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Session Objectives 

• Discuss resume format 

• Review resume components 

• Create a resume that gains attention 



Resume Types

Chronological 

Hybrid

Functional
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Chronological

 Focus is work history

Functional

 Emphasizes skill 

/competencies 

Hybrid

 Blends skills / 

competencies



Resume

Guidelines

“A resume represents you 

when you are not in the room.’’

D. F. Bell
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 1-2 pages in length

 Maximize white space

 Readable font styles/sizes  

 Times New Roman (11-12 

point font) 

 Arial (10 -11 point font)
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Chronological 

Resume

 Rank Order

 Specifics

 Top-Half vs.    
Bottom-Half

 Targeting to the 
job

 Call Worthy
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Resume Guidelines: Do’s

Use active 

action 

verbs

Check spelling 

and grammar 

Make easy 

to read and 

scan 

Focus on relevant 

skills/experience

Use phrases 

over full 

sentences



 Connect skills to 

company needs 

 Use relevant bullet 

points

8

Resume Guidelines: Do’s

 Know your audience 

 Include key words

 Develop a high-

impact summary 



 Include age

 Include hobbies
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Resume Guidelines: Do not’s

 List references 

 Use abbreviations 

 Include a personal 

photo



There are different 

ways to build your 

resume header.
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Resume Header



“
To succeed in the job market today, you 

have to think of your resume as an 

advertisement targeting your future boss.

-Angela Copeland
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The summary statement: 

 replaces an objective

 represents your skills, 

experience, and 

strengths

 Serves as an 

introduction 
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Summary 

Statement

Adept at working across departments, 

with faculty, administrators, and 

students

A student athlete with extensive 

leadership experience working on 

teams, time management, and 

organization skills.

An honors student with exceptional 

ability in written communication, strong 

research experience and keen 

organizational skills.



Additional Resume Categories

 COURSE WORK

 CERTIFICATIONS

 VOLUNTEER EXPERIENCE

 INVOLVEMENT/ACTIVITIES
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 EDUCATION

 PROFESSIONAL 

EXPERIENCE

 TECHNICAL SKILLS
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How To Apply For On Campus 
Employment / Internships

Handshake (joinhandshake.com)

• HBU Student Portal

• Click Career & Calling 

• Register / Upload Resume
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The Office of Career and Calling

Hinton Center, Room 108

careerandcalling@hbu.edu

www.hbu.edu/careerandcalling

Please contact us via email or call our office for 

an appointment:

aswarts@hbu.edu dbell@hbu.edu

281-649-3418 281-649-3277

“Whether you turn to the right or to the left, your ears will hear 

a voice behind you, saying, "This is the way; walk in it.”          

Isaiah 30:21

http://www.hbu.edu/careerandcalling
mailto:aswarts@hbu.edu
mailto:dbell@hbu.edu

