
Resume 
Writing 101



“
➔ What is one thing that 

everyone in your group has 

in common?

➔ What is one thing everyone 

in your group does not have 

in common?
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Breakout 
Rooms



Basics of 
Resume 
Writing



Brainstorming 
Process
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1. What is the purpose of a resume?

2. What experiences do I think are important 

to include?

3. What are my specific skills, abilities, and 
talents?

4. What do I plan to use this resume for?

BIG QUESTIONS



Basic Info & 
Formatting
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Basic Information

Contact Information
Name, Address, Phone Number, 
Email

Education School, Graduation Years

Formatting

Length One page

Fonts
10-12 pt; easy-to-read fonts (Arial, 
Times New Roman, Garamond, 
etc.)

Order
Reverse chronological (most 
recent first)
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Quick Check

Out of the three contact information headers, which one would you use?

Jesse Jackson
518 Ocean Rd
Narragansett, RI 02882
(888) 888-8888
jesse.jackson@gmail.com

Jesse Jackson
518 Ocean Rd
Narragansett, RI 02882
(888) 888-8888
jesse.jackson@gmail.com

Jesse Jackson
518 Ocean Rd
Narragansett, RI 02882
(888) 888-8888
jessejellybeans@gmail.com

1 2 3



8Sections of a Resume

Contact Information

Education

Experience

Honors and Awards

Skills

What is a past or 
present experience 
that you would put 

in your resume?
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Google 
Jamboard!
Can you put these 

resumes in the right 
order?

https://jamboard.google.com/d/1ykMX8gXpVznGofciXYjsS6u5Kni8092HGQ4C-aY7PFE/edit?usp=sharing
https://jamboard.google.com/d/1ykMX8gXpVznGofciXYjsS6u5Kni8092HGQ4C-aY7PFE/edit?usp=sharing
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Example Resume

❏ What is this student doing 

well in this resume?

❏ What could this student 

improve on?



Resume 
Review



Resume Checklist 
✅
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1 3 5

642

Contact 
Information Experiences

Awards and 
Honors

Education Action Verbs Skills
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Next Steps

Draft a resume:
● We’re here to offer our feedback! :)
● Supplemental worksheet

Questions to consider:
● What type of applicant do I want to present myself as? 
● What experiences do I want to include?



Thank you!
We appreciate your time 

and attention!
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