
The
Resume

You in 6 seconds or less.
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1 page, 1 side, legible 10-12 font size (change the margin size if you need more
space or if you are on the second page!)
Begin statements with action verbs and use bullet points to explain your
experiences concisely -- use past tense if you are talking about the past
Place the most important information at top of page (such as your degree)
followed by a list of your experiences most related to the desired position
Resumes are often skimmed so you must convince the recipient quickly (10
seconds or less) that you have “the right stuff” to merit an invitation to a
phone or in-person interview
Color is ok to add but make sure it can be printed in color and black and
white and is still readable

Format:

Book Appointments Online: walsh.edu/career-center + Stay in touch: @CareerReadyCavs

Avoid pronouns, such as “I”, my,etc.”
Brief statements: Use bullet points. Avoid
full sentences
Be specific– if you can put the words “by,
like, such as” at the ends of a statement,
you should elaborate further
Quantify– indicate populations worked
with, goals achieved, budget amount,
people managed, etc.
Tailor your resume to the position you are
applying for by using key words/phrases
from job description
The employer wants to know how you
and your experiences will meet the
company’s needs!

Experience:

Don't include high school info after sophomore year
Don't add a photo of yourself
Avoid filling only half of the page
Proofread! Avoid any spelling/grammar/formatting mistakes
Make sure you aren't using an inappropriate email address– have a personal
email address that includes only your name/initials with numbers or symbols
(i.e joeschmo22@ gmail.com)
Don't add personal contact info that you do not check regularly
Avoid ending your resume with “References Available Upon Request”
You don't need an objective statement on your resume (these are on a lot of
templates towards the top); this will be developed within your cover letter
Don't list every college/university that you attended; only list where you have
received a degree
Avoid using a pre-made resume builder or template. They can be hard to
work with when creating your own sections and moving sections around

Resume mistakes to avoid:
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Seek extra
training/certification/licensure
List relevant coursework/specific
projects
Volunteer or Observe
Join a
community/professional/campus
organizations(s)
Include any service-learning
and/or global learning
experiences

Need More Experience on Your
Resume?

What's in a good resume?
A good resume gives a quick summary of your experiences and is tailored for
every job application you complete. Your resume should show how you could
complete the tasks described on the job description, that you have the skills,
abilities, knowledge and qualities the employer needs, and can contribute to the
success of the organization.

THE RESUME
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COMMUNICATION
SKILL:
Advertised
Arbitrated
Authored
Clarified
Composed
Contacted
Corresponded
Demonstrated
Drafted
Edited
Informed
Interpreted
Mediated
Moderated
Negotiated
Notified
Presented
Promoted
Publicized

CREATIVE SKILL:
Built
Composed
Conceived
Conceptualized
Constructed
Created
Designed
Developed
Established
Formulated
Generated
Initiated
Invented
Launched
Performed
Piloted
Planned
Produced
Published
Revised

ACTION VERB IDEAS
Looking for the right word that captures
what you’ve done?

HELPING &
COUNSELING SKILL:
Advised
Advocated
Aided
Assessed
Assisted
Coached
Collaborated
Counseled
Diagnosed
Directed
Encouraged
Guided
Listened
Led
Mentored
Represented
Served
Supported

TEACHING
SKILL:
Advised
Assessed
Coached
Demonstrated
Developed
Educated
Evaluated
Facilitated
Guided
Informed
Instructed
Led

RESEARCH SKILL:
Analyzed
Clarified
Coded
Collected data
Compared
Compiled
Evaluated
Experimented
Explored
Inquired
Interpreted
Interviewed
Investigated
Reported
Reviewed
Studied
Summarized
Surveyed

LEADERSHIP &
ORGANIZATION SKILL:
Achieved
Administered
Arranged
Completed
Clarified
Decided
Delegated
Determined
Directed
Eliminated
Enhanced
Evaluated
Exceeded
Expanded
Headed
Improved
Instigated

FINANCIAL
SKILL:
Analyzed
Billed
Budgeted
Calculated
Compiled
Developed
Financed
Monitored
Reconciled
Reported
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List related
coursework that

aligns with
position you’re

seeking.

Emphasize any related research conducted within your field of study from courses or
outside work. If you're considering graduate school after graduation, include any on-
campus activities and academic awards or honors that may speak to your ability to
complete graduate level coursework

 Highlight your
internship and

related
work experience 

BEHAVIORAL & SOCIAL
SCIENCE RESUME SAMPLE

Add an "Other
Work Experience

Section" to
highlight any
transferable
skills you've

gained in part-
time positions

1234 Main Street North Canton, OH | Julie@gmail.com | 123-456-7890

Member, Black Student

Union
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Include any internship experiences you have had while in school, as well as any
relevant work history. Any employment history outside of the professional business
environment should focus on the transferable skills of that position (for example
communication skills, time management, etc.)

Highlight global
learning to make your

resume stand out

BUSINESS RESUME SAMPLE

Degree information with
academic major, GPA,
and graduation date go
at the top of the resume.

“Expected Graduation”
indicates you have not
yet graduated at the

time of your application.

Provide
a detailed list of tasks
and responsibilities
from your internship
that relates to your

desire job.
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Emphasize all related experiences that might demonstrate your skill-set. This can be
in the form of related internships or work experience (paid or volunteer). Highlight
any relevant coursework, computer languages, and technical skills you have acquired.

If you have built
your own computer
or other hardware
that you wish to

emphasize, you can
create a separate
section and list

them

COMPUTER SCIENCE RESUME
SAMPLE

Indicate your area of
emphasis within the
Education Section.
You should also

include coursework
that aligns with the
position you are

seeking.

 If you have served in
at least two

leadership positions,
or have substantial

volunteer experience,
create a separate
section in order

to emphasize those
experiences.

 Indicate the type
of technical skills
you have acquired.
You can list these in
your technical skills

section.
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A new teacher's resume should reflect all certifications, field experiences, internships,
organization leadership roles or affiliations, and any other experience that showcases your
ability to be successful in the position in which you are applying.

Be sure to tell the
reader the expected
date on which you

will take the
Ohio (or other state)

licensure exam.

EDUCATION RESUME SAMPLE

Indicate your
specialty and

licensure area as
credentials within

“Education” section.

Your student
teaching

experience should
immediately follow
your “Education” as
employers will want
to see what you have

accomplished

Any relevant
leadership or out-of
classroom instructor
experiences should
be listed to further

show your work with
the population you

will teach.
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Engineering students should highlight any industry specific technology that you have
experience managing. Add any co-op experience or projects that would be relevant to
the position or graduate program in which you are applying.

Be sure to provide a
detailed list of tasks
and responsibilities

from your
internship.

ENGINEERING RESUME

Degree information
with academic
major, GPA,

and graduation date
go at the top of the

resume.
In this area you
could add any

relevant coursework
you have taken

Highlight any
industry

specific technology
that you have
experience
managing.
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As a first-year student, your work history (related to your major) may be limited. Using
experience from your high school years will give employers and internship sites a better
understanding of your path so far. As you gain experience at Walsh, your high school
experiences should be removed.

Related
employment

history may not
be vast, but
think about
transferable
skills within

your work thus
far.

FIRST YEAR STUDENT RESUME

High School
information and
experience are
still relevant as

Freshman.
However as you
progress into SO,
JR, SR years, the
information is

removed.
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As a graphic design major or if you are applying to a position in graphic design, it is
important to showcase your talent through your resume. Add links to your digital
portfolio and any specific software that you use. 

GRAPHIC DESIGN RESUME

Mention all
software

programs you
know how to use
and at what level

you can use
them.

Put all your work
together, upload it
to the Internet, and
include a link to this

website on your
resume how to show

your potential
employer your
qualities and

abilities

123-456-7890

yname@gmail.com

123 Main Street
N. Canton, OH
44720
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For those in Humanities, Arts, Literature, Language, and Communication — internships,
work history, volunteerism related to your intended career path are key. If you're
pursuing graduate school, be sure to include any academic awards or honors that may
speak to your ability to complete graduate level coursework (such as Dean’s list). Add
relevant coursework, special projects, and presentations that relate to the role or
organization that you are applying for.

Create bullet
points in your
experience

section that are
tailored to the
positions you

are applying for

HUMANITIES, ARTS, LITERATURE,
LANGUAGE, AND
COMMUNICATION RESUME

Use section titles
to organized
resume by

skill areas most
related to job
you’re seeking.

Experience could also
be built within

relevant organizations
that you’ve

participated in.
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New MOT & DPT resumes/CV’s should include the clinical and/or practicum
experiences most related to the position you are applying for. You do not need to list
every clinical/practicum experience you have completed. At the masters and/or
doctoral level, your resume/CV can be two pages, but make sure you are including
relevant information and that the most relevant information for the position you are
applying is listed toward the top.

Be sure to include
any memberships,
current or pending

licensures &
certifications (with
expiration dates),
and/or professional
development, as

well as any research
or presentations you

have completed.

MOT & DPT RESUME SAMPLE PAGE 1
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MOT & DPT RESUME SAMPLE PAGE 2

Comment on
the unique

aspects of each
clinical

experience.
Examples

include; type of
patient

population you
worked with,
disorders you

treated,
skills/treatmen
ts used, etc. 

Do not list the
same things for

each
experience.

Start your
second page

with your name
for easy

reference. 
Make sure the
second page
starts a new
section or
experience
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If you are a current nursing student or a nursing graduate, it is important to highlight
the clinical experiences you had during nursing school, as well as any related
healthcare experience (paid or volunteer). In addition, be sure to include the date you
completed or expect to complete the NCLEX licensure exam, as well as any other
certifications you currently hold. If you continue your education and earn your Nurse
Practitioner licensure, your resume/CV may extend to two pages.

Lead with your
clinical

experience, as
it’s the most

relevant
experience
toward your

search.
Provide a
detailed

account of your
observation
locations and
responsibilities
that you held.

NURSING RESUME SAMPLE

Near
“Education”
section, be

sure to
indicate the
expected
date for
licensure
exam

completion.

Continue the
resume with

any related work
experience

and/or
volunteer

experience to
show your
knowledge
beyond your
clinical work.
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For students in the performing arts or with performance experience, it is critical to
highlight your performances within your field and transferable skills learned from
work experience. Focus on adding the experiential learning opportunities that you
have completed in your college career to help you stand out among other candidates.

Related
employment

history may not be
vast,

but think about
transferable skills

within
your work thus far.

PERFORMING ARTS RESUME
SAMPLE

Add individual
performances and

focus on
experience relevant

to the
position in which
you are applying

Add any skills that
might be relevant

to the
organization or

role you
are seeking



Book Appointments Online: walsh.edu/career-center + Stay in touch: @CareerReadyCavs

Pre-law and GFA students or recent graduates should include any internship, civic
engagement, service, leadership, and global experiences you have had while in school,
as well as any relevant work history. Any employment history outside of the your major
should focus on the transferable skills of that position (for example customer service,
time management, communication, etc.)

PRE– LAW AND GFA RESUME SAMPLE

email@walsh.edu

Don’t forget to
include

professional,
campus, or
community
organization

involvement that
may be relevant.

Highlight
specific

internship,
volunteer, and/or

observation
experiences that
you have had.

You can include
relevant

coursework to
feature your
education

regarding legal
studies, ethics,

etc
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If you are a pre-medical professional student (e.g. pre-medicine, dental, veterinary,
physical or occupational therapy, & physician assistant), it is important to include any
required observation experiences you have had, as well as any related healthcare
experience (paid or volunteer). Due to the high level of competition for acceptance
into graduate school, be sure to include your GPA and any academic awards or honors
that may speak to your ability to complete graduate level coursework

PRE-PROFESSIONAL RESUME
SAMPLE

Lead with your related
or observation
experiences,

as they are likely your
most relevant

experiences thus far.
Provide a detailed
account of your

observation locations
and unique aspects of

each experience.

Research experience
and any publications
are important to add
when applying to

graduate programs 

Bachelor of Science in Biology, Pre-Med Minor: English
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If you're studying science or mathematics, it is important to emphasize any related
research conducted within your field of study. Internships and work history related to
your intended career path should also be included. If pursuing graduate school after
graduation, be sure to include any academic awards or honors that may speak to your
ability to complete graduate level coursework (such as Dean’s list), as well as any on-
campus activities or involvement.

SCIENCES & MATH RESUME
SAMPLE

List courses here,
to emphasize

related
coursework and
knowledge that

aligns with
position you’re

seeking,

To emphasize
completed and/or

presented
research projects,
include a section
that outlines your

work.



Book Appointments Online: walsh.edu/career-center + Stay in touch: @CareerReadyCavs

The work history that you developed as a service member is very valuable, but
describing those experiences/skills to a prospective employer can be difficult.
Focus on the core skills & abilities you’ve gained that can be transferred into a new
field and marketed to civilian employers.

VETERAN RESUME SAMPLE

If your work history is
not directly related to
your desired field, you

can emphasize
related

coursework here.

Within your military
service experience
outlines, be sure to

highlight any
transferable duties

using verbs that match
language of your

desired position. Avoid
any military-only lingo

and terms where
possible.
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For non-traditional students and alumni with many years of experience, the
functional resume (or skills-based) organizes information into groups of skills or
experiences. This format works well when you’re showcasing relationship or
transferability of past experience to a position you’re seeking. This format is
common when entering new job market or your employment history
is not directly related to a position.

By identifying top
skill areas and

supporting them
with descriptive
bullet points, you
are able to give a
comprehensive
overview of your
strengths and

accomplishments.
After that, you can

separately list
each position,

along with dates
that you held the

position in a
separate section.

FUNCTIONAL RESUME

The main
difference
between a
functional

resume and a
traditional

resume is the
“Work

Experience”
section. A
functional

resume focuses
on a few key skill
areas relevant to
your field rather
than the past
positions you
have held.
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Volunteer Experience
& Service-Learning

COMMUNITY ENGAGEMENT 
Volunteer Tutor, YMCA Stark County  (5 hours/week for 15 weeks) Fall 2019

• Tutored middle school and junior high students after school for one hour a day
• Focused  of the development of math and reading skills through introduction of
new study techniques and homework help

Volunteer, Akron-Canton Regional Food Bank, Akron OH (30 hours) Fall 2018
Volunteer, House of Loreto, Canton, OH (15 hours)  Spring 2017

EXTRACURRICULAR AND STUDENT

ORGANIZATION SAMPLES

As a student athlete, a member of a learning community, or student organization, it is
important for you to emphasize the experiences you had in your program. This should
include but not be limited to the service and volunteer work completed within these
programs. 

Student- Athlete 

Honors Program

Learning Community

Organizations/ ClubsDesign marketing and print materials for BSU sponsored events using Microsoft
Publisher
Maintain all BSU social media including Instagram, Twitter, and Facebook
Promote and encourage Walsh community participation in BSU events 
Take notes at meetings and find ways to collaborate with campus organizations 

Walsh University Black Student Union, North Canton, Ohio
Secretary April 2018- April 2019 
Social Media Coordinator August 2017- April 2018
Member August 2016- Present


