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Creating an American Style 
Resume

First Point of Contact

 “You never get a second chance to make a first 
impression” -Mark Twain 



8/3/2011

2

Resume Writing

 Most American Employers will request a resume 
with a job application

 Having a resume is useful for college/graduate 
school applications 

 Summarize and highlight current and past 
experiences

 Market transferable skills/accomplishments
 Motivate employers to interview you
 Format and Clarity will set you apart

What to Include on a Resume?
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What to Include

 Contact Information (Full name, Address, Phone 
Number, Email)

 Education (Most Recent First), Degree, Years, 
Awards, Relevant Coursework, Research, Study 
Abroad

 Experience

 Optional
 Leadership

 Service

 Activities/Interests 

What to Include on a Resume?
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Detailed Descriptions – Education 

 GPA – only include if employer requests, if 
including Major GPA, then accompany with Overall 
GPA (DO NOT Round)

 Coursework – highlight ones that are not obvious 
and ones that speak to employer’s interests

 Study Abroad – reveal special projects, research, 
unique coursework

 High School – itemize experiences if they reveal 
new skills

 SAT/TOEFL

Experience
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Detailed Description - Experience

 Describe what YOU did

 Be sure the ‘purpose’ of an task/project is obvious

 Emphasize ‘transferable’ skills and knowledge

 Use verb that reveal the skills used

 Use adjectives to accurately describe a topic, 
category, etc

Detailed Description – Experience (Part 2)

 Describe tasks in ‘order of skills importance’ to the 
reader – i.e. most related to the job

 Using #’s attracts attention - $ amounts, number 
supervised, percentages, etc

 Use appropriate tense 
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Fit the Resume to the Job Description

Fit the Resume to the Job Description

 Job Wants: Reporting skills
 You Have: SPSS Experience

 Job Wants: Research 
 You Have: Research Topics in related Field 

 Job Wants: Evaluation Skills
 You Have: Excel, Computer Science Skills
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Tailor the Resume to the Job Description 

 Example 2:

Tailor the Resume to the Job Description 

 Job Wants: Coordinate Data
 You Have: Interpreted campus wide surveys

 Job Wants: Research 
 You Have: Research Topics in related Field 

 Job Wants: Leadership 
 You Have: Moderated Discussion Groups
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Use Active Verbs 

Active Verbs 2
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Active Verbs 3

What to Include on a Resume?
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Optional – but personal! 

 Leadership – show initiative 
 President of university club, sports captain 

 Community Service – shows compassion for others
 Tutoring, fund-raising, volunteering 

 Awards – shows excellence 
 Teacher’s Award for Excellence

 Personal hobbies, interests or activities 
 Shows a human side
 Examples: Cooking international foods, hiking, running marathons, 

reading, traveling 

 Languages or computer program skills
 Examples: Vietnamese – native speaker; English – proficient; 

STATA, EXCEL [etc]

Formatting 

 Use of professional font, spacing, size of font

 Limit to 1 – page 

 Left/Right Margin to include location, dates of work 

 Have enough “white space” to balance the text

 Do not over exaggerate or over highlight 
accomplishments
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Let’s Look @ Examples

 Four Resume Examples

 Not Perfect

 These are examples of recent/current undergraduate 
students

 Good place to start to create your own resume

SAR!

 When thinking of “descriptions” for your work 
experience think:

S – situation

A- action 

R – result

 This structure will always help you during interviews 
as well!



8/3/2011

12

Conclusion 

 Please contact us for more information:

Yuki Kondo-Shah

Public Affairs Section Intern

Student| Harvard Kennedy School of Government

KondoShahY@state.gov


