
How to Write Your Resume 

 

 

Include a link to your 

LinkedIn Profile. 

Hyperlinked text is a 

nice touch! 

Be sure to use a 

professional email 

address. If you do not 

have one, take a few 

moments to create 

one. 

 

 

 
 

 

 

Focus on City, State 

here. Include 

nearest metro area 

if possible. 

Use a title and core 

strengths to grab the 

reader.  

Keep the summary 

short (2-4 sentences).  

Include your most 

relevant areas of 

expertise. 
Keep your bullet 

points consistent. 

Focus on 

measurable 

results. Emphasize 

the things you 

want the reader to 

focus on. 

Change the header 

titles and object 

colors to suit your 

style!  

The resume and cover letter 

templates are both MS Word 

documents. 

While you don’t have to be 

an expert, experience with 

MS Word will be necessary 

to edit the templates. 

Recommended font options 

Ariel 11 to 12pt. 

Cambria 10 to 11pt. 

Calibri 10 to 11pt. 

Times New Roman 11 to 12pt. 

 

Community Service & 

Professional networking 

memberships and also 

great to add. Avoid 

adding personal 

hobbies. They add zero 

value. 
Add a footer with 

your name and 

contact information 

to any additional 

pages. See page 2 of 

your template. 


