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Resume overview
A resume is your introduction to a prospective employer
and should showcase that you are an excellent choice for
the position for which you are applying. It provides a first
impression and is the vehicle used to get your foot in the
door.
A good resume markets your work, skills, accomplishments
and education in a succinct and impactful way.
This presentation shows you how to create the components
of a well-structured resume that stands out from the
crowd.
Note: Your resume has one purpose — it markets you to a
prospective employer.
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Your resume markets you
Your resume should include information that is marketable, relevant
and honest. It should:
• Be a succinct (one- or two-page) and clean (proofread)
representation of you and your professional skills

• Clearly show your technical/functional and soft skills
• Show highlights of your work-related experience and
accomplishments relative to the position for which you are
applying
• List key accomplishments that make you unique and set you
apart from the rest of the candidate pool
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Components of a well-structured resume
Take a look at this two-page resume.

Ask yourself:
• Which components stand out?
• Why do these components stand out?
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Components of a well-structured resume, continued
Resume Layout
The key components of a resume should include:
1. Header and contact information
2. Skills
3. Objective
4. Experience
5. Education
Note: Although the resume cited on the previous page lists skills as the first component after the header,
there may be instances where a different ordering of the components would be better. For example, if
you are applying for a job as a business manager and you have a Masters in Business Administration
(MBA) that information should appear near the top of the resume — not buried on the second page. If
your education is stronger than your experience, again, move education up.

5

Components of a well-structured resume, continued
Ask yourself: What is the purpose of each key component of the resume?
Key
components

Purpose

Header and
contact
information

Identifies your contact information, including name, address, phone number(s) and
email.

Skills

Highlights abilities you possess, particularly those that are applicable to the
position or unique in nature. Technical/functional skills, as well as soft skills, should
be included.*

Objective

Informs a prospective employer of your career goal. This statement should be
short, yet impactful.

Experience

Showcases work and professional history (starting with most recent). Clearly
identifies why you are qualified for the position and how you can be of benefit to
the prospective employer.

Education

Informs where you received your education, the time attended and applicable
coursework or training. If education is critical to a position, move the education
section close to the beginning of the resume.

*Note: Preview the Showcasing Your Skills on a Resume self-study guide for additional support with
highlighting skills.
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Components of a well-structured resume, continued
Let’s focus on each component in more detail.
1. Header and contact information should include:
• Full legal name: Locate at top of page emphasized by larger and bold font.
• Mailing address: This should be your current address and reflect from where you will be
commuting to work. Avoid using abbreviations.
• Phone number: If you have more than one phone number, identify each number you
include (for example, work, cell and home). Ensure your voicemail is professional and
includes your name.
• Email address: Ensure your email address is professional. If needed, create a new address
for business purposes. A combination of your first name.last name@myinternetprovider.
com is a safe bet.

John J. Doe
1234 Anytime Lane • Someplace, Florida 11111
Cell: 555.555.1234
john.j.doe@myinternetprovider.com

John J. Doe
1234 Anytime Lane
Someplace, Florida 11111
Home phone: 555-555-2345 Cell: 555.555.1234
john.j.doe@myinternetprovider.com
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Components of a well-structured resume, Continued

2. Skills and accomplishments should keep these concepts in mind:
• Before you write your resume, think about the top three or four skills you’ve used in all of
your current and previous positions, targeting those that can be transferred to a civilian
position.
• Add soft skills describing your personal traits, such as patience under stressful situations or
being a good critical thinker.
• List technical/functional abilities, including computer skills and on-the job experience.
• List language capabilities, including proficiency level.
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Components of a well-structured resume, continued
3. Objective statement should keep these concepts in mind:
• Briefly emphasize goals and qualifications — highlight what makes you unique or appealing.
• Tie the objective to the position you are applying for, relating your goals to the company’s
goals and, if possible, explain how you can be an asset to the company.
• Be as specific as possible, including the company’s name, the position for which you’re
applying and why you’re qualified.
• Limit the objective statement to one or two sentences — more of a tag line than a
paragraph.
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Components of a well-structured resume, continued
4. Work / professional
experience should include:
• Work experience, in
chronological order with
the most recent first
• If in Guard or Reserve, list
your military and civilian
work experience
• Position held
• Company/organization
name and location
• Dates of employment
(including month and
years)
• Key responsibilities
Note: You should begin the
description of each responsibility
with an action verb, such as
managed, developed, analyzed and
so forth.
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Components of a well-structured resume, continued
5. Education should include:
• Educational background (both formal and on-the-job experience), including:
• Full name, location and dates attended
• Degree earned

• Specify any course work related to the position
• Applicable training or certifications relevant to the position (include when received or if
current, as applicable)
• If your GPA is above average, list it in this section
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Formatting your resume
Your resume should be formatted in a clear and uniform
fashion. Consider these formatting tips:
• Bold and enlarge your name at the top.
• Use Arial or Times New Roman font.
• Font size should be no smaller than 11 point or
larger than 12 point, except for your name and
header.
• Avoid italics, underlining, shadow or any other
fancy treatments.

• Keep your resume to one or two pages. For a
two-page resume, be sure to fill the second
page at least halfway and place Continued at
the bottom of page one and your name and
Page 2 at the top of page two.

12

Avoiding common pitfalls
Equally as important to what is encompassed within a resume is what should
be avoided. When finalizing your resume, follow these tips to avoid common
pitfalls:
• Proofread. Walk away and revisit your resume fresh to proofread
again, then consider having someone else proofread it.
• Print resumes on white paper only, with black ink.
• Do not include a photograph.
• Don’t try to tell everything. Your resume is not your autobiography
or a confessional, keep critical and relevant highlights in mind.
• Use past tense verbs to describe past-dated experiences; otherwise, use present tense.
• Be honest in employment history and dates. If gaps exist, list as such.

• Avoid the use of graphics. Avoid acronyms, unless spelled out.
• Avoid the use of personal pronouns (such as I or we).
• Avoid personal data, not relevant to contact information or the position.
Note: Your resume is to a prospective employer, as a carrot is to a rabbit. You want to dangle just
enough information for them to want to reach out for more.
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Tips for success
In summary, your resume introduces you to hiring managers and recruiters. It is important to
remember these points when creating your resume:
• Translate your resume into civilian terms. This is critical. Use someone from your network
who is already working in a non-military job to review the language and help you translate.
• The purpose of a resume is to create a strong first impression by presenting your applicable
skills.
• Update your resume for each position and company to which you apply. Target each
position’s needs when highlighting your skills and experience.
• Quantify your expertise in any technical or language skills by identifying your understanding
as basic, intermediate, advanced or professional.
• Include volunteer experience, if relevant to the position.
• Couple your resume with a cover letter to further sell your skills. Tailor your cover letter to
the position.
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