
 
 

 

HOW TO WRITE A RESUME 
 

WHAT IS A RESUME? 

A resume is a brief summary of your experiences. Its purpose is to give potential employers an overview of your skills 

and experience and pique their interest in interviewing you.  It does not need to be a complete history of everything you 

have ever done.  It should be one page and highlight your most significant experiences and accomplishments.  Resumes 

should be visually appealing, easy to read, concise, and absolutely free of mistakes and typos!  Your resume creates the 

first impression a potential employer has of you, and, along with your cover letter, is your primary marketing tool.  

 

FORMATTING 
The format of your resume is nearly as important as the content. On average, employers spend no more than 15-30 

seconds on your resume! Therefore it must be clearly laid out and easy to skim. Use bold, underline, or italics 

strategically and consistently. For example, if you decide to bold names of companies, you must be sure to bold all 

names. If you choose to underline your titles, do so throughout the entire document. In addition, if you bold too many 

items on the resume, then nothing will stand out, so use these highlighting tools sparingly. 

 

The margins on your resume should be at least 0.5” top, bottom, left, and right, so that the document will print without 

errors.  The resume should appear full, but not crammed. Do not type in a font size smaller than 10pt.  Times New 

Roman, Garamond, and Arial are standard and acceptable font types.  Avoid fonts which can be difficult to read and are 

not standard on every computer. Ensure everything is aligned properly and consistently on the resume. 

 

RESUME STRUCTURE AND CONTENT  

Use the resume examples in this fact sheet as general guides, but ensure to target your resume to a job or specific field of 

interest.  There is no one right way to write a resume.  However, it is important that your resume presents your 

experience and skills in a professional and positive manner.  DO NOT use a Microsoft Word Resume Template which is 

very challenging to edit!  Below are the typical sections to include on a resume: 

 

Contact Information: Include your full name, address, phone number, and email address at the top of your resume.   

If you are currently a student, use your school email address.  If you choose to use an alternative email address, it 

should consist of your name and/or your initials for easy recognition and professional appearance.  Your name must 

be consistent on the resume and in all emails, letters to employers, etc, for example, do not use your Hebrew name in 

your email address, for example, then use a different name on your resume. Your name can be a larger font size than 

the rest of the resume so that it stands out (14-16pt font for your name, versus 10-12pt font for the rest of the 

document). 

 

Objective (optional): Write a concise statement of intent indicating the type of position you are seeking. Long, 

vague statements are not appropriate. If you are open to multiple opportunities, you can remove the objective or 

create multiple versions of your resume with different objective statements.  

 

Education: List schools attended in reverse chronological order.  If you are early in your college career, you may 

want to include high school information.  However, as you become more involved at Yeshiva and gain more 

experiences, you can remove high school from the resume.  

 

 GPA: You should only include your GPA if it is over a 3.00.  DO NOT ROUND YOUR GPA! A 3.66 is 

3.66, NOT 3.7.  

 
Honors and Awards: Choose those which you think add value to your resume, e.g., Dean’s List or a special 

academic honor. 

 

Study Abroad: List location and dates attended. You may include the name of the school if relevant. 



 

Relevant Coursework (optional): List only courses relevant to the jobs for which you are applying. Do not include 

basic courses which would be obvious based on your major (e.g., if you are an Accounting major, do not include 

“Intro to Accounting” on the resume).  

 

Experience: Begin by listing all of your paid and unpaid experiences in reverse chronological order even if you 

think the experience does not immediately relate to your career objectives. 

 

 Include company name, city, and state, your title, and dates of experience. If you are still working there put 

starting month/year-present. For example, “May 2009 – present”. 

 

 Describe your tasks and responsibilities using descriptive phrases.  Start each phrase with an action verb that 

explains what you did and what you accomplished or achieved. Be specific and quantify wherever possible 

(e.g., “Increased fundraising efforts by 20% over the previous year.”) See our Writing Impactful Resume 

Descriptors guide on the next page.  Experiences in which you are currently involved should be in the 

present tense.  Experiences in which you are no longer involved should be in the past tense.   

 

 Avoid pronouns and articles such as I, the, a, and an.  Resumes are written with sentence fragments, not 

complete sentences. For example, you should write “Supervised group of 12 children in overnight camp,” 

instead of stating, “I supervised a group of 12 children in an overnight camp.” 

 

 Consider separating experience into different section headings to highlight select positions you have held. 

For example, you can start with a section called Related Experience, Research Experience, Marketing 

Experience, or others targeted toward the industry you want, and then follow that with Additional 

Experience for positions that are less relevant, but still show important skills that you have developed. 

(Note: this technique is optional; you can list all positions under one heading called “Experience” as well) 

 

Activities: List clubs, athletics, volunteer positions, community involvement, etc.  If you held a leadership role in 

these organizations, you can title the section “Leadership Activities” as well.  All leadership activities should be 

verifiable by prospective employers and substantive enough to discuss in depth in the course of an interview. This 

section can either be a list written in reverse chronological order or written in the same format as the experience 

section depending on your level of involvement.    

 

Skills: Include computer skills, language abilities, and other relevant skills such as research or laboratory.  Be 

careful how you rate your ability in a language; consider fluent, proficient, conversant, familiar, etc. DO NOT 

EXAGGERATE. 

 

Interests (optional): Mention hobbies, travel, music, etc. Try to be specific, such as “reading biographies” instead of 

just “reading”; list no more than 3-4 interests, and be able to explain in an interview what you do or why you are 

interested in the subject. If you don’t have space for interests, you can leave this section out.  

 

At first, don’t worry if your resume is more than one page.  The most important aspect of the first draft is to get all the 

potential information down, so it can be edited.  If you are a freshman or sophomore and feel like you have trouble filling 

a page, add information from high school.  Once the resume is edited, however, it should not exceed one page unless you 

have extensive work experience and it is acceptable in your industry. 

 

NEXT STEPS 

Once you have a draft, bring it to the Career Center and a career counselor can help you edit it.  Resumes usually take a 

few revisions or drafts to perfect, so be patient.  It is always a good idea to have more than one person proofread your 

final version.  In addition, be careful with computer tools such as Spell Check, which not only can miss typos on a 

resume, but also can accidentally change a word it does not recognize, such as the name of a company.  

 

Once your resume is edited and proofread several times, you are ready to print it on resume paper.  It is best to laser print 

and use white, off-white, or ivory resume paper.   

 

 

 

 

 



 

Writing Impactful Resume Descriptors 
 

They way in which you describe your activities greatly impacts how positively (or negatively) a resume reader perceives 

your application.  Below are some guidelines for writing impactful activity descriptions on your resume: 

 

1) Use ACTION statements.  
 

Start each of your activity descriptions with an ACTION VERB that efficiently conveys your key task, activity, or 

responsibility. Do not use personal pronouns such as “I”, “me” or “my”. 

 

Examples:  

 Provided customer service to store patrons 

 Researched and produced financial reports 

 Planned activities for campers 

 

2) Strengthen your descriptions with QUALIFIERS / ADJECTIVES that show HOW you performed your tasks 

well. 

 

Examples:  

 Provided friendly, professional customer service to store patrons 

 Conducted extensive research and produced financial reports 

 Collaboratively planned fun, engaging educational and recreational activities for campers 

 

3) Qualify the PURPOSE, IMPACT, or VALUE of your activity by connecting the activity to its beneficial goal 

for the organization or customers. 

 

Examples:  

 Provided friendly, professional customer service to store patrons ensuring a positive customer experience 

 Conducted extensive research and produced financial reports to assist with investment decision making 

 Collaboratively planned fun, engaging educational and recreational activities for campers in order to foster 

learning and camper engagement 
 

4) Where relevant, QUANTIFY the SCOPE, ACHIEVEMENTS, or OUTCOMES of your activities with 

concrete numbers. 

 

Examples: 

 Provided friendly, professional customer service to store patrons ensuring a positive customer experience, 

and exceeding monthly sales goals by over 10% each month for six months.  

 Conducted extensive research and produced financial reports to assist with investment decision making, 

resulting in over $2.5 million in new investment activity 

 Collaboratively planned more than 20 fun, engaging educational and recreational activities for over 150 

campers in order to foster learning and camper engagement 

 
In summary, the best resume descriptors will have a combination of ACTION VERBS, supporting ADJECTIVES, as 

well as NUMBERS quantifying the SCOPE, PURPOSE, or OUTCOMES of your activities.  

 

 

 

 

 

 

 

 

 

 

 

 



 

Resume Approvals in YU CareerLink and 

Resume Checklist 

 

The Career Center’s on-line job database, YU CareerLink, enables Yeshiva students to search for and apply to jobs, 

internships and other opportunities directly through its on-line interface.  Students wishing to apply to jobs directly on 

the system will need to upload a copy of their resume to their YU CareerLink account. For details on how to do so, visit 

here.  

 

Because employer standards are very stringent, and any errors on the resume may lead to an applicant’s rejection, all 

resumes uploaded onto the system are temporarily held in a virtual “Resume Bin” where they are then reviewed by 

Career Center staff prior to being approved for use on the system. The resumes are examined for any issues, gaps, or 

errors in content, format and style. Resumes with problems in any of these areas are sent back to the student, with 

instructions on issues to be fixed or revised.  

 

It is ultimately the student’s responsibility to ensure that their resume is free of errors, whether formatting, 

content, layout, or style.   
 

Below is a checklist of items students should use to review their own resumes prior to submitting them on-line in order to 

ensure the greatest likelihood that they will be approved in a timely fashion.  

 

RESUME MINIMUM REQUIREMENTS CHECKLIST 

 

Layout and Design 

□ Use a standard font and size for the body that is easy to read (10-12pt) 

□ NO TYPOS on the resume (TIP: Use spell-check, and read the resume out loud to ensure there are no misused 

words) 

□ For undergraduate students, resume does not exceed one page in length 

□ Style and layout are consistent throughout the resume including consistent use of bullets, bold, italics, underline, 

hyphens, punctuation, and indentation. (NOTE: Almost 90 % of resumes are first rejected due to 

inconsistencies in formatting. e.g. Periods at the end of some bullets but not others / different sized dashes 

in activity dates “-“ vs. “ – “ / Dates or bullets not aligned evenly across sections 

□ Margins are no narrower than ½ inch 

 

Contact Information  

□ First and last name, address, phone number where you can be reached, and professional email address displayed 

clearly at the top of the page 

□ Contact Information: street address properly written (83rd St., New York, NY) and apartments written correctly 

(Apt. , City, State) 

□ Name is 14-16 point font size 

□ Don’t use both parentheses and hyphens in phone number:  (201)-267-7777 is wrong; (201) 267-7777 is correct 

or 201-626-7777 also fine 

 

Objective (optional) 

□ Only included if it enhances the resume by making career goal clearer to the recipient 

□ Statement is brief and specific, stating interest in the field and/or position 

 

 

Education  

□ Schools attended are listed in reverse chronological order 

□ Includes full name of the school and/or university (Yeshiva University, Yeshiva College) spelled out and the 

city and state of its location  

□ Uses the official degree name (Bachelor of Arts for SCW & YC, Bachelor of Science for SSSB)  

□ Major, minor, and concentration (if applicable) spelled out 

□ Includes GPA if it is above a 3.00 listed to the hundredths place. 

□ Indicates graduation date, anticipated graduation date, or dates attended (if not a degree granting program, i.e. 

study in Israel) 

 

Experience 



□ Presents experience in reverse chronological order (most recent job/position listed first) 

□ Utilizes heading(s) such as “Relevant Experience,”  “Related Experience,” and/or “Additional Experience” to 

organize and present most significant experience first.  Note: this structure is optional 

□ Indicates the name, city, and state of each organization or company.  Distinguishing markers such as bold, 

italics, and underline are consistent 

□ Lists title and start/end dates (month/year or semester/year –used consistently throughout the resume)   

□ Uses descriptive, bulleted (optional) statements demonstrating skills, accomplishments, and specific 

responsibilities. Each statement starts with an action verb, not an “I” statement. Full sentences are not used on 

the resume 

□ Uses past tense verbs for past experiences and present tense verbs for current experiences  

 

Honors and Awards (optional) 

□ Specifies the complete name for each relevant award or honor, the granting organization, and the month/year of 

receipt 

 

Activities/Extracurriculars 

□ Lists the correct name of each organization (does not use acronyms), leadership roles if applicable, and dates of 

involvement. May also include a brief description of tasks/accomplishments using action verbs 

 

Skills 

□ Includes a brief list of computer skills such as Word, Excel, PowerPoint, QuickBooks, etc. (note: PowerPoint is 

ONE word with two capital “Ps”).  Only lists computer programs if proficient.  MS Office as a skill descriptor is 

insufficient, specific applications should be listed: i.e. “Microsoft Office: Word, PowerPoint, Excel, Access” 

□ Lists any languages spoken (other than English) and level of proficiency (Basic, Intermediate, Fluent)   

□ If applicable, lists laboratory skills or additional field-specific skills  

 

Additional Information 

□ Does not include any of the following personal items: photograph, marital status, date of birth, social security 

number, citizenship status, gender, ethnicity, or religion  

□ Languages:  English NOT listed, level of proficiency with other languages must be specified (Basic, 

Intermediate, Fluent) 

□ References not included within the resume.  Resume should NOT say “References available upon request.” 

 

 





 



 



 



 



 



 
 



ACTION VERBS 
 

COMMUNICATION SKILLS 

Advertised 

Arranged 

Articulated 

Authored 

Clarified 

Collaborated 

Communicated 

Composed 

Consulted 

Contacted 

Conveyed 

Convinced 

Corresponded 

Debated 

Defined 

Developed 

Directed 

Discussed 

Drafted 

Edited 

Enlisted 

Explained 

Expressed 

Formulated 

Incorporated 

Influenced 

Interacted 

Interpreted 

Interviewed 

Involved 

Joined 

Lectured 

Listened 

Managed 

Marketed 

Mediated 

Moderated 

Negotiated 

Observed 

Outlined 

Participated 

Persuaded 

Presented 

Promoted 

Proposed 

Publicized 

Reconciled 

Recruited 

Reinforced 

Reported 

Resolved 

Responded 

Solicited 

Suggested 

Summarized 

Synthesized 

Translated 

Wrote 

  

CREATIVE SKILLS 

Acted 

Adapted 

Combined 

Composed 

Conceptualized 

Condensed 

Created 

Customized 

Designed 

Developed 

Directed 

Displayed 

Entertained 

Established 

Formulated 

Founded 

Illustrated 

Implemented 

Initiated 

Instituted 

Integrated 

Introduced 

Invented 

Launched 

Modeled 

Modified 

Organized 

Performed 

Planned 

Revised 

Revitalized 

Shaped 

Solved 

 

DATA/FINANCIAL SKILLS 

Administered 

Adjusted 

Allocated 

Analyzed 

Assessed 

Audited 

Balanced 

Budgeted 

Calculated 

Computed 

Conserved 

Consolidated 

Corrected 

Determined 

Developed 

Estimated 

Forecasted 

Formulated 

Managed 

Marketed 

Measured 

Planned 

Prepared 

Programmed 

Projected 

Proved 

Qualified 

Reconciled 

Reduced 

Researched 

Retrieved 

 

HELPING SKILLS 

Adapted 

Advocated 

Aided 

Arranged 

Assessed 

Assisted 

Clarified 

Coached 

Collaborated 

Compared 

Contributed 

Cooperated 

Counseled 

Demonstrated 

Educated 

Encouraged 

Ensured 

Expedited 



Facilitated 

Familiarized 

Guided 

Helped 

Mediated 

Moderated 

Motivated 

Provided 

Referred 

Rehabilitated 

Represented 

Resolved 

Supplied 

Supported 

Volunteered 

 

MANAGEMENT SKILLS 

Accomplished 

Achieved 

Administered 

Analyzed 

Appointed 

Approved 

Assigned 

Attained 

Compared 

Considered 

Consolidated 

Contracted 

Controlled 

Converted 

Coordinated 

Created 

Decided 

Delegated 

Developed 

Directed 

Emphasized 

Enforced 

Enhanced 

Established 

Executed 

Generated 

Handled 

Headed 

Hired 

Implemented 

Improved 

Incorporated 

Increased 

Initiated 

Instituted 

Led 

Managed 

Mediated 

Merged 

Moderated 

Motivated 

Navigated 

Negotiated 

Organized 

Overhauled 

Oversaw 

Planned 

Prioritized 

Produced 

Recommended 

Reorganized 

Scheduled 

Secured 

Selected 

Streamlined 

Strengthened 

Supervised 

 

ORGANIZATIONAL SKILLS 

Approved 

Arranged  

Assisted 

Catalogued 

Categorized 

Charted 

Classified 

Coded 

Collected 

Compiled 

Consolidated 

Corrected 

Corresponded 

Distributed 

Executed 

Filed 

Generated 

Implemented 

Incorporated 

Inspected 

Logged 

Maintained 

Monitored 

Obtained 

Operated 

Ordered 

Organized 

Prepared 

Processed 

Provided 

Purchased 

Recorded 

Registered 

Reserved 

Responded 

Reviewed 

Scheduled 

Screened 

Submitted 

Supervised 

Supplied 

Standardized 

Systematized 

Updated 

Validated 

Verified 

 

RESEARCH SKILLS 

Analyzed 

Clarified 

Collected 

Compared 

Conducted 

Consolidated 

Critiqued 

Detected 

Determined 

Diagnosed 

Evaluated 

Examined  

Experimented 

Explored 

Formulated 

Gathered 

Implemented 

Interpreted 

Interviewed 

Invented 

Investigated 

Located 

Measured 

Organized 

Proved 

Researched 

Reviewed 

Searched  

Solved 

Summarized 

Systematized 

Tested 



TEACHING SKILLS 

Adapted 

Advised 

Clarified 

Coached 

Communicated 

Conducted 

Coordinated 

Critiqued 

Developed 

Displayed 

Enabled 

Encouraged 

Evaluated 

Explained 

Facilitated 

Focused 

Guided 

Implemented 

Individualized 

Informed 

Instilled 

Instructed 

Motivated 

Persuaded 

Taught 

Tested 

Trained 

Transmitted 

Tutored 

 

TECHNICAL SKILLS 

Adapted 

Applied 

Assembled 

Built 

Calculated 

Computed 

Constructed 

Converted 

Debugged 

Designed 

Determined 

Developed 

Engineered 

Installed 

Investigated 

Maintained 

Operated 

Overhauled 

Programmed 

Regulated 

Remodeled 

Repaired 

Replaced 

Restored 

Solved 

Specialized 

Standardized 

Studied 

Upgraded 

Utilized

 


