
Resum
es and Correspondence

RESUME FORMATS
Your resume is a concise summary of your education,

experience, skills, and accomplishments. Its purpose is to
secure an interview where you can sell yourself to a prospec-
tive employer and be offered a job. There is no one perfect
resume or resume format. See examples on the following
pages to choose which format or combination of formats
best represents you. 

Note: The federal government has specific requirements for
a resume. Ask us for details!

GENERAL RESUME GUIDELINES
Resume Writing Tips
• One page for recent graduates, two pages if you have an

extensive work history.
• Direct the reader’s eye using layout/headings.
• Use high-quality white or off-white bond paper.
• Proofread! No typographical, spelling, or grammatical errors!

(Don’t rely on spell-check!)
• Tailor contents to each job/application.
• List information in reverse chronological order.
• Sell yourself—be selective about what you include, and

organize information logically.

RESUME CONTENT
The following categories are usually included on a resume. 

You should adopt those that best fit your needs.

Contact Information. Make sure your name is the most
obvious piece of information on your resume. Include 
local and/or permanent address and phone number, with
ZIP and area codes. List email if you check it daily. List 
a message phone number if you do not have an answering
machine. Do not include personal information such as
age, marital status, health, or religious affiliation.

Objective. An objective gives your resume focus, credibili-
ty and direction. It should be specific enough to tell the
employer the kind of work you seek and/or the type of
industry or organization you will consider. This will take
some thought! If you are interested in two very dif ferent
jobs, prepare a resume for each job. If you have ques-
tions, contact an advisor at the ICC.

Education. List your educational background in reverse
chronological order. List your highest degree first followed by
other degrees you have received. Do not include your high
school degree. Dissertation and thesis topics are included in
this section as are honors bestowed at graduation time.

GPA. Listing your grade point average (GPA) is optional; however,
in the technical areas it is recommended to provide your GPA.
Many companies may assume a poor GPA if it is not listed.

Relevant Experience
• Include relevant paid and volunteer or intern positions and

military duty.

• List job title, company name, job location (city, state),
responsibilities and dates of employment.

• Concentrate on the positive, use action verbs, and be clear
and concise.

• List accomplishments and significant contributions you’ve
made.

• A list of temporary positions that are not vital to your objec-
tive can be grouped with a simple statement, “Have held
temporary positions to finance education including customer
service, sales, and supervision of children.”

Skills/Abilities. What can you do for an employer? What do you
have to offer? Your resume needs to provide convincing answers to
these questions. Identify what skills the employer is looking for.
Then from those skills list the ones that you possess. Include
skills learned in internships, jobs, on-campus activities, team
activities, and leadership roles. Skills may be highly specialized,
reflecting a particular academic or work background (e.g., ability to
design a signal tracking system) or they may be general transfer-
able skills (comfortable speaking in public). You may choose to
list your skills (e.g., in columns) or grouped under headings (e.g.,
foreign languages, computer skills, laboratory skills, or with an
industry-specific title like “Business Skills”). List only skills you
can perform with little or no direction or, in the case of general
skills, abilities you possess that you can defend in an interview
(i.e., provide specific evidence that proves you have the skill).
• Language Skills—Indicate fluency level. Use phrases such

as “fluent in,” “proficient in,” “conversant in,” or ”knowledge
of.”  Be sure to specify the language(s) you read, write,
and/or speak and your proficiency in each. Think about the
relevance of language skills to your objective before listing
them on your resume.

• Laboratory Skills—List laboratory techniques, procedures,
and/or equipment with which you have gained experience
outside of laboratory classes (e.g., internships or part-time
jobs). You may list techniques you acquired in laboratory
classes but list only those you have used repeatedly and
feel you can perform with little supervision.

• Computer Knowledge—Employers expect computer literacy.
List hardware, software, and operating systems with which
you are familiar. Don’t forget to list the basics such as
wordprocessing and the World Wide Web.

Certifications/Licenses. List if applicable to the career field
your are pursuing.

Military. Your military experience can be included in the
“Experience” category.

Publications. List articles you have published and those that
have been submitted or accepted for publication.

Resumes

Online Resume Writing Workshop. This self guided 
workshop offers information and advice on writing a 
superior resume. Learn guidelines, formats and key 

components of a resume. www.icc.ucdavis.edu

Extracurricular activities. Employers often look at
extracurricular activities to indicate how you developed
your interests and leadership abilities during college. The
extracurricular activities you list should include organiza-
tions in which you were a member and offices you held.
You may also wish to include awards, honors, hobbies,
and interests in this category. Be aware that listing 
activities that may be seen as controversial could affect
your candidacy. At the interview, be prepared to discuss
skills you developed through each activity and how these
skills relate to the position.

Citizenship. Be prepared to discuss the status of your work
authorization if you are not a US citizen.

References. State “References Provided Upon Request” as
the last line of your resume. Always take a typed list of your
references to the interview. See “Asking for a Reference or
Letter of Recommendation” on page 34 for specific information
on references.

EMAIL AND ELECTRONIC RESUME
SUBMISSION

Many companies now collect resumes electronically—via
email or the World Wide Web. Usually, they specify how they
prefer to receive electronic resumes. Follow their instructions
carefully. Some employers will not accept resumes sent as
attachments, preferring that applicants use the company’s own
resume submission system, or that applicants send the resume
(and cover letter) as the email itself. As with any communication
with employers, you must maintain a professional tone. An
electronic resume that can be easily emailed is essential.
• Use a professional sounding email address (not muffin@…).
• Use your name and the word “resume” in the email 

header (e.g., Jane Doe Resume).
• Begin by typing a brief cover letter.
• Avoid using special characters/symbols (LOL or

mathematical symbols).
• Keep format left-justified.
• Do not underline, bold, or italicize. Do not use bullets 

or tabs.
• Stick to a common font: Courier, Arial or Times New Roman.
• To insert a line break, use hard return instead of word wrap.
• Continue for up to three pages (letter plus resume).
• “Sign” your email with your full name.
• PROOFREAD AND SPELL-CHECK PRIOR TO SENDING!
• Check the formatting of your resume by sending an email

resume to yourself. 

If you send your resume as an attachment, save it as plain
text, text only or PDF format. In your email, ask the employer 
to inform you if unable to read your resume as sent. 

If you post your resume on Internet job boards, consider
ways to protect your privacy. Email the job board and inquire
about security. Also, use only your email address; do not
list your street address or phone number. Even with these
precautions, information on your resume and email address
may indicate where you live. Remember that online profiles
make you easy to find. Be careful about what and where you
post; and include content that is neutral and emphasizes
professional, not personal, details.

SCANNABLE RESUMES
Many employers scan resumes into a computer where a

software program searches for keywords or information. 
You can make your resume more effective by using keywords
or phrases that are industry specific. (See an example of 
a scannable resume on page 26). Consider writing a sepa-
rate scannable resume for your job search. 
• Use a standard typeface and font size 10-14 points.
• Multiple pages are ok.
• Avoid shading, graphics, bold, italics and underline text.
• Do not use bullets, lines, columns, brackets or tab indents.
• Use light colored 81⁄2 x 11 inch paper, printed on one side only.
• Use words that state specific job functions, skills or

responsibilities (analyze, market, design).
• Use left justification only.

• Do not fold or staple resume or cover letter; send in large,
flat envelope.

Review books on “resumes” in our Resource Center, 114
South Hall, UC Davis:

• 101 Best Resumes for Grads

• 2500 Keywords to Get You Hired

• Damn Good Resume Guide

• The Complete Guide to Writing a Federal Resume

• Resumes for College Students and Recent
Graduates

• Federal Resume Guidebook

• Resumes for First Time Job Hunters

• How to Prepare Your Curriculum Vitae
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Questions Asked by Employers
Personal

1. Tell me about yourself.
2. What are your hobbies?
3. Why did you choose to interview with our organization?
4. Describe your ideal job.
5. What can you offer us?
6. What do you consider to be your greatest strengths?
7. Can you name some weaknesses?
8. Define success. Failure.
9. Have you ever had any failures? What did you learn from

them?
10. Of which three accomplishments are you most proud?
11. Who are your role models? Why?
12. How does your college education or work experience relate

to this job?
13. What motivates you most in a job?
14. Have you had difficulty getting along with a former

professor/supervisor/co-worker and how did you handle it?
15. Have you ever spoken before a group of people? How large?
16. Why should we hire you rather than another candidate?
17. What do you know about our organization (products or services)?
18. Where do you want to be in five years? Ten years?
19. Do you plan to return to school for further education?

Education
20. Why did you choose your major?
21. Why did you choose to attend your college or university?
22. Do you think you received a good education? In what ways?
23. In which campus activities did you participate?
24. Which classes in your major did you like best? Least? Why?
25. Which elective classes did you like best? Least? Why?
26. If you were to start over, what would you change about your

education?
27. Do your grades accurately reflect your ability? Why or why not?

28. Were you financially responsible for any portion of your 
college education?

Experience
29. What job-related skills have you developed?
30. Did you work while going to school? In what positions?
31. What did you learn from these work experiences?
32. What did you enjoy most about your last employment?

Least?
33. Have you ever quit a job? Why?
34. Give an example of a situation in which you provided a 

solution to an employer.
35. Give an example of a time in which you worked under 

deadline pressure.
36. Have you ever done any volunteer work? What kind?
37. How do you think a former supervisor would describe your

work?

Career Goals
38. Do you prefer to work under supervision or on your own?
39. What kind of boss do you prefer?
40. Would you be successful working with a team?
41. Do you prefer large or small organizations? Why?
42. What other types of positions are you considering?
43. How do you feel about working in a structured environment?
44. Are you able to work on several assignments at once?
45. How do you feel about working overtime?
46. How do you feel about travel?
47. How do you feel about the possibility of relocating?
48. Are you willing to work flextime?

Before you begin interviewing, think about these questions
and possible responses and discuss them with a career advisor.
Conduct mock interviews and be sure you are able to communicate
clear, unrehearsed answers to interviewers.

Questions to Ask Employers
1. Please describe the duties of the job for me.
2. What kinds of assignments might I expect the first six

months on the job?
3. Are salary adjustments geared to the cost of living or job

performance?
4. Does your company encourage further education?
5. How often are performance reviews given?
6. What products (or services) are in the development stage

now?
7. Do you have plans for expansion?
8. What are your growth projections for next year?
9. Have you cut your staff in the last three years?

10. How do you feel about creativity and individuality?
11. Do you offer flextime?
12. Is your company environmentally conscious? In what

ways?
13. In what ways is a career with your company better than one

with your competitors?
14. Is this a new position or am I replacing someone?
15. What is the largest single problem facing your staff (depart-

ment) now?
16. May I talk with the last person who held this position?

17. What is the usual promotional time frame?
18. Does your company offer either single or dual career-track

programs?
19. What do you like best about your job/company?
20. Once the probation period is completed, how much author-

ity will I have over decisions?
21. Has there been much turnover in this job area?
22. Do you fill positions from the outside or promote from

within first?
23. What qualities are you looking for in the candidate who fills

this position?
24. What skills are especially important for someone in this

position?
25. What characteristics do the achievers in this company seem

to share?
26. Is there a lot of team/project work?
27. Will I have the opportunity to work on special projects?
28. Where does this position fit into the organizational 

structure?
29. How much travel, if any, is involved in this position?
30. What is the next course of action? When should I expect to

hear from you or should I contact you?


