
 HOW  TO CREATE 
YOUR RESUME

BEFORE YOU START

Your experiences and 
qualifications are unique. 
Brainstorm what experienc-
es make you stand out and 
how your qualifications set 
you apart.

Read and reread the job 
description. Research the 
company online. List out 
key words and phrases from 
both and keep them in mind 
as you begin writing your 
resume. Consider how your 
experience suits you for this 
particular job.

Remember that it’s a real 
person who will be reading 
your resume. They do not 
owe you anything, and it’s 
their job to find great candi-
dates. Make it easy for them 
to get excited about you.

Your resume tells your 
story, so make sure your 
background, experience, 
skills, and achievements all 
tell the story of how you’ve 
ended up where you are 
today and why this position 
is the best next step for you.

Think about the specific job 
you’re applying to. 

Think about the person who 
will be reading your resume. 

Think about your resume as 
a storytelling document. 

Think about what makes 
you different. 

WHY?
A resume helps you stand out 
from other applicants and se-
cure an interview. Employers 
will only spend about 6 sec-
onds on your resume, so make 
sure it shows them why you’re 
valuable to them and why they 
should want to meet with you.



SECTIONS
• Contact Info: List your name, address, email, phone, 

and LinkedIn profile at the top.
• Career Summary: Summarize your experience in 2-3 

sentences. This is your chance to concisely tell your 
story and why it makes you perfect for this position.

• Education: List your completed and in-progress de-
grees, most recent and moving backward. 

 • Put “Education” before “Experience.” As a college 
student, this is your most important present experience.

 • Include your GPA if it’s above 3.5.
• Skills: List specific skills you possess. 
 • Don’t list general skills, like “communication” or 

“writing.”
 • Instead, list only skills that really set you apart, like 

“HTML” or “Graphic Design” or “AP Style”.

• Experience: List your present and previous employ-
ment and internships with locations and dates.

 • Bullet your accomplishments under each position.
 • Move from present to previous.
 • Begin each sentence with an expressive action verb.
 • List specific accomplishments that had direct value to 

the organization as a whole rather than just job respon-
sibilities. They want to know your value and history of 
success, not simply what you’ve done.

 • Quantify your accomplishments: Instead of “Increased 
sales,” write, “Increased sales by 50%, doubling prior 
year progress.”

• Honors/Achievements: List any significant accom-
plishments or leadership positions you’ve been awarded.

 • Again, be specific and relevant.

TIPS

• Keep it to one page. (Church ministry resumes may require more length to include personal/family info 
and references.)

• Keep your formatting simple and professional. Most companies appreciate black and white with 
font between 10- and 12-point. (Some fields like graphic design may necessitate more aesthetically 
appealing resumes.)

• Be consistent. If you put job titles in bold, do it everywhere. If you use periods at the end of a bullet point, 
do it everywhere.

• Avoid spelling and grammar errors. Proofread. Proofread. PROOFREAD. 
• Use appropriate tenses. This means use past for past experiences, present for present experiences.
• Avoid first person pronouns. Write, “Exceeded quarterly goals” rather than “I exceeded quarterly goals.”
• If sending electronically, save as a PDF with a simple, clear title. PDFs stay formatted more easily. Save it 
as something like, “First Name_Last Name_Resume.pdf.”

• Make sure it’s easy to read. Remember, they will only spend about 6 seconds on your resume. Don’t make 
them work hard to see how great you are. 

Schedule a Resume Review Appointment with the advisor for vocation and career 
development. Email careeradvising@sbts.edu to set up a time to go over your  
resume one-on-one.


