
Creating the Perfect Resume 



Resume Critique 

What's wrong with this 
resume? 



Why do you need a resume? 
It's your personal ad.  

It's an indicator of your potential. 

It's your first impression. 



What make a good resume? 
•  Think of it as a research paper...about you. 
–  Highlight skills, strengths, and accomplishments. 

•  It should be designed to get you an interview, 
but it could rule you out if poorly written. 

•  C.O.D.E. your resume 
Clear	
  –	
  informa*on	
  is	
  concise	
  and	
  easy	
  to	
  read	
  
Organized	
  –	
  layout	
  has	
  a	
  smooth	
  flow	
  of	
  informa*on	
  
Dynamic	
  –	
  ac*on	
  verbs	
  and	
  descrip*ve	
  statements	
  
Error	
  free	
  –	
  illustrates	
  the	
  quality	
  of	
  your	
  work	
  



Getting Started 
•  Gather your information 
•  Conduct a self assessment 
•  Determine your objective 

Be prepared to draft...then re-draft...then re-draft again! 

•  Create a "database" of 
experiences. 

•  Remember, employers 
like results! 



Formatting Basics 
•  Functional vs. Chronological? 
•  Font and font size 
•  Margins 
•  Style choices: bold, italics, and 

s p a c i n g 



Heading & Objective 

•  Contact Information 

•  Objective Statement 
–  Realistic, employer-centered, concise 
–  Include: position, field, skills 

BAD Objective: A challenging creative 
opportunity where I can apply my 
skills in a dynamic organization with 
plenty of room for advancement. 

GOOD Objective: To apply the knowledge acquired 
through a bachelor's degree in Marketing and 
Communications and two summer internships at a 
public relations agency to an entry-level position 
on a marketing or PR team. 



Education/Coursework 
•  Where should education 

go on your resume? 

•  Include: 
–  Full degree title  
–  Major, minor, concentration 
–  Anticipated graduation 

Courses and projects... 
emphasis on relevant! 
•  Which helped you gain 

relevant skills? 
•  Which expanded your 

knowledge of your field? 
•  Which relate most to the 

duties or responsibilities 
of the position? 



Skills & Abilities 
What can you do that will help 
you in your future career? 
 
•  Language skills? 
•  Technical skills? 
•  Writing abilities? 

...and what about soft skills? 



Relevant Employment 
(vs. Other Employment) 

Make relevant experiences STAND OUT 
 INTERNSHIPS     RESEARCH     CO-OPS     DIRECTED STUDY     RELATED JOBS 

 

For other experiences, emphasize transferable skills... 



What else? 
•  Honors 
•  Activities 
•  Volunteer Experience 
•  Professional Development 
•  Leadership Experience 
•  Licenses/Certifications 
•  Professional Memberships/Affiliations 
 

It's your resume...use what works for YOU 



•  Limit to 1 or 2 pages 
•  Design for skimmers eyes 
•  Put most important/relevant information first 
•  Keep reader in mind 
•  Remember that appearances matter (no errors) 
•  Use action verbs and industry buzz words 
•  Focus on relevant details only 
•  Include name and page number on second page 

Resume Do's 



Resume Don'ts 
•  Write before doing a self-assessment 
•  Refer to self as "I" 
•  Include personal information 
•  Use colored or flimsy paper 
•  Include references 
•  Use templates or tables 
•  Use colloquial language 
•  Use abbreviations without explaining them 
•  Include a photo 



As long as it doesn't look like... 



Need More Help? 

•  Schedule an appointment with a career 
advisor: 470.578.6555 

•  Walk-In during office hours 
•  Find the Personal Branding Guide and 
other resources on our website 
(careers.kennesaw.edu) 


