
Writing Winning Résumés  

Florida Southern College Career Center 

How long should a 
résumé be? 
 
Most new college 
grads keep their  
résumé to one page. 
A résumé is not a job 
application, and does 
not have to include 
all your experience or 
jobs, just the ones 
relevant to the      
position you are    
seeking.  

Understand the real purpose for a résumé  
 A résumé is a personal ad designed to sell an 

employer on giving you an interview. 

 Good résumés get interviews, not jobs. 
 

Know what skills and abilities you can offer 
an employer. 
 Self-assessment is the first step in effectively 

selling yourself. 
 

Know the key skills and duties for the  
position you want. 
 Demonstrate the skills you have acquired from  

activities, classes or projects, even if you don’t 
have direct  experience. 

 

Write targeted, not generic résumés  
 Different jobs need different résumés. It's   
        important to read the job description carefully. 
 

Figure out what selling points you have and 
present them attractively 
 What skills, traits,  experiences will be most 

convincing to the employer?  

 Show how seemingly unrelated work           
experience can give skills  an employer wants. 

 

Put the most important information near the 
top. 
 A résumé gets glanced over quickly. 

 Make it easy for an employer to see what you 
have to offer. 

 

Be absolutely truthful, but don’t be too  
modest, either. 
 Now is the time to brag! 

 Tell about your accomplishments and good 
qualities. 

Focus on achievements, not job duties. 
 Show what improvements, suggestions or        

accomplishments you have made.  

 Describe what kind of worker you were.  

 Make it easy for an employer to visualize you 
succeeding. 

 

Avoid using résumé templates on Word. 
 They make your résumé look canned and     

revisions can be very difficult. Check-out:                             
optimalresume.com on our website. 

 

Make the format easy for an employer to 
skim. 
 Use boldface, bullets, and lots of white space.  

 Choose 10 to 12 point Arial or Times New   
Roman as the font. 

 

Try to keep it to one page. 
 Sum up your qualifications in one page.  

 If you have significant related experience, it's 
OK to go to 2 pages. 

 

Make a version of your résumé that is  
Internet friendly. 
 Use key words from the job description that 

will get your résumé pulled from a computer 
search.  

  Name your résumé so an employer can locate 
it quickly: “SueJones.doc”  

 Make the résumé available in MS Word, the 
most commonly used software for employers.  

 

Absolutely, positively no typos or errors. 
 Spellcheck.  Proofread, proofread, and  
        proofread again, then have a friend or a  
        Career Counselor  
         proofread it. 
 

Every résumé needs a cover letter.  
 Even electronic résumés need a cover email.  Create your résumé  from  the Career Center website using: 

http://www.optimalresume.com/


 
 
 
 

 
 

Contact Information  
Put your name at the top of the résumé, along with an e-mail address. Be sure the e-mail address is professional. Include your 
campus address or permanent address , with zip codes and phone number, including area code. ¸ƻǳ ŘƻƴΩǘ ƴŜŜŘ ǘǿƻ ǎŜǘǎ ƻŦ 
addresses. Use the one you want an employer to have. Make sure your voicemail has a professional sounding message. 
 

Objective  (Not used when creating a graduate school résumé) 
Be clear and to the point about the kind of job or industry you are seeking. “Seeking a full-time position in public relations,   
utilizing my creative and communication skills and ability to think outside the box.” is focused. Employers are really turned off 
by generic objectives.  

 
Education  
List the college and location on the first line.  List the specific degree you will complete (write it out) and the major, follow it 
with the month and year of the expected graduation date. On the next line, list the concentration or minor.  Your GPA is  
optional, but definitely include it if it is over 3.0. You can also list scholarships, honors and awards, or they can go under a       
separate section.   
 

Related Coursework (Optional)  
This is usually good if using your résumé for a graduate school application.  It is great to separate them in an Excel box  
provided on Optional Resume. 
 

Related Experience  
Starting with your most recent work experience, list the name of the company or organization along with the city and state. 
Underneath this heading, give your title, then include the dates of employment by writing out the month and year. Use short 
phrases with action verbs in bullet format. Complete sentences are not necessary. Stress what you achieved, learned, or what 
your supervisors were especially pleased about, so employers can see what kind of worker you are.  Remember experience 
includes volunteer, campus activities, and research work or projects done at school if they show skills related to the objective. 
 

Activities and Honors (or Campus Activities)  
Use this section to show the employer how you have balanced different activities or demonstrated leadership on campus or in 
the community. Highlight the most relevant activities and honors. List only what is relevant to the job you are seeking. 
 

Skills  
Most employers prefer to see your “hard” skills such as computer/technical skills, language skills, and specialized training. 
 

References  
These should NOT be listed on the résumé! Instead, list references on a separate sheet to take with you to the interview. 
Make sure you speak to your references before listing them, and get all their information correct. You should have at least 
three references who can speak highly of your work ethic, ability to do the job, and your character.  See example below: 
 
 
 

Parts of a Résumé 

Florida Southern College Career Center 

Dr. Fred Sickel 
Professor  
Back To School University 
257 Education Way, Orlando, FL 
getdegree@bsu.edu 
256-598-3128 



Basic Style: 

Varsity Tennis Team Member, Fall 20xx - Present 

Captain, Spring 20xx - Fall 20xx 

 Led team to conference title 

 

Improved Style: 

Varsity Tennis Team Member, Fall 20xx - Present 

Captain, Spring 20xx - Fall 20xx 

 Dealt with players’ personal challenges and varying skill 

levels to lead team to first-ever conference title 

 Coordinated daily practices in absence of coach 

 Served as liaison between coach and players 

 

Basic Style: 

Fellowship Church, Bartow, FL 

Youth Worker, Summer 20xx 

 Assisted youth minister with summer programs 

 Led puppet ministry 

 

Improved Style: 

Fellowship Church, Bartow, FL 

Youth Worker, Summer 20xx 

 Created new contact system about upcoming activities, 

resulting in 23% increase in attendance 

 Evaluated and selected scripts for puppet ministry; led 

weekly rehearsals 

 Contacted local churches and social service groups to 

schedule puppet shows; expanded ministry into 3 new 

churches 

 

Basic Style: 

Florida Southern College, Lakeland, FL 

Resident Advisor, August 20xx - Present   

 Served as advisor to 36 freshmen 

 Planned monthly programs 

 

Improved Style: 

Florida Southern College, Lakeland, FL 

Resident Advisor, August 20xx - Present   

 Advised, counseled, and led 36 freshman students 

 Trained in conflict resolution, handling emergency   

        situations, and effective communication skills 

 Planned informative and appropriate monthly                

programming to assist students adjusting to college 

An effective résumé markets your skills and experience. Your 

résumé should focus on accomplishments and transferable skills. 

To sell yourself, you need to know three things:  

 What you learned or accomplished through the experience. 

 What difference you made to the employer. 

 What skills the prospective employer is seeking. 

Knowing these three things will help you transform your résumé 

from a list of job titles into a personal marketing tool. The same 

technique should be used for volunteer and campus activities. 

Notice how the examples below take a basic résumé entry and 

expand it to highlight skills and successes. Whenever possible, 

put your accomplishments in concrete terms, such as “Increased 

attendance by 13%” or “Managed database of 400+ customers.”  

 

Basic style: 

The Fashion Boutique, Lakeland, FL 

Sales Associate, May 20xx - Present 

 Provided customer service and handled register 

 Assisted with clothing displays 

 

Improved Style: 

The Fashion Boutique, Lakeland, FL 

Sales Associate, May 20xx - Present 

 Provided sales, merchandising, and customer service in busy 

clothing store, proofing cash register with low error rate 

 Interacted successfully with over 30 customers daily,     

achieving $300 to $500 in daily sales  

 Assigned managerial responsibility for closing store 

 Developed loyal clientele, increasing sales by 15% 

 Resolved customer complaints diplomatically 

 

Basic Style: 

Chili’s Bar and Grill, Orlando, FL 

Server, Summers of 2001-20xx 

 Waited on tables during peak business hours 

 Performed additional cleaning duties 

 

Improved Style: 

Chili’s Bar and Grill, Orlando, FL 

Server, Summers of 2001-20xx 

 Demonstrated suggestive selling to promote daily specials 

 Selected to train new employees on providing  

        excellent customer service 

 Named Employee of the Month twice 

Marketing Your Skills & Experience 

Florida Southern College Career Center 



Judy A. Jobseeker 
111 Lake Hollingsworth Dr. 

Lakeland, FL 33801 

(863)555-0893 

jajobseeker@flsouthern.edu 

 
 
Seeking an entry-level position in public relations utilizing my strong marketing and communication skills, my desire to  

interact with customers, and my ability to work with diverse individuals 
 

 

 
 
Florida Southern College, Lakeland, FL 

Bachelor of Arts in Communication, April 20xx 

Concentration in Public Relations 

GPA: 3.2/4.0 
 

 

 
 
YMCA  , Orlando, FL  

Public Relations Intern, Fall 2010 - Present 

 Wrote 18-20 press releases for local newspapers and radio 

 Contacted and solicited new businesses for corporate support, raising donations of $1200 for fundraising event 

 Assisted in coordinating and hosting two fundraising events for over 300 guests 
 

 

Florida Southern College,  Lakeland, FL  

Project Participant / Marketing Management Class, Fall 2010 

 Contributed in a major marketing campaign for Regal Chevrolet promoting their new location 

 Managed a $2,000 budget for marketing campaign 

 Surveyed approximately 1000 Florida Southern College students for knowledge of company 

 Provided a marketing campaign Power Point presentation for the Executive Directors of Regal Chevrolet 
 

 

Florida Southern College, Lakeland, FL 

Student Aide / Roux Library, Fall 2010- Present 

 

Jack's Steakhouse  Lakeland, FL  

Trainer / Server, June 2007- December 2009 
 

 
 
Software:  Proficient in Microsoft Office, PageMaker, Internet  

Language:  Fluent in Spanish, conversational use of Portuguese 

 
 

 

 
 

Florida Public Relations Association Member,  Fall 20XX ï Spring 20XX 

Vice President, Spring 20XX 

 Planned, organized and publicized all social events, resulting in record attendance 

Toastmasters International Member, Fall 20XX -  Present 

 

Objective   

Education   

Related Experience   

Skills   

Campus Activities   

Additional Experience   


