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Purpose of a Resume?

Degrees, licenses, certificates,
endorsements 

Education

Full/part time jobs, internships,
volunteering, fellowships

Experiences

Social, technical, languages,
leadership

Skills



Purpose of a 
Resume

Formal/professional
document

01

Used to apply for
jobs/internships

02

Should updated regularly 03

Can be tailored for specific
opportunities 

04

More than one way to
write, but readablity is key

05



Problem Resumes



Error Free Formal Language

Positive Highlights Only Truthful Info

No Repeating No/Limited Graphics

Important 
Reminders



Open 
Template



Contact
Info



Jerry Brown
479-968-0843 | jbrown19@atu.edu | Linked In



Education
Info



Only list GPA if 3.5 or above
No high school

Jerry Brown
479-968-0843 | jbrown19@atu.edu | Linked In



Languages
& Skills



Elementary, Conversational, Professional, Native

Jerry Brown
479-968-0843 | jbrown19@atu.edu | Linked In



Focus on technical and show social

Jerry Brown
479-968-0843 | jbrown19@atu.edu | Linked In



Professional
Experience



Focus on inserting titles, dates, organization, and location
*** Please make 1-1 appointment for description assistance***

Jerry Brown
479-968-0843 | jbrown19@atu.edu | Linked In



Leadership
Positions



No high school, unless if early in ATU career

Jerry Brown
479-968-0843 | jbrown19@atu.edu | Linked In

Russellville, AR 72801



Awards &
Scholarships



Jerry Brown
479-968-0843 | jbrown19@atu.edu | Linked In

Russellville, AR 72801



Volunteer
Experience



Only add descriptions if significant

Jerry Brown
479-968-0843 | jbrown19@atu.edu | Linked In

Russellville, AR 72801



LinkedIn

Please make 1-1 appointment for LinkedIn assistance



References
Professional/academic connection

Not a relative

Minimum of two references

Ask for permission



Further explanations Chance to highlight Construct argument

Resume + Cover Letter

Please make 1-1 appointment for cover letter assistance
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Yushia "Yoshi" Thao

Career Counselor 

ythao1@atu.edu 

Kristen Merritt Beck

Assistant Dean

kbeck12@atu.edu



Visit our Website


