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Make Your 
Resume Shine!

1. 

A standout resume highlights your achievements, setting you apart.

• One or two full pages in length.
• Plain, readable font such as Arial, Cambria, or Times New Roman, size 

10 to 12.
• Easy to scan for information with clear sections and subsections.
• Single-spaced with a good balance between characters and white 

space.
• Margins - 1' or 0.5' margins.
• Avoid the use of the first person (no “I” or “my”).
• Avoid templates, unusual fonts, or distracting colors. 
• Standard Sections: Summary, Education, Experience.
• Other Suggested Sections:
◦ Skills (particularly technical/software, languages), Volunteer 

Experience, Selected Projects, Research Experience, Awards and 
Honors, Student Associations, Professional Associations, 
Certifications/Licenses, Publications.

• References are usually requested in a separate document.
• Federal government resumes and CVs can have different 

requirements and be longer/ more comprehensive.

Each resume should be:
• tailored to a particular career opportunity.
• brief, concise, and easy to read.
• free of grammatical and spelling errors.

Format & Layout1. 4. 
• Major, minor, concentration, institution, city, state, and date of 

graduation (okay to list expected graduation date).
• Spell out degree (e.g. Bachelor of Arts).
• Consider including coursework, academic projects, student 

organizations, or research, and study abroad if relevant to 
opportunity.

• GPA is optional but can be included if above 3.5.
• Highlight any awards or scholarships received.

Education

2. 
• Name, phone number, email, city, state, and zip code at top of 

resume.
• Name should be a larger font and bold. Underlines or borders can be 

used for emphasis.
• Included links to LinkedIn, professional social profiles or online 

portfolios.

Header

5. 
• Experience should be listed in reverse chronological order which is 

most recent job first and can include paid, volunteer, and internship 
experience.

• Include your job title, company name, city, state, and dates of 
employment.

• Explain your duties and experience using the accomplishment 
statement formula: ACTION VERB + EXAMPLE = RESULT.
(see Accomplishment Statements Guide).

• Provide quantitative information when applicable, such as number of 
customers served or percentage increase in sales.

Experience

6. 
• The only required personal information is your name, telephone 

number, and email address.
• Include other information (street address, work authorization) only if 

specifically requested.
• Most personal information (hobbies, birth date, etc.) should not be 

included. 
• Do not include a photo of yourself.
• Disclosing personal identities (such as age, culture, pronouns) or 

disabilities is a personal decision. Consider your values and the values 
of the organization you are applying for and reach out to mentors or 
Career Services for support while making these decisions.

Personal Information
(U.S. Standards)3. 

• The Summary or Relevant Qualifications section is a powerful tool 
connecting YOU to an OPPORTUNITY at top of a resume.

• Use bullets to highlight and summarize education, experience, skills, 
and individual characteristics that match particular position or career 
goal.

• Include keywords from the job description/ requirements.
• Target your career focus and goals.
• The summary can often take the place of an objective statement or 

skills section.

Summary

https://help.usajobs.gov/how-to/account/documents/resume/build
https://career.unm.edu/career-tools/cv-guide-2020.pdf
https://career.unm.edu/career-tools/accomplishment-statements-20201.pdf

