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Header Summary of 
Qualifications Education

Experience Relevant 
Projects

Other Potential Sections Include:
Objective

Leadership 
Community Service / Volunteer Work

Honors / Awards
Skills / Technical Skills 

Other or Work Experience
Conference Presentations / Publications 



Full Name City, State Professional 
Email Address

Phone 
Number



• A Summary section should contain between 4 and 6 points that 
help the employer understand why they should be most 
interested in you over other candidates
• Everything you showcase in this section should be a skill or strength that is 

directly relevant to the position you are applying for and typically listed 
within the position description

• As much as possible, quantify!



• Full name of the degree you earned or are earning 
• (e.g., Bachelor of Science in Electrical Engineering)

• Full name of the college or university where the degree was 
earned and its location
• (e.g., Washington State University, Vancouver, WA)

• Date you received, or expect to receive, the degree
• (e.g., May 2027 or Expected December 2026)



• This section is the HEART of your resume 
• Can include full-time work, part-time work, summer positions, 

military positions, internships and co-ops you participated in 
along with course projects
• Focus on the experiences that are most relevant to your goal and that best 

highlight the skills employers are looking for

• Experience should be listed in reverse chronological format, 
with your current or most recent experience listed first 

• For each position, be sure to include:

Position/Project Title Name of the 
Employer

Location of 
the Employer 

(City, State)

Dates of 
Employment 
(Month Year to 
Month Year)



• For each position, include bullet points, or strong accomplishment 
statements 
• Begin each with varied, strong action verbs
• What?

• Situation, Task
• How?

• Actions, Transferable and technical skills used
• Why?

• Results

• Highlight actions you took, goals you achieved and the impact 
you had on the organization, customer, or your growth

• Be specific and quantify when possible  
• Be careful not to stretch the truth



Technical Skills
Experience in chosen field

Technical abilities

Programming Languages

Specialized Software Programs

Transferrable Skills
Leadership Abilities
Ability to work in a team
Written and oral communication
Strong work ethic
Problem solving skills
Analytical/quantitative skills
Initiative
Interpersonal skills
Organizational ability
Creativity



• Applicant Tracking System (ATS) – pulls specific data and skills
 Sorts into buckets – education, skills, experience

• Compared to the job description:
 Seeks key words from the job description – areas of 

experience, skills and qualifications, then ranks your 
resume

• Optimize – through format and content 
 75% rejected due to formatting issues
 Templates can cause problems



Non- ATS Friendly Format ATS Friendly Format

Yes: Word, PDF
No: jpg, png



• Screens for KEY WORDS FROM THE JOB DESCRIPTION
• Find primarily under skills
• Also check responsibilities, education and certification sections

• Requires customizing resume for each job
• Qualifications and experience
• Quality over quantity
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