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OVERVIEW   	
There is no single perfect resume format. The structure, sections, and overall strategy of a resume should reflect your individual background, experiences, accomplishments, and career goals. For example, an MBA student with 10–20 years of professional experience will likely have a significantly different resume than an undergraduate student applying for their first internship, leadership opportunity, or full-time role.

For most undergraduate students, resumes should generally remain limited to one page. Two-page resumes are typically more appropriate for individuals with extensive professional experience, often around 10 or more years of full-time work history. As students gain college experience through coursework, leadership, internships, campus involvement, and professional development, high school experiences should gradually be reduced or removed entirely. 

Note: You may not have information for all of the following categories—build your resume based on your most relevant and noteworthy experience. Before deleting the Best Practices information from this template, review and apply what you learn to your resume. 

Contact	
· Include your first and last name; this should be the largest font on the page 
· DO NOT include an exact address—city and state only  
· Create and hyperlink a professional personal email address or use your uta.edu email 
· Make sure you have a professional voicemail message when including your personal cell phone #
· Create a customized LinkedIn URL (linkedin.com/in/jane-smith vs linkedin.com/in/jane-smith-284y5767)
· DO NOT include a photo or headshot on your resume 

Education	
· As an undergraduate or recent graduate, your Education section will appear at the top of your resume 
· Include the full name of your institution (University of Texas at Arlington), location, degree type, major/minor, and expected graduation date 
· Include your GPA if it is 3.0 or above 
· You may also include honors, scholarships, Dean’s List recognition, academic awards, study abroad experiences, student organizations, projects, or relevant coursework. If you have limited work experience or campus involvement, these additional categories can help strengthen your resume 

Experience 	
· Include experiences that demonstrate transferable skills, accomplishments, leadership, communication, teamwork, or industry-related exposure 
· Experience may include paid work experience, internships, unpaid internships, research, leadership roles, freelance work, military experience, or significant volunteer/community involvement 
· List experiences in reverse chronological order (most recent experience first), using month and year 
· Include your position title, organization/company name, location, and dates of involvement 
· Use bullet points instead of paragraphs to describe your responsibilities and accomplishments; use a maximum of 4 bullet points to describe your experience 
· Begin bullet points with strong action verbs (Led, Coordinated, Developed, Assisted, Managed, Analyzed, Created, Supported, etc.); Use present tense verbs for current roles and past tense language for previous experiences 
· Focus on accomplishments, contributions, and impact—not just job duties 
· Whenever possible, include measurable results, achievements, or scope of responsibility 
· Keep bullet points concise, specific, and easy to scan 
· Avoid using first-person language (“I,” “me,” “my”) on your resume

Leadership & Campus Involvement
· This section can be especially valuable for students with limited professional work experience 
· Leadership experience may come from student organizations, volunteer work, campus involvement, research projects, academic programs, athletics, mentorship, or community engagement 
· List your position/title, organization name, location (if applicable), and dates of involvement 
· Use bullet points to describe your contributions, responsibilities, accomplishments, and impact 
· Focus on meaningful involvement and measurable contributions rather than simply listing membership in organizations 
· Highlight experiences where you organized events, led teams, collaborated with others, managed projects, mentored peers, conducted research, or contributed to campus/community initiatives 

Skills 
· The Skills section should highlight technical, professional, and industry-related skills that are relevant to the position you are applying for 
· Prioritize hard skills and technical proficiencies over vague personality traits 
· Tailor this section to align with keywords, qualifications, and tools mentioned in the job posting 
· Include software, platforms, programming languages, analytical tools, design tools, or other technical proficiencies relevant to your field 
· If applicable, include language proficiencies and certifications within/alongside the Skills section 

Summary
· A Professional Summary is an optional section that provides a brief overview of your background, strengths, interests, and career goals 
· Summaries are often most helpful for students or candidates who may have limited experience in other resume categories and want to provide additional context or direction 
· Keep your summary concise, typically 2–3 sentences or a short paragraph 
· Focus on relevant qualifications, strengths, academic background, leadership, technical skills, or career interests related to the position 
· Tailor your summary to the role, industry, or internship you are applying for 
· Avoid generic statements that could apply to anyone (“hardworking student seeking opportunities to grow”) 

ADDITIONAL SECTIONS TO CONSIDER 
Projects, Research, Mentorship, Languages, Certifications, Athletics, Publications, Presentations, Honors & Awards, Volunteer Experience, or Interests 

ATS-FRIENDLY CHECKLIST
What does “ATS-friendly” mean?
An Applicant Tracking System (ATS) is software employers may use to collect, organize, search, and review applications. ATS capabilities vary widely, but a clean, conventional resume structure can help both technology and recruiters easily identify your qualifications.


DO:
✓ Use standard section headings such as Education, Experience, Projects, Leadership, and Skills 
✓ Use common, readable fonts such as Arial, Calibri, Aptos, or Times New Roman 
✓ Keep formatting simple and maintain a clear top-to-bottom reading order 
✓ Use standard bullet points and consistent dates, headings, and spacing 
✓ Incorporate relevant keywords naturally from the job posting when they accurately describe your experience 
✓ Spell out important terms at least once when an acronym may not be universally recognized 
✓ Follow the employer's instructions for file type; DOCX and text-based PDF are commonly accepted when permitted 
✓ Always proofread the final uploaded version 

DON'T:
✗ Use photos, headshots, logos, icons, skill bars, charts, or other graphics to communicate essential information 
✗ Place important resume content inside text boxes or complex tables 
✗ Use highly decorative, uncommon, or difficult-to-read fonts 
✗ Rely on headers or footers for essential contact information 
✗ Use complicated multi-column layouts when a straightforward layout will work 
✗ Copy keywords from the job posting simply to “beat the ATS” — keyword stuffing can hurt readability and credibility 

