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DO’S OF A RESUME  
• Stress you accomplishments and successes 
• Good physical appearance: typed, correct spelling, even margins, structured 
• Well organized: employers do not have to hunt for information 
• Proper length: one page required; two page maximum should ONLY be 

used if you have had more than 6 jobs in your life and most of them pertain 
to the position you are applying 

• Use dates for past employment, graduation and specific classes taken 
• If current high school student, pertain all information from freshman and on; 

first/second year after high school, pertain all information from senior year; 
and if out of high school for 3 or more years, pertain all information after 
high school and on. 

 
WHAT IS A RESUME? 

 
A resume tells who you are, what you know, what you have done, what kind of work you want, 
and why you should be hired. A resume is your ticket to get you an interview. It should be one 
page, or two pages with more work experience and under certain circumstances. Remember it is 
a brief summary of your experience, education, training, and accomplishments.  
 

Writing a Winning Resume 
Although most employers expect you to submit one, a resume can also be especially helpful 
when they don’t ask for one. You can never go wrong presenting your resume to an employer. It 
will give you a competitive advantage, help you organize your thoughts, and make a good 
impression.  
 

 
 
PART ONE 
 

Heading: At the top, write your full name, complete address (where you get your mail), 
phone number, and appropriate email. Your full name should be no more than a font size 
18. 

 
PART TWO  
 

Objective: If you are starting out getting your first job, you may have the  objective 
section in your resume. Otherwise, if you have already some work  experience, the 
objective is not necessary to include it in your resume. If you decide to include one, be 
specific and concise. Do not generalize.  
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PART THREE   
 

Summary of Qualifications: A very important section. This should always be on the top 
of a resume. Use this section to outline all of the skills you have acquired through your 
work experience or vocational training that relate to the position you are applying. Using 
correct keywords in this section is key! 
 
Examples of skills:   Examples of abilities/strengths: 

 Telephone procedures   Committed 
 Floral designs    Willing to work hard 
 Word processing   Get along well with others 
 Child supervision   Punctual 
 
PART FOUR   
 

Education: Be sure to include dates you attended, any diplomas, and degrees. You can 
also add any youth program trainings you have been involved with, technical and 
vocational trainings, and ROP courses. 

 
PART FIVE 
 

Work History: Include all paid and unpaid job positions, starting and ending dates, the 
name and location of the company or organization. Write a list of duties you performed at 
the worksite including your achievements.  

 
PART SIX 
 

Awards/Achievements (if applicable): List any awards from sports or extracurricular 
activities that specially recognize you. 

 
PART SEVEN 
 

Certifications (if applicable): If you have a special certification, for example, First 
Aid/CPR certified, you may include it here. ROP certificates from a technical class (ex. 
Nursing Assistant, Medical Terminology, Welding, Law Enforcement, etc) you took also 
fall in here. If you already mentioned your ROP certificate in another section of your 
resume, DO NOT mention it here; it should  only be mentioned once in your resume. 
Remember, use any certifications that pertain to the position you’re applying. 

 
PART EIGHT 
 

References: If you are just starting out finding your first job and have no work/volunteer 
experience, you may include your references here. Otherwise, this  section is optional and 
is not necessary to include it in your resume. If you decide to include it, the general rule 
is to just have it this way: Available upon request. (with a period at the end). 
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