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JOB SEARCH STARTER KIT
RÉSUMÉ TIPS

[bookmark: _GoBack]This sheet is not an exhaustive listing of a what makes a perfect résumé. Instead, this is meant to be a guide of common suggestions and tips to make your résumé likely to be read by a hiring manager, recruiter or any other business professional. Please note that there is no perfect résumé; instead, your résumé should be a document you are confident in and strikes a good balance of telling a story about yourself while showcasing your inventory of experiences.

Please also note that these conventions are for more straight-forward résumés for entry-level positions. For examples of other résumés, check out the UCLA Career Center’s Career Guide. 

Formatting
· 1-page, single-sided, in PDF format
· Font size should be consistent throughout your résumé
· Full name should be a larger font size than the rest of your résumé
· The rest of your résumé should be the same font size, ideally size 10 or 12
· Font style should be the same throughout your résumé. Ideally you will use Times New Roman, Cambria, Garamond, or Arial
· The margins should be consistent all around your résumé. Set it to either to 1 inch or .5 inch
· Contact information should be just below or somewhere near your full name. Ideally, just include your email address (that you check regularly) and your primary phone number

Section Headers
· The types of sections you have on your résumé depends on what types of experiences you have
· Your résumé must include an “Education” section, and should be placed toward the top
· Transfer students should put UCLA first, then your previous institution second. 
· It is also highly recommended that you have a “Skills and Interests” section, which should be at the very end of your résumé. Add something unique to draw curiosity and interest in you as a person
· For new graduates
· After your “Education” section, there are a variety of sections you can have. Generally, the following section headers are appropriate (and should also be in this order)
· “Work Experience” or “Professional Experience”
· “Leadership and Involvement”
· “Academic Projects”
· “Research Experience”
· Tip: Generally, when recruiters/hiring managers are looking at résumés, they want to see (1) which institution you are attending and then what type of work experiences you have, which is why “Education” and “Work Experience” should be toward the top of your résumé
· For alumni who have been out of school for awhile 
· Utilize sections like: 
· “Work Experience”
· “Leadership or Volunteer Experience” 
· Tip: While you have a longer work history, try to stick to a one-page résumé. If you have 10+ years of work experience, then a 2-page résumé would be appropriate. However, being concise is always beneficial as recruiters and Applicant Tracking Systems are reviewing applications quickly. 





Content
· Speak in 3rd person and avoid using “I”, “We”, etc.
· In every section, your experiences should be listed in reverse chronological order, with your most recent experiences at the beginning and older experiences at the end
· Use a variety of verbs throughout your résumé, and also try to be results-focused with every bullet point
· Utilize words and phrases from the job description in your résumé
· Every bullet point should answer: What did you do? (verbs)  Why was it important? (results)
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