
Your resume is an employer's first impression of you and your qualifications, so making sure you have a great resume is 
essential! First, follow the guidelines in this packet to gather your information and complete your first draft.  Then follow up by 
scheduling an appointment with a career coordinator to help you edit and polish your resume.   

1. Gather information about your jobs, internships, clubs, volunteer roles, and education. Then, write down notes to
compile all of the information you will need for your resume.

• Work – Include information about any job you have had.  Include babysitting, working on a family farm, being caretaker
for family, lawn mowing, etc.  (Make sure you have an address, phone, and contact information for former employers.
You won't list all of this on your resume, but some employers will want to contact former employers, so it's a good idea
to have it ready)

• Education – You will not list your high school, only college/universities you are or have attended.  Include any previous
degrees you may have already earned.

• Volunteer work – even if you were not paid.  Volunteer work develops skills, so you should make sure to include it on
your resume.

• Clubs/associations/ committees – list any you have served on while in school or the community.
• Any other technical or computer skills, awards or honors, or special training you think may help your job search.
• Job Requirements – These will come from the job description of the job you want to apply for.  Read it carefully.  If you

are not applying for a specific job yet, you can skip this part for now.

2. Visit our website to view sample resumes.  We have many specific examples based on majors and job types.
www.usi.edu/careerservices, click on the Student Resources Icon.

3. You can also view a list of action verbs on our website.  Example:  I was in charge of assessing the need for additional
coverage at the counter when I worked at Mcdonalds'.  Or, I helped launch the new software database during my
internship.

4. Your resume is always a work in progress.  As you add skills or change jobs, you will update your resume.
5. Each time you apply for a job, you should update your resume and emphasize skills or experience that apply to that

position.  This is called targeting your resume.
6. Schedule an appointment with one of our Career Coordinators for a Resume Editing appointment.

Contact us at 812-464-1865 to schedule.  Bring your resume with you and the job description for any jobs you plan to
apply for in the near future.

Use MS Word or other word 
processing software. Save in 
that format as well as PDF 
and or .txt when done. 

Use a conservative font such 
as Arial, Times Roman, or 
Calibri. Font Size 10, 11, or 
12 works best for the body 
of your resume. 

The header of your resume 
It should be larger font (14, 
16, 18). Include your name, 
address, email, and phone 
number. Use Bold or Italics 
and/or a different font for 
the header to make it stand 
out. 

Follow a standard date 
format throughout your 
resume.  Examples:  
May 2017  or  05/2017 
Put jobs and experience in 
chronological order, most 
recent on top. 

*It is generally best not to
use a pre-formatted
template. These can be very
hard to edit and add
additional information in the
future.

* Don't use photos on your
resume.
*Never send your resume as
a jpeg or image. 

Avoid abbreviations such as 
Univ. (University), USI 
(University of Southern 
Indiana. Don't assume the 
employer will know what the 
abbreviations mean. 

*It is not necessary to
include the day, just the
month and year.

812-464-1865
career@usi.edu 

www.usi.edu/careerservices 
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