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Resume Basics: 
 
Let's get started! 
The hardest part of writing a resume is getting started. 
 
Wft0 iat is a resut0 ime? 
 
A resume is a document that articulates a candidate's most relevant and recent experiences to a potential 
employer or graduate / professional school program. 
 
Getting Started: 
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The following information should be included in your resume: 
 

Name / Contact Information: 
Why this is important: This allows employers to easily contact you. 
Include: At the very least, include your first and last name, and ONLY one phone number and email 
address to avoid confusion. You may also want to include your city and state when applying locally. 

 

Example: 
 

Lucy Scribner 
815 North Broadway                                  518-580-5000 
Saratoga Springs, NY 12866                lscribner@skidmore.edu 
 

Education: 
Why this is important: To convey academic qualifications and training 
Include: In reverse chronological order (most recent first): 

¶ Institution Name(s), City, State, and Country (if outside the United States)  

¶ Expected date of graduation  

¶ Majors and minors  

¶ Type of degree – Bachelor of Arts or Bachelor of Science  

▪ Bachelor of Science includes majors below (all other majors are Bachelor of Arts):  

                                               Art (Studio)                                                              Business 
                                               Dance                                                                        Education Studies 
                                               Health and Human Physiological Sciences         Social Work 

Theater 

¶ GPA and Honors (optional)  

▪ Cumulative or Major GPAs of 3.0 or higher should always be included  

¶ Study Abroad  
 

Example: 
 

Education: 
 

Skidmore College, Saratoga Springs, NY                      Anticipated Graduation May XXXX 
Bachelor of Arts in Chemistry; Minor: Anthropology; Honors Forum  
Overall GPA: 3.55, Major GPA: 3.65  
 
Study Abroad, Skidmore in London, London, UK                                  Spring XXXX  

 
Honors & Awards: 

Why this is important: This section can help distinguish you from other candidates and make your 
resume stand out when the achievement is relevant to the position you are applying for



6 
 

 



7 
 

Objective, Summary of Qualifications, Professional Profile (optional): 
 
Including an Objective, Summary of Qualifications, or Professional Profile 
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Step Three: Map Out Your Headers 
 

Organization is critical in successfully communicating your education and experience to the reader. While 
resumes ARE organized in reverse-
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Targeted Bullets - Example 1:   
 

Business & Finance Experience:  
Financial Analyst Intern, Ayco Company, Saratoga Springs, NY                                                    Spring XXXX  

¶ Research client leads in areas including income taxes, employee benefits, wealth transfer planning, 
and insurance in the Family Division; composed and presented case briefings to Vice Presidents   

¶ Organize and compile charitable donation files to prepare for annual tax filings  

¶ Update confidential client net-worth summaries using M.S. Excel                      
 

Introduction to Management and Business course, Skidmore College                                                 Fall XXXX 

¶ Developed executive presentation in simulation to increase Patagonia Provisions revenue by $20 
million while decreasing carbon footprint by 10% by 20XX  

¶ Conducted SWOT analysis and analyzed financial statements to identify points of improvement  

¶ Brainstormed solutions and projected financial feasibility  

¶ Synthesized findings into a concise 20-minute presentation delivered to a panel of guest executives  
 

Targeted Bullets - Example 2:  
 

Advocacy Experience:  
 

Volunteer, Saratoga Animal Shelter, Saratoga Springs, NY                                        Fall XXXX – Present  

¶ Support Adoption Clinic days; set up displays for animals, distribute and collect adoption 
applications, handle adoption fees  

¶ Prepare animals 
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Action Statement Verbs (Alphabetical) 

Accommodated  

Accomplished  
Accounted  
Acquired  
Acted 
Adapted  
Addressed 
Adjusted  
Administered 
Advertised 
Advocated  
Allocated  
Analyzed  
Anticipated 
Appraised 
Approved  
Arranged  
Assembled 
Assessed 
Assigned  
Assisted  
Audited  
 
Balanced 
Bargained  
Built  
Brainstormed  
Budgeted 
 
Calculated 
Cataloged 
Catered 
Changed 
Classified 
Coached 
Collaborated 
Collected 
Combined 
Communicated 
Compared 
Completed 
Composed 
Computed 
Conceived  
Conceptualized  
Conducted 
Confronted 
Constructed 
Contacted  
Contracted 
 

Contributed  
Controlled 
Cooperated 
Coordinated  
Corresponded  
Created 
Critiqued  
 
Dealt 
Debated 
Decorated 
Defined 
Delivered 
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Cover Letters  

A cover letter is a persuasive document highlighting a candidate's skills, knowledge of the employer, and 

ability to contribute to the organization.  

¶ Think of this like a class paper – have a thesis (why you would be beneficial to the organization), 

develop evidence to support your thesis, and defend it.  
 

A cover letter is a way to introduce yourself to an employer by highlighting your best qualities and stating why 
you are the perfect candidate for the job. In addition, a cover letter should go into more depth about certain 
aspects of your experience or skills that may be difficult to communicate in your resume. Including an 
Objective, Professional Profile, or Summary of Qualifications at the top of your resume is another branding 
tool that provides the employer with a snapshot of who you are and why you deserve the job.  
 

General Information about Cover Letters  
A cover letter should:  

¶ Be only one page and in the same font as your resume 

¶ Be 10 - 12 point font 

¶ Be specific to the position and company you are applying to  

¶ Be addressed to a specific person  

▪ If you don't know who to address the letter to, call the employer! Simply state which position 

you are applying for, and ask who should be addressed in the cover letter.  

▪ If that's not available, the following are acceptable alternatives:  

▪ Dear Hiring Manager 

▪ Dear Internship Coordinator  

▪ Dear Recruiting Coordinator  

¶ Provide your contact information  

¶ Avoid the passive voice  
 

A cover letter should not:  

¶ Be mass-produced – generic cover letters are obvious and not impressive  

¶ Provide a list of accomplishments without showing the connection to the employer's needs  

¶ Overstate your accomplishments  

¶ Use slang, abbreviation, or other casual language  

¶ Use "Mrs." Always use Mr. or Ms. 

▪ The safest option is "Dear FULL NAME" (i.e., "Dear Lucy Scribner") 
 

Stuck on how to pick the best content?  

¶ Place your strongest evidence first – lead off with your most compelling story. Think like a lawyer; 
provide proof (a story) that demonstrates the skill you say you have (for example, communication)  

¶ Classes, clubs, and internships are all excellent places to find stories 

¶ Review your resume; are there entries that need more context? If so, use the cover letter as space for 

providing more insight into an experience  
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Professional References 
 

¶ References should be a separate document  

¶ You should have between 3 – 5 references, and each should include the following information:  

▪ Name (Nature of relationship/time frame) 

▪ Title  

▪ Organization  

▪ Phone Number  

▪ Email Address  
 

¶ List your best and most applicable references first  
 

Selecting References  

¶ Choose people who know you well, can compare you to your peers, and who have direct knowledge of 
your skills and abilities  

¶ Someone in your field of interest which you have worked with you before is your best choice  

¶ Make sure you ask if they are willing to serve as a reference before you list them  
 

Example:  

Professional References 
 

Professor Jim Smith, Professor 
Chair of the Business Department 
Skidmore College, Saratoga Springs, NY  
518-580-5000 / jsmith@skidmore.edu  
 

Ms. Kiley Rhodes, Supervisor (Summer XXXX) 
Chief Journalist 
Bay Area Sports News 
San Francisco, CA 94601 
(307) 567-5432 / krhodes@basp.org  
 

Mr. Jeff Longfellow, Supervisor (Summer XXXX) 
Chief Editor 
Penguin Random House LLC  
Emeryville, CA 94607 
(307) 566-3456 / jlongfel@penguinrandomehouse.org 
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Job Description, Resume, and Cover Letter Samples 
 

The remainder of this guide provides sample job descriptions, resumes, and cover letters. Review job 
descriptions carefully and use your resume and cover letter to highlight your skills and accomplishments based 
on what the organization is looking for. 
 
Sample Job Posting #1: 
 
 
 

 

EMPLOYMENT 

https://www.aaronschool.org/
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Sample Resume #1: 

mailto:lscribner@skidmore.edu
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Sample Cover Letter #1: 
 
 
Lucy Scribner 
815 N Broadway 
Saratoga Springs, NY 12866 
 
Date 
 
Mr. Chad Needham 
Director of Recruiting 
Aaron School 
309 E 45 St. 
New York, NY 10017 
 
Dear Mr. Needham, 
 
With experience working at both the elementary and university levels, I am very interested in applying for the second-grade teacher 
position with Aaron School that I recently saw posted on Indeed.com. I am a dedicated and organized individual, and I look 
forward to pursuing a career in education after graduation. In addition, because of my experience with several family members, I 
am especially interested in working with students with learning disabilities.  
 
My first classroom teaching experience was as an Assistant Teacher with the Waldorf School of Saratoga Springs, where I was 
assigned to a third-grade classroom. Careful preparation of lessons allowed me to break down abstract concepts in
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Sample Cover Letter #2: 
 
Ambimbola Kim 
Skidmore College 
815 N. Broadway 
Saratoga Springs, NY 12866 
Phone: (203) 384-3426 / Email: jlenz@skidmore.edu  
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Sample Job Posting #3: 
 



mailto:mblye@skidmore.edu
https://www.sfgate.com/sports/




mailto:projects@cityarts.org
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Sample Job Posting #5: 
 

 
 
Nathan Kline Institute 
Clinical Research Internships 
Orangeburg, NY 
 
Applications are being invited for Fall, Spring, and Summer Clinical Research Internships with the Outpatient Research 
Department (OPRD)
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Sample Resume #5: 

Jamie Lynn Plain 
Summerfield, CT 12056                                                                                               Email: jlplain@skidmore.edu / 

mailto:jlplain@skidmore.edu
http://www.linkedin.com/in/jamie
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Sample Cover Letter #5: 
 

Jamie Lynn Plain 
Summerfield, CT 12056                                                                                               Email: jlplain@skidmore.edu / Mobile: (913) 444-9087 
www.LinkedIn.com/in/jamie lynn                

 
Date

Date

mailto:jlplain@skidmore.edu
http://www.linkedin.com/in/jamie
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Sample Job Description #6: 
 

Graphic Communications Internships, Summer XXXX ʹ New York, NY 
NBCUniversal 
 
Graphic Design Internships exist within the following business areas: 
¶ NBC Owned Stations and Affiliates 
¶ Cable Entertainment 
¶ NBC News & MSNBC 
¶ NBC Entertainment 
 
Internships may include (but are not limited to):   (Take note of key words and include your knowledge, skills, and 
attributes in your cover letter.) 
¶ Creative Studio 
¶ Internal and External Graphics 
¶ Web & Digital Design 
¶ 3D Design & Animation 
¶ UI/UX design 
¶ 3D Design & Animation 
¶ UI/UX design 
 
Daily responsibilities and projects may include (but are not limited to): 
¶ Create internal and external media graphic materials 

¶ Collaborate with designers and copywriters to expedite creative timelines 

¶ Work with Product Managers and Design Director to understand a project's scope  

¶ Create functional prototypes with higher fidelity designs to test with users 

¶ Develop premium quality original artwork and marketing designs using Photoshop and Illustrator 

¶ Communicate and present design concepts to Digital Art Director and project teams 

¶ Deliver engaging and high-quality creative assets for assigned projects for all digital platforms 

 
Qualifications/Requirements  
¶ In pursuit of a Bachelor's degree at an accredited institution and be able to provide documentation to confirm your degree 

progress 

¶ Current class standing of sophomore or above (30 credits). 

¶ Cumulative GPA of 3.0 or above 

¶ Needs to be able to work on-site in New York, NY 
¶ Must be 18 years of age or older 

¶ Internships at NBC Universal are paid and do not require course credit 

¶   
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Sample Resume #6:
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Sample Cover Letter #6: 
 
Jenna Smith 
64 Chelsea Court 
Needham, MA 12983 
860.331.6154 / 
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