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The	Importance	of	a	Well‐Written	Resume	

“A	resume	is	a	medium	for	advertising	yourself,	it’s	the	first	means	in	
which	you	use	to	present	yourself	as	a	job	applicant	and	try	to	claim	
that	you	are	the	best	choice	candidate	to	a	prospective	employer.”

‐ LinkedIn
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What	Should	Be	Included	On	Your	
Resume?

 Your	Contact	Information

 Objective

 Work/Employment	History,	or	Professional	Experience

 Training/Skills/Certifications

 Education

 Cover	Letter	&	References	(additional	elements	to	include	if	
applicable)
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Objective

 This	is	a	brief	statement	about	your	immediate	goal	– one	
sentence.	Generally,	if	you	are	an	entry‐level	candidate,	then	you	
would	want	to	include	an	Objective

 This	should	be	the	first	section	after	your	name	and	contact	
information

 The	objective	statement	is	specific	and	not	vague.	It	should	
describe	your	need	(what	kind	of	work	do	you	want	to	do?	In	
what	field?),	as	well	as	the	benefits	you	would	provide	to	the	job	
opportunity

 EXAMPLE:	
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Employment	History,	Professional	
Experience

 List	all	of	your	previous	jobs	in	chronological	order	(most	recent	
first)

 Include	Company	Name,	City/State,	Job	Title,	Years	worked,	and	
your	duties	and	responsibilities
 Written	in	bullet	points
 Use	action	words	that	are	specific	(ie “managed	a	team	of	10	people”	

instead	of	“helped	to	oversee	a	team	of	10	people”
 Use	the	job	description	that	you	are	applying	for,	to	help	frame	your	

work	experience
 Keep	it	concise	and	relevant	to	the	job	and	position	you	are	applying	

to	
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Training/Skills/Certifications

 A	separate	section	with	any	relevant	Training	courses	or	
Certifications	should	be	listed	after	your	work	experience
 Include	the	name	of	the	training	entity	and	basic	information	on	the	

training	(what	kind	of	course	it	was,	#	of	hours	completed)

 A	separate	Skills	section	with	any	relevant	skills	that	are	relevant	to	
the	job	you	are	applying	for
 This	section	should	not	include	any	duplicate	information	that	is	already	

listed	elsewhere	in	your	resume
 Examples	of	skills	include:	typing	skill,	use	of	specific	software	

applications,	languages	spoken,	or	any	specialty	skills	learned
 Be	sure	to	list	your	proficiently	level	for	each	(ie.	“Fluent	in	English	and	

Spanish”;	or	“Advanced	Photoshop	experience”)
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Education

 List	Education	background	after	your	
Training/Skills/Certifications	section

 Include	name	of	educational	institution,	city,	state	and	years	
attended

 If	you	received	any	honors	or	noteworthy	achievements,	you	may	
include	that	(Ie.	“Graduated	with	honors”);	similarly	if	you	
achieved	a	high	GPA,	you	may	also	list	that
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Resume	Example
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Cover	Letter	Example
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References Example
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Important	to	Keep	in	Mind…

 Keep	resume	to	1	page

 Use	a	professional	font

 Save	your	resume	in	a	Word	document	(to	edit)	and	in	a	PDF	
format	(final	version	– to	send	out	to	employers)

 Use	a	professional	email	address	that	you	regularly	check

 Ask	someone	to	proofread	before	you	submit

Except where otherwise noted, this work by Long Beach City College, a Department of Labor, TAACCCT funded project is licensed 
under the Creative Commons Attribution 4.0 International License. To view a copy of this license, visit http://creativecommons.org/licenses/by/4.0/.



QUESTIONS?

THANK	YOU!
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