
 
Resume Development Tips and Format 
 

1. One page. Keep your resume to one page. I’ve taken part in resume reviews where all 
resumes that were multiple pages were automatically discarded. View your resume as 
a way to get your foot in the door. Don’t worry about telling your whole story, you’ll 
have an entire interview to do that.  Focus on including the highlights so you get a call 
back. Employers want something they can review quickly and make a decision. 
Providing too much content can work against you. Keep it short and to the point. 
 

2. Clean and organized. If your resume is difficult to read, that isn’t going to go over 
well, even if it is only one page. There is debate on whether you should add some style 
to your resume to help it stand out or if you are better off keeping it standard. Unless 
you are going for a design oriented position, stick with keeping it simple and standard. 
If you do decide to style your resume, show it to your friends and family and ask if the 
formatting makes it difficult to read. 

 
3.  Focused content; “so what” supporting details. Now that we have an 

organized resume, it is time to focus on your content.  Let’s use mine as an example 
(and believe me, it is not perfect).  The main section to focus on is the “Experience” 
section, which is the main part of a resume. Include 2-3 entries, each with 2-3 bullet 
points. All of your bullet points should include “so what?” details, which demonstrate 
why your entries are important to you or your company.1 For example, in the “Home 
Depot” entry, if I had just written: “Developed and managed the system used to 
process and monitor transactions and order in the Flooring department.” you’d be 
left asking: “so what?” I need to explain why this is important.  Perhaps I learned 
something or I made the company operate more efficiently? Whatever it is, make sure 
you include supporting content as to why what you’ve written matters. In this 
example, it helped me generate sales and helped my department generate revenue. 

 
 
Here’s how the full resume breaks down: 
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1. Name and contact information. Make this part stand out; you want employers to 
see who you are and how they can contact you for a follow up. 

2. Education section. Add your college information first. Include your major(s) and 
minor(s) that you are pursuing, your cumulative GPA and your major GPA2 to two 
decimal points of precision,3 and your relevant course work so an employer can see 
what sort of topics you’ve been studying. In mine, I also include computer languages I 
know because I was seeking analysis-oriented positions. Next, include your high 
school information. Keep this entry shorter, be sure to provide your SAT or ACT 
scores, along with any big high school specific highlights. In my case it was my grades 
and participation in basketball and track. 

3. Experience section. This is the main section of your resume. Work experience 
includes internships, on-campus jobs, or any management positions you’ve had in 
college clubs or groups. Make sure that all your bullet points include “so what?” 
supporting details that clearly explain why what you did matters. 

4. Miscellaneous section. Modify the title as needed.  Here you can add details about 
clubs your are involved in, community service projects you take part in, blogs you 
write, or hobbies and activities that are important to you. This is a good section where 
you can give your resume some character! 
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