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How to Create a Resume 
 
 
Feeling overwhelmed at the thought of writing your resume? Don't sweat it. Instead, arm 
yourself! Breaking down the task of writing a resume into small steps will help you 
“attack” writing your resume and make it easier to for you to manage chunks of 
information.  Think of each section of your resume as an individual task instead of 
focusing on creating the whole document at one time. The basic sections headings of your 
resume are your contact information, education, professional skills summary, work 
experience. This standard outline is appropriate for nearly any job seeker. 
 
Reviewing your career history and highlights should inspire you to create a resume that 
will impresses hiring managers. Give yourself time to write each section and take breaks, 
you don’t have to update or create your resume in one day. Creating a professional 
resume is invaluable so take the time to invest in your future and avoid rushing the 
process. Don't let those tempting resume templates ruin your chances of landing your 
dream job. Build a better, more original resume by opening up a blank word document 
and starting from scratch. Listed below are the steps you can take to create each section 
of your resume. If you find yourself getting frustrated, remember the popular saying, 
“how do you eat an elephant? One bite at a time. You can do this! 
 

1. Choose a resume format 

There are three standard resume formats: chronological, functional, and hybrid (sometimes 
called a combination resume). For most job seekers, a hybrid resume format, which puts 
equal emphasis on skills and work experience, is the best choice. However, in some cases, a 
chronological or functional resume might work better. 

2. Add your name and contact information  

Make it as easy as possible for recruiters to contact you for a job interview. The top of your 
resume should include the following information: 

Name  

Phone number 

Location (City, State), 

Email Address 
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3. Add your education, certifications, and any awards & accolades 

Provide the following information in the education section: 

Name of Institution 

Degree 

School Location 

Years Attended 

Awards should include: Name of award and year awarded, who gave you the award, purpose 
of the award and if appropriate the scope of the award (how big is the selection pool for the 
award? Were you chosen from your team, department, company, university, state, region, or 
even the entire country?) 

4. Add your professional resume summary statement 

A resume summary statement is a short paragraph at the beginning of a resume that 
highlights your professional skills and experience. Your summary should communicate to 
hiring managers why you are a good fit for the job. 

5. Detail your work experience 

The work experience section is the heart of your resume. The work experience section is 
your chance to show hiring managers how you have added value to other companies. Include 
specific and measurable results where possible emphasizing the impact that you have had in 
your roles. Add as many relevant skills and keywords from the job description as possible. 
Tailor the information provided in this section to each job you apply to, emphasizing or 
deemphasizing roles and skills as needed. 

Recruiters always look for job titles and company names. Each job should have its own 
subheading that includes the following information: 

Company 

Job location 

Your job title 

Start and end dates 

 

Finally, don’t forget to polish up your grammar and formatting! 

Make sure that you have several people proof read your resume before you send it out into 
the world.  

 


