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M U R R AY S TAT E . E D U / C A R E E R  

RÉSUMÉ TIPS 

A résumé  is a brief (1 - 2 page) summary of your past experience, 
educational background and skills. It markets your qualifications 
and skills to a specific employer with whom you are seeking 
employment and helps you obtain an interview. 

FORMAT OPTIONS 

Chronological (sample, p. 5) 
Use this style when experience/education/activities are strong and 
relevant to your objective; previous job titles or company names 
sound impressive; job history shows growth or emphasizes career-
related accomplishments. (Warning: It makes non-impressive job 
titles and frequent career path changes clearly visible.) 

Functional or Skills-based (sample, p. 5) 
Use this style to deemphasize irrelevant job titles and work history 
in order to draw attention to transferable skills. Draw on all 
sources of experience (jobs, volunteering, activities and 
coursework) to describe skills. (Warning: It draws attention to an 
absence of related experience.)  

Combination (sample, p. 6) 
Combine aspects of chronological and functional formats to 
emphasize both work history and skills/accomplishments equally. 

SUMMARY OR HIGHLIGHTS OF QUALIFICATIONS 

The Summary should be 3 - 5 bullets that “present an overview of 
your experience, accomplishments, talents, work habits, and skills 
that specifically align you to the position of interest. 

Summary of Qualifications (Sample) 

² Proven leader, recognized by University for leading team of five 
to start organization and recruiting 90 members in the first year 

² Effective manager, maintaining strong customer service and 
production during shift while managing 10 staff members 

² Strong communicator whether one-on-one or presenting to large 
groups of students, alumni, parents or community leaders 

² Recognized problem-solver in relationship building, project 
management and strategic planning. 

Do not lie, exaggerate or misrepresent yourself. At some point, 
you will be exposed and likely fired. Highlight your experience 
and accomplishments based on solid facts. 

REFERENCES 

List 3 - 5 references on a separate page, and use the same name 
header and format as your résumé. Always obtain permission and 
keep references informed of the positions you are pursuing. 
(sample, p. 5) Include the following information:  

² Complete name (using Mr., Miss, Mrs., Ms. or Dr.) 

² Job title and name of the organization 

² Work address 

² Email address and phone number (identify if office or cell) 

Choosing your references 

² List people who will speak highly of your past work 
performance (job, class work, research, etc.).  

² Work supervisors or organization advisors are ideal. 

² Colleagues are appropriate if you worked on a team project 
together. 

² Character/personal references should only be provided if 
requested or if your choices are limited. 

² Ask selected if they will serve as a positive reference. 

Preparing your reference page 
Check spelling of each reference’s name, company, official job 
title, and address. Learn what phone number and email address 
they want used.  

Educating and informing your references  

² Provide a copy of your résumé to your references so they may 
speak intelligently about your past experiences. 

² Inform them of the kind of positions you are seeking. 

² Coach them about the skills and strengths you would like them 
to emphasize. 

² Notify them of positions for which you apply so they may 
anticipate the call. 

² Thank references and notify them when you accept a job. 

ON YOUR RÉSUMÉ, DON’T…  

² Make it too long. DO highlight major areas which will help get 
you the interview. 

² List just your job title, company and dates. Do share 
responsibilities and accomplishments in position(s). 

² Use pronouns in résumé; exception is the Objective. 

² Date your résumé or entitle it “RÉSUMÉ.” 

² Introduce anything that could be perceived as a negative.  

² Refer to religion, political party or national origin (or use 
statements that may indicate these). DO consider using general 
terms to indicate experience in one of these areas. 

²
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General 
fast-paced 
structured  
flexible 
provide variety 
autonomous 
team-oriented 
supportive 
friendly  
conservative 

competitive 
innovative  
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CHRONOLOGICAL & FUNCTIONAL RÉSUMÉ SAMPLES 

CH
R

O
N

O
LO

G
IC

A
L 

R
ÉS

U
M

É 
1
2
3
 C

o
lle

g
e
 S

tr
e
e
t 
|
 M

ur
ra

y
, 
K
Y
 4

2
0
7
1

 

ch
ro

no
lo

g
ic

a
l@

m
ur

ra
y
st

a
te

.e
d
u 

|
 2

7
0
.1

2
3
.0

0
0
0
 |

 l
in

ke
d
in

.c
o
m

/
in

/
ch

ro
no

re
su

m
e
 

 SU
M

M
A

R
Y

 O
F 

Q
U

A
LI

FI
CA

TI
O

N
S 

 
−

 
En

e
rg

e
ti
c 

co
lle

g
e
 g

ra
d
ua

te
 s

e
e
ki

ng
 P

ub
lic

 R
e
la

ti
o
ns

 A
ss

is
ta

nt
 D

ir
e
ct

o
r 

p
o
si
ti
o
n 

−
 
In

no
va

ti
ve

 t
hi

nk
e
r 

w
it
h 

st
ro

ng
 c

re
a
ti
ve

 p
ro

b
le

m
 s

o
lv

in
g
 a

nd
 a

na
ly

ti
ca

l 
sk

ill
s 

−
 
S
tr

o
ng

 c
o
m

m
un

ic
a
to

r 
(v

e
rb

a
l 
a
nd

 w
ri
tt
e
n)

, 
e
x
p
e
ri
e
nc

e
d
 i
n 

te
ch

ni
ca

l 
w

ri
ti
ng

, 

b
lo

g
g
in

g
 a

nd
 p

re
se

nt
in

g
 

−
 
Te

ch
no

lo
g
ic

a
lly

 s
a
vv

y
, 
p
ro

fi
ci

e
nt

 i
n 

us
in

g
 s

o
ci

a
l 
m

e
d
ia

 m
a
rk

e
ti
ng

 s
tr

a
te

g
ie

s 

  

ED
U

CA
TI

O
N

 

M
u
rr

a
y
 S

ta
te

 U
n
iv

e
rs

it
y
 (

M
S
U

);
 M

ur
ra

y
, 
K
Y
 |

 B
A

, 
P
ub

lic
 R

el
a
ti
o
ns

; 
M

a
y
 2

0
X
X
 

−
 
G

P
A

: 
3
.5

/
4
.0

 

  

EX
P

ER
IE

N
CE

 

M
S
U

 C
a
re

e
r 

S
e
rv

ic
e
s;

 M
ur

ra
y
, 
K
Y
 |

 S
o
ci

a
l 
M

ed
ia

 I
nt

er
n;

 J
a
nu

a
ry

 2
0
X
X
 -

 P
re

se
nt

 

−
 





 Resume Writing 6 

BUILD YOUR RESUME WORKSHEET 
This worksheet is designed to help you build a basic resume. To best demonstrate your unique skills and experiences, avoid templates. 
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