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To be competitive in today’s job market, you need to stand out from 

the crowd.  Set up your resume to attract attention and invite 

potential employers to seek more. 

 

Some sections of a resume provide key pieces of information that 

potential employers need upfront to determine where a candidate 

fits within their hiring process and are thus considered more of a 

“requirement”, while other elements are dependent upon your 

experience and/or goals.   

 

Thus, the elements of a resume, as well as their order, will differ 

from person to person. 

▪ A clear, concise resume will communicate as much information as is necessary to prompt 

an initial interview.  Thus, a one-page resume will be appropriate for most undergraduate 

and graduate students, while others may need a second page to market themselves. 
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Resumes begin with a section for contact information so that potential 

employers immediately have your name and a means of reaching you to further 

discuss your qualifications either informally or through an interview. 

Be sure to include: 

→  Full Name (Use full legal name to avoid confusion with nicknames)  

→  Address (Use local/school address; include permanent if needed)  

→  Email (Use a professional address that you will check often)  

→  Phone Number (Use a professional voicemail greeting)  

→  Website/Link (For use by those who have an electronic portfolio or website to 

           showcase special skills and accomplishments)  

Sample Resume Headers: 
Many formats are acceptable.  Do not limit yourself to the samples below.  

Consider the length of your resume as some options may take up more 

space than you have available.   

CITADEL B. STUDENT 

Charleston, SC        (123) 456-7890 

www.myportfolio.com       citadel.student@host.com 

Citadel Bulldog Student 
123 Main Street ▪ Charleston, SC 29415 ▪ (123) 456-7890 ▪ citadel.student@host.com 

Citadel B. Student 

The Citadel: MSC 000, 171 Moultrie St, Charleston SC 29409 ▪ (789) 012-3456  

Home:  456 Elm Ave ▪ Anywhere, ST 12345 

studentc1@citadel.edu 

▪ Consider maintaining a separate email account for your search; one that you do not give to 

family or friends to make it easier to track employer correspondence. 

▪ Note:  A full mailing address (street, city, state, and zip code) is still common practice for a 

resume, but if you have concerns about privacy, providing city/state only is acceptable.  

Students living on campus may wish to provide a school and a home address, especially those 

who live outside South Carolina and expect to return to their home state for employment. 
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Use an objective statement to: 
→ Concisely state your career goal(s)  

→ Communicate the types of position(s) or specific job you seek 

(Include the company’s position number if one is listed) 

→ Set reader’s frame of reference for reviewing your resume 

An objective statement is a brief phrase that describes your career 

goal(s) and shares your target job or field with a potential employer.   

▪ Employers typically spend 10-30 seconds reviewing resumes to determine 

which ones are to be passed onto the next stage of their hiring process.  

With the majority of that time being spent on the top 1/3 of the page, your 

objective needs to attract attention quickly.   

▪ It is common practice to include the title and company name within the 

objective when applying to a specific position.  However, when your search 

involves posting a resume on an online job board, attendance at job fairs, 

or having someone in your network pass your resume around their place of 

business there are some unknown factors:  Which companies will see your 

resume and for what positions do they seek candidates?   

▪ In such cases, include the industry or field associated with the types of 

positions that fit your career goals in the objective.  When you use a job 

board to apply to a posted position, craft your objective to fit directly with 

the position.  After meeting an employer at a job fair or through someone in 

your network, confirm your interest by providing an updated resume with 

an appropriate objective.    

▪ When an objective may not be appropriate or feasible, it is still important 

for you to further explain the reason for your application.  This may be 

accomplished by attaching a traditional cover letter (Resume Counterparts’ 

section) with your application AND/OR using a summary of qualifications 

in addition to or instead of an objective.  A summary of qualifications 

identifies your key abilities and strengths in a bulleted format or 1-2 concise 

statements.   

Developing an Effective Objective 

▪ See next page for Objective Examples. 
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EXAMPLES: 
FOR APPLYING TO A SPECIFIC JOB POSTING: 

 Acceptance into XYZ Inc.’s Marketing Internship Program for Summer 2014 

 To obtain the Sales Associate position with ABC Enterprises, Charlotte NC 

 To secure the positions of Physical Education Teacher & Soccer Coach at Bulldog 

High School 

 

FOR JOB FAIRS & ONLINE RESUME DATABASES: 

 Education graduate seeks High School Physical Education Teaching position and 

Coaching opportunity 

 Business candidate fluent in Spanish and German with demonstrated advertising 

skills seeks a Marketing Consultant position 

 Electrical Engineering major with coursework in computer engineering and 

communications seeks Networking Internship position 

There is debate amongst recruiters and other professionals regarding whether 

or not an objective statement is necessary on a resume.  You may or may not 

wish to include one when the situation does not afford you the ability to provide 

a generalized objective that will cover all the possible bases or when you need 

the space to include more critical information about your candidacy. 

Situations to Consider: 

 Attendance at a job fair.  You will meet employers with various 

opportunities that may be a fit with your career goals.  Unless you know 

specifics in advance, an objective may not be appropriate. 

▪ INCLUDE an objective if you will make the extra effort to hand out the correct 

version of your resume to the appropriate employers/graduate schools  

▪ INCLUDE an objective if you are interested in a specific position & company  

 Arranging for your resume to be hand-delivered by a mentor, friend, 

or family member at their place of employment.  Unless you know in 

advance who will be given your resume and/or if there is a specific position 

involved, an objective may not be appropriate.  

▪ INCLUDE an objective if you are interested in a specific position and/or company  

▪ DO NOT INCLUDE an objective if you do not know who will receive a copy of your 

resume, however, ensure the content clarifies what types of work you wish to do.  

Thus, a summary of qualifications may be a better fit. 
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The education section of a resume may also include other key pieces of 

information that will strengthen your candidacy, including:  *GPA, relevant 

coursework, scholarships, study abroad, and awards related to your target 

career.  Depending on your experience, some of these areas may also serve 

you well as sections on their own.  

Be sure to include: 

→  Name of Institution(s), City & State   

→  Degree(s) earned/earning (Spell out degree name)  

→  Month and Year of Graduation (NOT when you started program) 

→  Concentration and Minors, if applicable  

Sample Education Entries: 
Many formats are acceptable and not limited to the samples below.  List 

most current degree or most relevant degree first.  List your high school if 

you seek employment in the same school district OR if you are a freshman 

at The Citadel and have a strong high school GPA to share.  Otherwise, 

having a high school diploma is understood when listing a college degree. 

Education 

The Citadel, Charleston SC Master of Business Administration, GPA 3.8  May 2015 

 

X College, City ST  Bachelor of Arts, Psychology    May 2010 

EDUCATION:  Bachelor of Science, Computer Science  GPA 3.5 

   The Citadel, The Military College of South Carolina May 2016 

Education  The Citadel, The Military College of South Carolina  May 2015 

   Bachelor of Science: Business Administration  GPA 3.2 

   Minor:  History 

   London Metropolitan University, Economics   Spring 2014 

*Include cumulative GPA if 3.2 or higher OR when GPA is requested by employer.  If your Major 

GPA is at least 3.2, but your cumulative is not, specify “Major” GPA and list it.  If GPA is below a 

3.0, be prepared to explain to an employer.  

EDUCATION:   

Master of Science, Project Management   December 2015 

Bachelor of Science, Civil Engineering   May 2011 

The Citadel, The Military College of South Carolina 
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A skills’ section provides a brief summary of the skills you possess 

related to the position for which you are applying.  They are 

typically provided as a series of bullets or in a column/table format. 

Things to Consider: 

 If you identify MS 

Word or other 

software used to create 

resumes as a skill, be 

sure your resume 

demonstrates it well! 

 Some companies 

electronically search 

resumes and application 

forms for key words 

related to their ideal 

candidate in order to 

determine who to further 

consider.  Use a skills’ 

section to identify key 

words that accurately 

describe you and fit what 

an employer seeks. 

 If you indicate a 

proficiency for 

another language, 

prepare a resume 

in that language. 

 Include a separate 

Computer or 

Technology Skills’ 

section when you are 

able to identify 5 or 

more skills. 

 Be prepared to 

demonstrate or 

discuss the skills 

you identify in an 

interview. 
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Transferrable Skills 

ORGANIZATIONAL SKILLS 

 Meeting deadlines and managing time 

 Working under pressure 

 Multi-tasking 

 Prioritizing activities to be accomplished 

 Working effectively as a team member 

 Illustrating fortitude and stamina 

 Evaluating the progression of a task 

 Developing goals 

INTERPERSONAL SKILLS 

 Maintaining team cooperation 

 Interacting with and appreciating people of diverse 

backgrounds 

 Interacting and working professionally with team 

members and group leaders 

 Illustrating leadership skills 

 Delegating tasks 

 Providing instruction on skills or concepts 

RESEARCH SKILLS 

 Able to identify and use variety of research sources 

 Analyzing and interpreting statistical data 

 Conducting a review of literature  

 Applying variety of research methods 

 Developing and interpreting questionnaires or surveys 

Not every job or other opportunity we experience will be directly 

related to what we will do in our careers.  However, there are a 

variety of skills we can acquire and meaningfully “transfer” to what 

we do.  Below are some ideas on the types of skills you may obtain 

from one experience and be able to apply it to another.  Consider 

other skills you have developed too! 

ORAL & WRITTEN COMMUNICATION SKILLS 

 Presenting impromptu speeches 

 Composing reports in appropriate format 

 Effectively debating issues while respecting others 

 Brainstorming ideas in a group 

 Illustrating appropriate telephone skills 

 Delivering group presentations clearly 

 Professionally and appropriately defending ideas  

 Using variety of resources to promote organization 

CRITICAL THINKING SKILLS 

 Quickly and accurately identifying key issues when 

making a decision or solving a problem 

 Interpreting validity of theories 

 Analytically creating solutions to problems 

 Examining underlying analyses or conclusions 

effectively 

 Critically evaluating theories and research to apply 

results to solve problems 

COMPUTER SKILLS 

 Using computer programs to prepare documents, 

graphs, pamphlets, etc. 

 Conducting effective internet research 

 Illustrating computer programming 

 Designing web pages 

S
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An experience section provides an employer (or graduate school) 

with brief details regarding your background as it relates to the 

position of interest to you.  Experience includes jobs, internships, 

military background, and leadership opportunities. 

Other Considerations: 

 Include each relevant job held 

since high school graduation 

(or during high school if your 

job experience is limited). 

 Consistently note the title, 

organization name, location 

(city/state), and timeframe (start 

month/year—end month/year). 

 If you have held more than 2 

leadership positions, consider 

listing them in a separate 

Leadership section. 

 Use bullets to make it easier to 

read your qualifications and lead 

each bullet with an appropriate 

action verb. 
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Use a Leadership section to provide information regarding 3 or more 

roles you have held or are currently holding that address your 

leadership skills and background. Follow the same format used for 

Experience.  If you have less than 3 roles to identify, list them within 

the Experience section.   

 

Use Honors/Activities to describe any special awards or scholarships 

you have earned or activities you are involved in, such as memberships 

and elected offices in student organizations.  Avoid using abbreviations 

or acronyms and instead spell out the name.  Also include a brief 

description for those who are not familiar with the award/organization.   

 

Use a Volunteerism section when you have 3 or more community 

involvement experiences to describe and at least one of them is on-

going.  If you have less than 3, include them within Honors/Activities.     

 

Use a Military section to identify your involvement and follow the same 

format used for the Experience section for a consistent look. 

▪ This page identifies some commonly 

used additional sections for your 

reference, but depending on your goals 

and experience, you may need to use 

others or a combination of them.  

Other examples include Certifications, 

Technical Skills, Study Abroad, Grants, 

Summary of Qualifications, or Core 

Competencies (more common for 

those with 5+ years of experience).   

 

▪ Cadet Rank Holders should include 

their related training and experience; 

consider using a Leadership section. 


