
3  

RESUME BASICS 
O

v
e
r
v
ie

w
 

A resume is not a one-size-fits-all document.  Every 

resume is unique to the individual and to the opportunities 

(full-time job, internships, graduate school admission, etc.) 

for which he/she applies.  It is one’s experience, skills, 

education, and training that will set him/her apart from 

other applicants.  

 

Refer to this Resume Construction Guide to gain insight 

on how to best portray what you have to offer a potential 

employer (or for graduate school admission).  Additional 

information, including a Resume Checklist (Supplement 

section) and steps for help with creating/updating your 

resume, may be found on our Resume Web Page via 

http://www.citadel.edu/root/career/resources/resume.  

 

 

 

 

Learn about: 

▪ Once you are ready to actively engage in your search, be sure to 

upload your resume to hireLINK, our on-line career management 

system:  job board, resume database, announcement center, career 

events, and more!   

http://www.citadel.edu/root/career/resources/resume
https://www.myinterfase.com/citadel/student
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 Writing a resume is an on-going process.  You will 

continually update it throughout your career. 

 

 It concisely outlines your educational background, 

experience, skills, and training as they relate to how you 

may contribute to the organization. 

 

 It communicates what makes you stand out from other 

applicants to potential employers (job search) or 

universities (graduate school admission). 

 

 Develop a “general resume” to keep track of your 

experience, qualifications, and skills.  Then pull the 

appropriate information to create a resume tailored to 

each opportunity for which you apply. 

 

 Include high school involvement when college activities 

and experiences are limited or when they are related to 

your career goals (i.e. teach or coach at your home 

district, work with non-profit you volunteered with, etc.). 

 

 Military contract candidates may find that a resume will 

help them track their assignments to prepare for 

promotion and to assist with the transition into civilian 

employment. 
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 Employment and graduate school admission processes require applicants to complete the 
organization’s application form.  While resumes are typically not accepted in place of this 
application, still submit one when possible to stand out as a candidate.  Go above and beyond! 

 Be aware of what potential employers are permitted to ask at the application (and interview) 
stages of the hiring process.  Review the U.S. Equal Employment Opportunity Commission 
website (www.eeoc.gov) for details.   

A resume is your personal marketing tool.  

http://www.eeoc.gov
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DO DON’T 
▪ Use consistent font and formatting 

(bold, italics, punctuation, 

capitalization, abbreviations, align 

columns, etc.) 

▪ Highlight what makes you stand 

out from other candidates 

▪ Use proper grammar, including 

correct verb tense 

▪ Triple-check for possible spelling 

and typing errors 

▪ Make it easy to read 

▪ Emphasize transferable skills, 

especially when changing careers 

or when related experience is 

minimal 

▪ Highlight your strengths by 

identifying experiences, activities, 

honors, and awards 

▪ Focus content on what will benefit 

the employer’s needs, not yours 

▪ Include information specifically 

requested within a job posting 

▪ Confirm that your contact 

information is current 

▪ Save as a PDF to preserve 

formatting when sending 

electronically 

▪ Print on resume quality paper 

(20lb.) with watermark showing 

through right-side-up 

▪ Review and revise your resume 

regularly to keep it up-to-date 

▪ Use personal pronouns (I, Me, My) 

▪ Use acronyms; write out full name 

to ensure understanding instead 

▪ List high school diploma unless you 

seek employment in same school 

district; (high school graduation is 

understood when listing a college 

degree) 

▪ Misuse resume samples by 

repeating content that does not 

accurately reflect your experience 

▪ Include a photo or personal data 

(birthdate, age, gender, marital 

status, social security number, 

CWID, etc.) which may unknowingly 

bias your candidacy or publicize 

secure information 

▪ Leave gaps in your work history; be 

sure to account for your time 

accordingly 

▪ Include references on resume 

unless the posting specifically 

requests it 

▪ Write resume in paragraph format 

▪ Repeat the same action 

verbs over and over again 

▪ Ultimately it is your responsibility to make 

your resume error-free.  Thoroughly review 

the content, grammar, and spelling before 

submitting your resume with employment 

and/or graduate school applications! 


