
Career and Personal Development

F O R M A T T I N G

Build Your Resume
Your resume is your professional summary. It provides potential employers with

accurate, concise information on your education, experience and accomplishments.
Your resume should paint a strong picture of you as a candidate and be cleanly

formatted with significant attention to details.

C O N T E N T  -  W H A T  D O  I  P U T  O N  M Y  R E S U M E ?

Click the token above to
explore Handshake.

Navigate to Career Center
Resources to find the

Handshake Tips document
for your next clue.

careerdevelopment@alma.edu | www.alma.edu/career

BASICS:
Header  (contact information)
Education 
Experience/Employment 

OTHER SECTIONS: 
Activities & Leadership 
Honors 
Service  & Volunteerism
Research 
Skills & Certifications

Avoid using a template! 
Choose a clean font in a size that is consistent and legible (10-12 pt.)
Keep margins reasonable at 0.5-1.0
Use bullet points to highlight key skills and experience (no sub-bullets)
Be consistent with your use of bold, italics, and underline
Use the tab key for indenting and aligning text

D E M O N S T R A T E  S K I L L S  S P E C I F I C  T O  P O S I T I O N
Clearly showcase transferable and industrial skills that fit the position you
are applying for. Your bullet points should explain skills you have learned
through your experience, relevant to the position.

Use the official name
and location of the

organization,
position held and

date of involvement. 
 

All the items you
have listed should be

in reverse
chronological order. 

R E V I E W  I T !
Ensure that your document is free of typos and grammatical
errors. For additional assistance, use Handshake to schedule a
meeting with a member of the Career and Personal
Development team. 

https://alma.joinhandshake.com/
http://alma.joinhandshake.com/appointments
http://alma.joinhandshake.com/appointments


Career and Personal Development

Let's go beyond the basics and look at an example!

Build Your Resume

careerdevelopment@alma.edu | www.alma.edu/career

H E A D E R
Your name should stand out
easily without overwhelming
the rest of the information
Include your name,
professional email, phone
number, residential address 
Can include LinkedIn URL (if
you have one)
All hyperlinks in the
documents should be
unlinked

 

E D U C A T I O N
For each institution
attended, include the name
and location of the
institution, official degree
name, majors, minors and
anticipated graduation date
Remove high school
information during
sophomore year
If applicable, showcase your
strong GPA (3.0+)

E X P E R I E N C E
Include the name and
location of the
company/organization, job
title and the date of
employment or participation
Accomplishments should be
qualified and quantified
including the action, task
and result by utilizing action
verbs and specific examples

A D A P T  H E A D I N G S
Adjust headings to fit positions and opportunities. If you have more than
one position with one company/organization, you may split up the
experiences.




