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Basic Resume Explained 

 
 
 

 Your name is the largest content 
on the page. Include your email 
address, street address, and phone 
number in the header. 
 
 In the education section, list your 
graduation month and year, and only 
include your GPA if it is > 3.00. Also 
include study abroad experience and 
key seminars. 
 
 List the position, employer, 
location and date for each entry.  
 
 Be consistent with the format of 
section headers, employers, titles and 
locations when using italics, bold, 
caps, and abbreviations. 
 
 Bullets are quantified and used to 
highlight one’s task and impact. 
Begin bullet points with strong action 
verbs and use the appropriate tense. 
Be concise. 
 
 List the entries in reverse 
chronological order, and by 
importance within each section. 
 
 Content should be broken down 
into sections to make it easier to read. 
 
 Within each section, at least two 
experiences. Explain every 
significant experience with at least 
one bullet point. 
 
 The ‘skills’ section should be 
concise, and include qualifiers to (ie. 
proficient) 
 
 Delete any outdated content. As 
you start to have more college 
experiences and activities, 
gradually replace your high school 
activities. 
 
 
 

Meet with a Peer Advisor or attend a Resume 101 workshop to get started! 
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	Vera Viccagi
	Clinton Central Schools, Clinton, NY
	Computer Bioinformatic Software: NCBI toolkit; MacVector; Vector NTI; Sequencher; ClustalW, BLAST, FASTA
	Other Software: MS Word, Excel, PowerPoint, Visual Studio, SQL Server , FrontPage, Adobe PhotoShop





