
This topical career guide will walk you through 
developing a resume that showcases your skills, 
talents, and meets your needs in your industry of 
choice. 

career.gatech.edu
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Your resume is your sales pitch on your 
behalf. Its job is to get you in the door for 
an interview. It should be easy to read and 
digest in as little as 15-30 seconds. Your 
resume is always going to be a work in 
progress so be prepared to continuously 
make changes, aside from simply adding 
experiences. 

A good resume should:
• Showcase your skills and the experiences where 

you have utilized them
• Highlight technical and career competencies/

essential skills 
• Be tailored to contain job description keywords 

and start with strong action verbs 
• Emphasize relevant aspects of your background 

for each position to which you are applying and 
de-emphasize lesser relevant experiences

**The employer has told you what they wanted in the 
job posting, so use it as a guide for your resume.**

Resume 
Content 
(Career 
Guide)
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Sections of a Resume
COMMON SECTIONS ORDER ADDITIONAL SECTIONS

• Your name should be the largest 
font in comparison to the rest of the 
resume but should not take up too 
much space.

• Includes your first and last name, best 
contact phone number, best contact 
email address, LinkedIn

• Optional: github, portfolio, website, 
address

• Education
• Experience
• Skills
• Research
• Projects
• Involvement

• Study Abroad
• Related Coursework
• Honors & Awards
• Objective
• Summary of Qualifications
• Additional Information

HEADING & PERSONAL INFO

• Include your GT degree(s)
• minors, concentrations/threads, if applicable

• Name and location of the institution
• Your proper degree title (no abbreviations)

• Ex: Bachelor of Science in Business Administration
• GPA (if above 3.0)
• Anticipated graduation semester
• Optional additions if applicable

• Scholarships or honors received
• Study Abroad
• Relevant courses

• Did you transfer from another university?
• Include transfer or previous institutions if you 

received a degree, certificate, completed a 
significant amount of major related coursework, or 
mention involvement

**Pro-Tip: Remove your high school education after you 
complete your first year at GT.**

EDUCATION



Page 4 | Resume Career Guide

• Your experience sections may be comprised of work in 
your field and elsewhere and can be paid or unpaid. 

• This is usually listed after your education section, unless 
you have more recent, relevant projects that you have 
been working on or completed.

• All experiences don't have to be included; focus on 
highlighting your most relevant content for the job to 
which you are applying

• The more experience you gain, you may be able to break 
up your “experience” section into different types of 
experiences
• Ex: Relevant Experience, Healthcare Experience, 

Data Analysis Experience, Additional Experience, 
etc. 

Experience Headings
Your experience headings should include the following 
information:
• Company/Employer Name
• Job title
• Location of respective office (City, State/Country)
• Month and Year for timeframe employed 

• Spell the month out

 
 
 

Demonstrating Your Experience Responsibilities in 
Writing 
Start with strong action verbs that demonstrate transferable 
skill sets. See the examples below:
• Communication Skills: Edited 5+ weekly article 

submissions to Technique the Georgia Tech student 
newspaper 

• Technical skills: Analyzed an array of 25+ lab tests 
weekly including analysis for microorganisms in body 
matter, skin scrapes, and blood testing preparation 

• Leadership: Trained 10 incoming summer staff members 
on customer service, maintaining the cash drawer, and 
basic operations

Include achievements: promotions, raises, awards or other 
recognition given in a job.

If shadowing, share industry-specific knowledge you gained 
during the experience.

**Pro Tip: Always list your most relevant achievements or 
highlights first in your bulleted descriptions!

Do not include tasks. You will need to provide an employer 
with enough details that accurately reflect the scope and 
level of your responsibilities. These should be brief but 
informative overall. 

Your bullets should exhibit a skill, achievement, demonstrate a positive impact you 
made in the organization, and/or something you learned. In other words:

"SAIL"

• SKILL
• ACHIEVEMENT
• IMPACT
• LEARNED

EXPERIENCE
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Questions to ask yourself when re/constructing your bullet points:
• What did I do in this experience that is most relevant to the job I'm 

applying to? 
• What technical/transferable skills were involved and how can I enhance 

this?
• What were the functions involved with a specific task?
• What part did I play?
• What was the result or outcome from my efforts?
• Were there any achievements, awards or recognition given to me as a 

result of my work?
• Where can I quantify my work?

Task or
Responsibility Actions Result & Purpose

Ex: Plan an event

Ex: Coordinated 
logistics, catering and 

entertainment; Managed 
budget

Ex: 50 attendees, 
raised money to benefit 
Make-A-Wish, received 

positive evaluations

• Your experience sections may be comprised of work in your field and 
elsewhere and can be paid or unpaid. 

• This is usually listed after your education section, unless you have more 
recent, relevant projects that you have been working on or completed.
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It is easy to see why employers place importance on flexibility and 
communication when our world is ever-changing. Below you will find 
a list of resume action verbs to help you start describing your skills 
without repeating the same words.

Use Resume 

Action Verbs
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Listing your skills exclusively in a “skills” section (whether these are technical or transferable) is not 
sufficient. Your qualifications need to be demonstrated through well-written bullet points when describing 
your responsibilities for an experience, organization involvement, projects, etc.

Your skills may include computer skills, laboratory techniques, foreign languages, certifications, etc. List your proficiency 
level where you can if you feel it is necessary. You may list skills you anticipate gaining the following semester; ex: Java 
(spring 2022) Resume Outline
• Alongside your skills section, your skills should be demonstrated in your experience/research/project bullet points if/

when possible
• Organize them into relevant categories based on function.
• List them as soon as you begin to learn them (this could be as early as the first day of class)

SKILLS
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If you are lacking in work experiences, you may feel 
concerned that you simply don’t have enough to include on 
your resume to make you competitive. If you have completed 
a project or are working on one, this is an essential section 
to include, especially for many first- and second-year 
students before they secure their first internship/co-op. 
Projects can be self-driven, assigned in classes, or group or 
individual. 

You can include class projects, independent projects or 
things you have done through various groups or student 
organizations. Whether you are a first year, a recent 
graduate with limited experience, or a career changer, 
adding a project section can highlight your skillset in areas 
that may not be prevalent in others.

Here are some key points to consider when adding a 
Projects section: 
• Be strategic - Don’t list every project into the resume 

hoping something grasps the recruiter's eye (resume 
space is valuable) 

• Consider this - Does the project emphasize my 
accomplishments in a way that is not already 
highlighted in other areas? 

• Focus on achievements and important details that 
are tailored to the job description or duties of the 
perspective position to determine what projects or 
project details to include. 

Questions to ask yourself when re/constructing your bullet 
points:
1. What is/was your role, if anything specific?
2. What skills do/did you use or gain in this experience? 

(In detail)
3. What order did you complete various responsibilities?
4. What is/was the hope/outcome of the project?
 
Highlight any skills or qualifications the company is looking 
for that you have, as well as any job duties they list for the 
role that you’ve performed in the past.

PROJECTS
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Student and professional organizations are a great 
way to showcase, gain, and enhance your leadership 
skills. Involvement in different capacities shows your 
“people skills” and employers want to see those 
qualities and your leadership.

Employers like to see that students have led 
something in the past because it may indicate your 
ability to lead in their organization in the future. We 
challenge you to try to have at least one leadership 
role by the time you graduate but aim for more 
if you can. You do not need to be the president of 
each organization you are a part of; you can lead at 
different levels or lead specific efforts (ex: a different 
position on the organizations board such as secretary 
or vice president, coordinator, committee chair). You 
can treat this section just like an experience section 
and include a few bullets about your role.

LEADERSHIP/INOLVEMENT

This experience could be work, research, or 
projects. Some potential questions to ask 
yourself might be:
1. Does this experience make me more 

qualified for the position I am applying 
for?

2. Does this experience account for a 
significant amount of time?

 
If you answer “no” to either of these 
questions, it may be best to leave off your 
resume.

How do you determine if you 
should keep or remove an 
experience from my resume?
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DO DON'T
Create a master resume that is not 
limited by pages and use content from 
the master resume to create customized 
documents for each position you apply 
for.

Write your resume before identifying 
your career goals

Check for grammar and misspellings
Limit to 1-2 pages (private/corporate 
resume)

Refer to self as "I" when describing your 
responsibilities

Use bold, ALL CAPS, italics & lines to 
facilitate scanning 

Include a references page (or “references 
available upon request” statement on the 
resume)

Put most important/relevant information 
first Use slang terms

Use strong action verbs, industry buzz 
words, and wording and phrasing from 
job description

Use abbreviations without initially 
establishing them

Proofread for grammar and errors
Create a plain text version of your 
resume

Include a photo of yourself on your 
resume

Have margins between .5 - 1” Use Microsoft Word or Canva templates

Save as a PDF file and submit the PDF 
file with your job application to avoid 
formatting problems or errors (unless 
otherwise stated)

Plagiarize samples

Properly label your documents when you 
save them to avoid confusion and loss. 
• Save your document with your 

name, document type, and 
company/position (i.e., George 
Burdell_Resume-Microsoft Software 
Engineer)

Additional 

Pro Tips
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Resume VS. Curriculum Vitae (CV)

A resume is a quick summary of a student’s relevant education and experiences as they
relate to a particular industry job. Resume sections can include education, experience,
leadership/teamwork, skills, projects, relevant coursework, and others. On the other hand,
a Curriculum Vitae (CV) serves as a comprehensive academic record, showcasing a
student's educational journey and scholarly achievements. It encompasses a wide range
of elements, such as education, publications, conference participation, research projects,
teaching experience, awards, honors, and so on. CVs are generally used when applying to
academic or research-oriented positions such as postdoctoral opportunities, faculty
roles, and positions within national laboratories.   

 See the table below for more information on the differences between resumes and CVs.  

Resume Curriculum Vitae (CV) 

When to Use
When applying for most industry positions

(e.g., tech, business, healthcare, nonprofits)

When to Use
When applying for academic or research

positions

Target Audience
Hiring managers, human resource

specialists, industry-specific recruiters,
interviewers

Target Audience
Academics or researchers in your field,
search committees, hiring managers 

Length
1-2 pages; brief and concise

Length
No page limit; it depends on the experience

References
Never listed

References
Typically listed at the end (but optional)

Resume vs.
Curriculum Vitae (CV)
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Resume Curriculum Vitae (CV) 

Formatting

Use all caps, bold, italics, and
underlining consistently to make
your resume scannable
Include bullets; no full sentences
11-12 point font
0.5 - 1 inch margins
Do not use a Microsoft template and
avoid tables that limit your content
1 – 2 pages in length

Use all caps, bold, italics and
underlining consistently to make your
CV scannable 
11-12 point font
1-inch margins
As many pages as needed 
Recommended: Header or footer with
your name and page number

Categories and Content

Education
Experience (ex: Relevant Experience,
Data Analytics Experience,
Healthcare Experience)
Leadership/Teamwork Experience
(Technical) Skills
Projects (ex: Data Science Projects)

Objective Statement
Summary of Qualifications
Study Abroad
Relevant Coursework
Selected Publications
Selected Presentations 

Common Sections 

Additional Sections (if relevant)

Education
Publications
Awards and Honors
Conferences & Presentations
Research Experience
Teaching Experience
Service/Leadership  
Professional Memberships
References

Research/Teaching Interests
Skills/Languages
Grants Funded
Patents
Advising & Mentoring Experience

Common Sections 

Additional Sections (if relevant)

Graduate Resume and Curriculum Vitae (CV) TipsGraduate Resume &  
Curriculum Vitae (CV) Tips
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Resume Curriculum Vitae (CV) 

Formatting

Use all caps, bold, italics, and
underlining consistently to make
your resume scannable
Include bullets; no full sentences
11-12 point font
0.5 - 1 inch margins
Do not use a Microsoft template and
avoid tables that limit your content
1 – 2 pages in length

Use all caps, bold, italics and
underlining consistently to make your
CV scannable 
11-12 point font
1-inch margins
As many pages as needed 
Recommended: Header or footer with
your name and page number

Categories and Content

Education
Experience (ex: Relevant Experience,
Data Analytics Experience,
Healthcare Experience)
Leadership/Teamwork Experience
(Technical) Skills
Projects (ex: Data Science Projects)

Objective Statement
Summary of Qualifications
Study Abroad
Relevant Coursework
Selected Publications
Selected Presentations 

Common Sections 

Additional Sections (if relevant)

Education
Publications
Awards and Honors
Conferences & Presentations
Research Experience
Teaching Experience
Service/Leadership  
Professional Memberships
References

Research/Teaching Interests
Skills/Languages
Grants Funded
Patents
Advising & Mentoring Experience

Common Sections 

Additional Sections (if relevant)

Graduate Resume and Curriculum Vitae (CV) Tips Resume Curriculum Vitae (CV) 

Content (cont.)

References
Your photo

USE THE JOB DESCRIPTION AS
YOUR GUIDE; The employer told you
what they would like to see should
reflect on your resume 

Never Included 

Tailor to each position

Objective Statement
Summary of Qualifications
Relevant Coursework
Your photo

USE THE JOB DESCRIPTION AS
YOUR GUIDE; The employer told you
what they would like to see should
reflect on your resume

Never Included 

Tailor to each position

* See Georgia Tech’s Faculty CV format
templates  as references

Customization & Other Tips 

Customize your resume for each
position and incorporate job
description keywords

Reorder bullets 
List all of your skills that match
the description; demonstrate your
skills, don't just list them 
Emphasize the most relevant
aspects of your background
No need to have the same
amount of bullets for each
experience 

Save your document(s) as a PDF and
properly label them: 

GeorgePBurdellResume.pdf 
YellowJacket_EmployerName_Re
sume.pdf 

Customize your CV for each position.  
Use keywords 
Tailor by reordering sections to
match the job you apply for (e.g.,
for a teaching-focused position,
put Teaching Experience before
Research Experience and
Publications) 

Use standard organization within
each section 

Include dates for every item 
Organize in reverse chronological
order (today's date first) 
If multiple authors for a
publication or presentation, list
your name in bold or italics 
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Resume Curriculum Vitae (CV) 

Customization & Other Tips (cont.)

Create a plain text version of your
resume so it can be easily entered
into company application systems 

Build a master resume and do not
worry about length; pull relevant
content to include in your tailored
resumes 

Have your resume critiqued 

Drop your content into Grammarly or
other software to identify any typos
or grammatical mistakes 

Do not get overly creative with your
resume formatting unless you are
pursuing a creative career 

Save your document(s) as a PDF. 

Properly label your documents: 
GeorgePBurdellCV.pdf 
BuzzYellowJacket_EmployerNam
e_CV.pdf 

Create a plain text version of your CV
so it can be easily entered into
application systems 

Build a master CV and do not worry
about length; pull relevant content to
include in your tailored CVs. 

Have your CV critiqued by
faculty/postdocs in your discipline or
the one you are applying for 

Drop your content into Grammarly or
other software to identify any typos
or grammatical mistakes 

For more MS/PhD tailored tips, please see the MS/PhD Resume Checklist here.

https://career.gatech.edu/files/2023/08/ResumeChecklistGrad-2023-FINAL.pdf
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Resume Curriculum Vitae (CV) 

Customization & Other Tips (cont.)

Create a plain text version of your
resume so it can be easily entered
into company application systems 

Build a master resume and do not
worry about length; pull relevant
content to include in your tailored
resumes 

Have your resume critiqued 

Drop your content into Grammarly or
other software to identify any typos
or grammatical mistakes 

Do not get overly creative with your
resume formatting unless you are
pursuing a creative career 

Save your document(s) as a PDF. 

Properly label your documents: 
GeorgePBurdellCV.pdf 
BuzzYellowJacket_EmployerNam
e_CV.pdf 

Create a plain text version of your CV
so it can be easily entered into
application systems 

Build a master CV and do not worry
about length; pull relevant content to
include in your tailored CVs. 

Have your CV critiqued by
faculty/postdocs in your discipline or
the one you are applying for 

Drop your content into Grammarly or
other software to identify any typos
or grammatical mistakes 

• Use the job description as your guide; the employer 
told you what they would like to see reflected on your 
CV.

• Customize your CV for each position. 
• Use keywords from the position description
• Tailor by reordering sections to match job (e.g., 

for a teaching-focused position, put Teaching 
Experience before research)

• Use standard organization within each section
• Include dates for every item
• Organize in reverse chronological order (today's 

date first)
• If multiple authors for a publication or 

presentation, list with your name in bold or italics
• Save your document(s) as a PDF.
• Properly label your documents:

• GeorgePBurdellCV.pdf
• BuzzYellowJacket_EmployerName_CV.pdf
• MariaLopezCoverLetter.pdf

• Create a plain text version of your CV so it can be 
easily entered into application systems

• Build a master CV and do not worry about length; pull 
relevant content to include in your tailored CVs.

• Have your CV critiqued by faculty in your discipline or 
the one you are applying to

• Drop your content into Grammarly to identify any 
typos or grammatical mistakes

TIPS FOR YOUR RESUME/CV

The individuals you choose as a work reference can make 
a significant impact on potential employers. Because 
of this, it is important to choose references that will 
complement your resume and can speak positively of you, 
your work, skill set, and personality on your behalf. 
Ideally, the references that you select should have known 
you for at least one year (or more if possible) and they 
should be work colleagues or professional representatives 
such as faculty. Your references should never include 
friends or family. It is suggested to have anywhere from 
3-5 professional references of the following categories:
• Supervisors/Managers
• Faculty/Professors
• Colleagues
• Organization contacts that you have a relationship 

with 

The following information should be included when 
providing references:
• First and Last Name
• Position Title
• Phone Number
• Contact Email

Resumes do not include references’ personal information. 
References are typically listed on a document that is 
entirely separate from the resume. You also do not need to 
say, “References Available Upon Request”. Employers will 
either ask you for references on the application prior to 
submission or later in the process of interviewing you.
Before providing the references, give your potential 
references notice and ask them if they are willing/able to 
provide favorable, positive feedback to an employer. You 
can provide them with additional updates or context to the 
role that you have applied for as an additional courtesy so 
that they can be more prepared.

If they say yes, be sure to let your references know each 
time you give out their contact information and thank 
them.

Keep them informed and maintain your relationship with 
them by providing them with career updates, education 
progress, and your future goals. They will have more to 
pull from in future discussions with employers on your 
behalf. Should you receive an offer for the new position 
and accept, call or email your references and thank them 
for their support. 

REFERENCES

**The Georgia Tech Career Center offers 
downloadable resume and cover letter 
templates that you can use for your own 
GT involvement and experiences. To view 
and download a template of your choice, 
visit here.**

https://career.gatech.edu/resumes/
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