
Resume 101



Content and Format
Content

● Name, Number, Email
● Education 
● Skills 
● Experience
● Publications/Presentations
● Volunteering/Activities

Format

● Overall structure
● Clean font 
● Attention to detail

Don’t add your photo, address, 
date of birth - this not common 
practice in the US



Name, Number, Email

● These are the only required things on a resume
● You do not need to list your full address

○ If you are moving to a new city or want to move to a new city, you can 
put the city and state near your name - to indicate that this city is your 
preference for a job’s location. Example: San Francisco, CA

○ Otherwise, it is not needed
● Make sure your email is professional, not cupcake@gmail.com
● If you not a US citizen and are on a visa (with eligibility to work), list this 

mailto:cupcake@gmail.com


Education
● List your school, degree, month/year you graduated

○ You only need to list the ending month/year you graduate 

● GPA is not needed, especially if you graduated more than 5 years ago 
○ Unless you’re using the resume to go into research or back to school, 

don’t list GPA
○ Most employers will not “care” what your GPA is - it is rare that they ask

● If you received any academic awards, you can list these in your education 
section or you can create a separate Awards section

● You can also list relevant courses (relevant to the jobs you’re applying to), in 
this section, but this is optional 

○ If you graduated a couple of years ago, I would discourage adding courses



Skills

● Only list technical/hard skills, not soft skills 
● Hard/technical skills can include software, coding language, general 

technical skills, or human languages
● Soft skills: communicative, time management, detail oriented

○ While these skills are necessary, resumes should only list hard skills
○ Your soft skills will be conveyed in how you write your resume, your 

interviews, etc



Experience
● This section is about listing your company, position, duration, and your duties

○ Listing the city of the position is not necessary, but if the jobs were not all in the same city, 
listing the cities could be helpful

○ List your time like March 2017 - June 2019 or March 2017 - Present

● How to write a bullet point
○ Action verb + description + result/why
○ Example 1:

■ Managed customer orders by communicating with 500+ vendors and 
customers - resulting in the largest sales channel at Timbuk2 of $9.1 
million 

○ Example 2
■ Utilized Salesforce Suite, Salespad, and Tableau to log leads, 

revenue, track trends, average margin, and Year To Date growth 



Experience
● Try to add in numbers - quantifying experience is good

○ People like seeing numbers

● Focus on what you did - not what the company does
○ You do not need to write a summary about what the company does. Your resume is about you 

not the company

● Do not put a period at the end of the bullet point
○ These aren’t “sentences” so no need for a period

● If a job is more than 10 years old, no need to put it on your resume
○ Focus on more recent experience



Presentations/Publications

● If you have presented or had publications, it is okay to list 2-3 of them
● You can include where you presented (title of the conference) or published 

and the month/year 
● If you have a link to the exact project, it is okay to link it



Volunteering
● If you have been volunteering for an extended period of time, then it is okay 

to put on a resume
● If your activity has a certificate or something quantifiable, list it 

○ Do not list it as “hiking” - “hiking” is a hobby not volunteering

● Examples 1 and 2

Activities
De-Stress with Dogs                                                                                                                Jan –  May 2018
Volunteer Dog Watcher
•   Volunteered 2-3 hours a week to decrease stress of students at UC Berkeley



Format
● Employers are looking at resumes for 10-15 seconds, so first impressions 

and how a resume look matters
● Make sure the presentation is clean, same font and size, check grammar
● Make sure you are consistent in how your format/structure titles, positions, 

and dates 
● Do not put a picture of yourself on the resume
● Do not add graphics or logos of companies
● There are numerous websites that have downloadable templates. If you use 

one, just be sure that it’s clean and simple
● Resumes take time to work on and numerous drafts 






