR EXPERIENCE SECTION



EXAMPLE of TITLING YOUR EXPERIENCE SECTION



EXPERIENCE
MAJOR REQUIREMENTS

• List only relevant experiences in reverse 

chronological order (most recent first)

• Include job titles, start and end dates, 

company names, city and state of 

company

• State accomplishment and achievements

• Use bullet points

• Use action verbs 



EXAMPLE of EXPERIENCE SECTION



Accomplishment statements should 
explain what you did in the position, how 

you did it, and the result of your action.

Action Verb + Example + Result

HELPFUL TIP:



EXAMPLES of ACCOMPLISHMENT STATEMENTS



SAMPLE ACTION VERBS

https://www.smc.edu/student-support/career-services/student-resources/documents/pre-

law-and-law-pathway-resume.pdf

https://www.smc.edu/student-support/career-services/student-resources/documents/pre-law-and-law-pathway-resume.pdf

https://www.smc.edu/student-support/career-services/student-resources/documents/pre-law-and-law-pathway-resume.pdf


OTHER SECTIONS 
OPTIONAL ADD-ONS

• Objective

• Summary

• Skills

• Language and Proficiency

• Technology-based or Computer Skills

• Certifications



EXAMPLES of SKILLS SECTION



Layout and Format

Appearance matters! Be consistent. Craft 
a resume that is neat, easy to read, and 
professional.

ASTHETICS
Tailor your resume to the position you 
want. Make sure it is well-organized and 
100% error free.

CONTENT

Work with a blank document Avoid using 
templates as they can be difficult to edit. 
Send as a PDF.

LAYOUT
Keep to one page for students and recent 
grads. Use type size of 10 to 12 point. List 
content in  reverse chronological order.

LENGTH, FONT, AND ORDER



THE DON'TS 
RESUME MISTAKES

• Include photos, birthday, SSN, marital status, 

sexual orientation, political affiliation or 

religion, etc. 

• Copy the description

• Lie

• Use unnecessary professional jargon

• Use personal pronouns

• Leave grammar/spelling errors

• Include high school info, salary or work 

schedule requests or reference info



NEED ADDITIONAL HELP
CAREER SERVICES

Major and Career Exploration I Employment Resources I Workshops
Phone: (310) 434-4337
Email: careerservices@smc.edu  
Website: www.smc.edu/careerservices

CAREER SERVICES 
Major and Career Exploration I Employment Resources I Workshops Phone: 
(310) 434-4337 Email: careerservices@smc.edu Website: www.smc.edu/careerservices 

careerservices@smc.edu 

www.smc.edu/careerservices
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