
Resume Guide
A resum e is a su m m a ry  o f y o u r skills , a c c o m p lis h m e n ts , and  exp e rie n ce s . E m p lo ye rs  g e n e ra lly  spend  3 0  

to  6 0  se co n d s  sca n n in g  each  resum e, so it's  im p o r ta n t to  be  c o n c ise  and  sp e c ific . W h e n  w r it in g  y o u r 

resum e, ta ilo r  it  to  w h a t you  w a n t th e  o rg a n iz a tio n  to  k n o w  a b o u t you . The m a in  p u rp o s e  o f a resum e 

is to  c a tc h  p o te n tia l e m p lo y e rs ’ p o s it iv e  in te re s t and  p e rsu a d e  th e m  to  in te rv ie w  you . H ow ever, y o u r 

resum e m u s t be an h o n e s t re f le c t io n  o f  y o u r a c c o m p lis h m e n ts  and  it is u n e th ic a l to  e xa g g e ra te , 

e m b e llish , o r m is lead  p o te n tia l e m p lo y e rs  in y o u r resum e.

N o te  th a t  th is  g u id e  is o n ly  a g e n e ra l g u id e  to  w r it in g  a resum e. W e re co m m e n d  th a t you  have 

a ca re e r c o u n s e lo r c r it iq u e  y o u r resum e b e fo re  us ing  it. It is n eve r to o  e a rly  to  g e t s ta rte d !

H O W  TO  BEG IN

To d e v e lo p  an e ffe c t iv e  resum e yo u  m u s t f ir s t  have a th o ro u g h  k n o w le d g e  o f  yo u rse lf. R e fle c t on  th e  

key sk ills , a c c o m p lis h m e n ts , and  e xp e rie n ce s  th a t  yo u  are  b r in g in g  to  th e  e m p lo ye r. If yo u  d o  n o t have 

a lo t  o f  e xp e rie n ce , h ig h lig h t y o u r  e x tra c u rr ic u la r  a c t iv it ie s  as w e ll as re le v a n t a ca d e m ic  p ro je c ts .

O nce  yo u  have c la r if ie d  w h a t sk ills  and  

k n o w le d g e  yo u  have to  o ffe r, th e  n e x t 

s te p  is le a rn in g  w h a t q u a lif ic a t io n s  are 

va lu e d  b y  e m p lo y e rs  in y o u r fie ld . Be 

su re  to  e m p h a s ize  th e  a s p e c ts  o f  y o u r 

e xp e rie n c e  w h ic h  a re  m o s t re le va n t to  

th e  jo b .

Do d iffe ren t o rganizations in the  same
fie ld  look fo r sim ilar or d iffe ren t qualifications?

H ow  m uch do you know  ab o u t the  
p o s itio n  fo r w hich  you are  app ly in g ?

A re any spec ific  skills  
em p h as ized  In th e  jo b  d escrip tion?

RESUM E FO R M A TS

R everse C h ro n o lo g ica l
This is th e  m o s t c o m m o n  fo rm a t an d  p re fe rre d  by  m o s t re c ru ite rs . It is p a r t ic u la r ly  a p p ro p r ia te  

fo r  in d iv id u a ls  w h o se  m o s t re ce n t w o rk  and  e d u c a tio n a l e xp e rie n c e  m a tc h  c lo s e ly  w ith  th e ir  

c a re e r / jo b  o b je c tiv e . A ll se c tio n s  are  in c lu d e d  in reve rse  c h ro n o lo g ic a l o rde r, fro m  m o s t re ce n t 

g o in g  b a c k w a rd  in tim e .

Functio n a l
This is less f re q u e n t ly  used and  is m o s t a p p ro p r ia te  fo r  p e o p le  w h o  are  c h a n g in g  ca re e rs  o r  d o  

n o t have e xp e rie n c e  in th e ir  cho se n  fie ld . It is d e s ig n e d  to  h ig h lig h t s p e c if ic  tra n s fe ra b le  sk ills  

th a t  w o u ld  be  re le va n t to  an em p lo ye r, ra th e r th a n  fo c u s  o n  c h ro n o lo g y  o r  e m p lo y m e n t h is to ry .

C o m b in atio n : C o m b in e s  reve rse  c h ro n o lo g ic a l and  fu n c tio n a l fo rm a ts .

LA YO U T A N D  F O R M A TT IN G

A lth o u g h  th e  c o n te n t in y o u r resum e  is p a ra m o u n t, its  a p p e a ra n ce  can  d e te rm in e  w h e th e r  o r  n o t it  

g e ts  read. Y ou r resum e m u s t lo o k  p ro fe s s io n a l and  in v it in g , b u t  n o t flashy. It s h o u ld  be  p r in te d  on  h ig h  

q u a lity  p a p e r o f  n e u tra l co lo r.



Length O ne p a g e  is p re fe ra b le  in n e a rly  a ll cases. T w o -p a g e  resum es are  a p p ro p r ia te  

o n ly  in c e r ta in  in d u s tr ie s  and  i f  yo u  have a g re a t dea l o f  re le va n t e xp e rie n ce . 

If yo u  use tw o  pages, a d d  y o u r nam e and  "p a g e  2" as a h e a d e r o r  fo o te r  on  

th e  se co n d  page .

M argins M arg ins  s h o u ld  be  a t least 1 /2 -in ch  and  c o n s is te n t on  b o th  s ides.

Fo n t ty p e  
and size

Use 10-12 p o in t fo n t  size, d e p e n d in g  on  space  and  fo n t  ty p e  -  a c o n s e rv a tiv e  

fo n t  ty p e  is p re fe rre d . It s h o u ld  be  c o n s is te n t th ro u g h o u t th e  d o c u m e n t.

H ead ings Use c le a r an d  c o n s is te n t head in g s , u t il iz in g  b o ld , u n d e rlin in g , and  ita lic s  to  
d ra w  a tte n t io n .

P ro o fread H ave o th e rs  p ro o fre a d  y o u r resum e  fo r  c la r ity , g ra m m a r, and  s p e llin g . E rro rs  

can  lead  y o u r  a p p lic a t io n  to  be  v ie w e d  u n fa v o u ra b ly  b y  an em p loye r.

KEY S E C T IO N S  TO  IN C LU D E

Id e n tify in g
In fo rm a tio n

This in c lu d e s  y o u r f ir s t  an d  las t nam e, add ress , p h o n e  n u m b e r and  em a il 

a d d re ss  (p re fe ra b ly  nyu .e d u ).

Education L is t in reve rse  c h ro n o lo g y . In c lu d e  in s t itu t io n , lo c a tio n , s c h o o l d iv is io n , deg ree , 

g ra d u a tio n  d a te  m o n th  and  ye a r (even  if  it  is a fu tu re  g ra d u a tio n  d a te ), all 

m a jo rs  and  m in o rs , and  GPA if  a b o ve  a 3.0.

*  Mention high school i f  you are a freshman

E xp erien ce In c lu d e  p a id  e m p lo y m e n t, in te rn s h ip s , v o lu n te e r  w o rk , and  m ilita ry  se rv ice .

L is t e m p lo y e r/o rg a n iz a tio n , lo c a tio n  (c ity , c o u n try ) ,  jo b  t it le ,  d a te s  o f  

e m p lo y m e n t, and  a b r ie f  jo b  d e s c r ip t io n . Th is  can  be  d iv id e d  in to  d if fe re n t 

se c tio n s  to  h ig h lig h t re le v a n t e xp e rie n ce .

Skills In c lu d e  a ll c o m p u te r, fo re ig n  langu a g e , an d  te c h n ic a l sk ills , even if  yo u  are  less 

th a n  p ro f ic ie n t in th e m . C h a ra c te riz e  y o u r leve l o f  a b il i ty  u s ing  phrases such  as 

" fa m ilia r  w ith ,” "k n o w le d g e  o f,” o r  "e x p e rie n c e  in.” C o m p u te r  sk ills  and  la n g u a g e s  

m ay  be used  as se p a ra te  c a te g o rie s .

O P T IO N A L  S E C T IO N S  TO  IN C LU D E

O b je c tiv e If yo u  c h o o s e  to  in c lu d e  an o b je c tiv e , m e n tio n  a s p e c if ic  p o s it io n  th a t  yo u  are  

seek ing . D o n o t s ta te  th a t  yo u  w a n t a "c h a lle n g in g  c a re e r o p p o r tu n ity ."

Sum m ary o f 
Q u a lifica tio n s /
P ro file

This in c lu d e s  a s h o r t s u m m a ry  o f  y o u r key sk ills  th a t  re la te  to  th e  s p e c if ic  jo b  

yo u  are  a p p ly in g  to .

R elevan t
C oursew ork

L is t courses -  even if o u ts id e  y o u r m a jo r - th a t are re levan t to  th e  p os ition . Focus 

on  e lec tives  and u p p e r-le ve l courses. This can a lso be  in c lu d e d  w ith  E duca tion .

A c tiv itie s In c lu d e  NYU S hangha i c lu b  m e m b e rsh ip s , s tu d e n t g o v e rn m e n t, c o m m u n ity  se rv ice , 

and  p a r t ic ip a t io n  on  a th le t ic  team s. E m p h a s ize  le a d e rs h ip  d u tie s , if  any. If th e  b u lk  

o f  y o u r  e x p e rie n c e  w as g a in e d  th ro u g h  an a c t iv ity , lis t it  u n d e r y o u r  e x p e rie n c e  

se c tio n , an d  d e s c r ib e  y o u r  w o rk  as re c o m m e n d e d  above .

In terests This s e c tio n  a d d s  a p e rso n a l d im e n s io n  to  th e  resum e. Be s p e c if ic  (see  sam p les ). 

You can  in c lu d e  in te re s ts  such  as tra ve l, s p o rts , h o b b ie s , e tc . Use th is  s e c tio n  o n ly  

if  yo u  have ro o m  fo r  it!

https://www.nyu.edu/


H O W  TO  D ESC R IB E E X P E R IE N C E

C o n s id e r g ro u p in g  re la te d  e xp e rie n ce s  

u n d e r h e a d in g s  (su ch  as W o rk  

E x p e rie n c e , C ou rse  P ro je c ts , R esearch).

Use th e  V e rb  S ta te m e n t s tru c tu re : 

A c t io n  - C o n te x t - S p e c ific  R esult. 

Use s tro n g  a c t io n  ve rbs .

• P rovide  a conc ise  exp lana tion  o f respons ib ilities  and skills 

(n o t fu ll sen tences) th a t are re levant to  yo u r jo b  o b je c tiv e . 

W h e n  p oss ib le , in c lu d e  n u m b e rs  a nd  o th e r  specific  

in fo rm ation  to  quan tify  you r achievem ents and  im p a c ts . 

Two o r three concise bulle t points o f in form ation are enough. 

Do not lead w ith  "Duties" o r "Responsibilities." O m it pronouns. 

For less relevant experience (e.g., babysitting, w hen you w ant 

a jo b  in b roadcasting), sum m arize the  responsibilities in one 

o r tw o  lines.

*  

*  

• Be co n c is e  an d  s p e c if ic  a b o u t w h a t 

yo u  d id . p ro v id in g  c o n te x tu a l d e ta ils  

th a t  in fo rm  th e  re a d e r a b o u t th e  

p u rp o s e  o f  y o u r  w o rk , th e  s co p e  o f  

th e  p ro je c t, and w h a t you  p ro d u ce d  

o r  a c c o m p lis h e d .

A sk  yo u rse lf: W h a t h a p p e n e d  as a 

re s u lt o f  th a t  a c tio n ?  H ow  d id  it 

b e n e fit  th e  o rg a n iz a tio n ?

S E N D IN G  YO U R  RESUM E

M o st resum es a re  s e n t v ia  em a il o r  th ro u g h  an o n lin e  sys tem . It is im p o r ta n t  to  fo llo w  A L L  re q u ire m e n ts  
w h e n  a p p ly in g . See b e lo w  fo r  tip s :

E m ail/O n line: A tta c h  y o u r  resum e  and  c o v e r le t te r  as tw o  se p a ra te  d o c u m e n ts  a n d /o r  use y o u r 

c o v e r le t te r  as th e  b o d y  o f  y o u r em a il. C o n v e rt to  a PDF w h e n e v e r p o s s ib le  to  m a in ta in  fo rm a tt in g . 

Be sure  to  in c lu d e  y o u r la s t nam e in th e  t i t le  o f  th e  d o c u m e n t.

Prin t: P rin t y o u r resum e  on  s ta n d a rd  A 4  w h ite , ivo ry , o r  l ig h t  b e ig e  b o n d  p a p e r ( lo o k  fo r  ‘resum e 

p a p e r ’ a t an o ff ic e  s u p p ly  s to re ). If y o u r  resum e  is on  tw o  pages, p r in t  it  o n  tw o  p ieces  o f  p a p e r 

and  a tta c h  th e m  to g e th e r  w ith  a p a p e r c lip .

A C T IO N  VER B  LIST TO  H IG H L IG H T  Y O U R  SKILLS & A C C O M P LIS H M E N TS

C om m u n ica tio n
skills

a d d re ss  a rra n g e  a u th o r  c o lla b o ra te  c o rre s p o n d  d e v e lo p  d ire c t d ra f t  
fo rm u la te  e n lis t in flu e n c e  in te rp re t le c tu re  m e d ia te  m o d e ra te  re c ru it  
p e rsu a d e  p ro m o te  p u b lic iz e  re c o n c ile  nego tia te  speak tra n s la te  e d it

C re a tiv e  skills
c re a te  c u s to m iz e  d e s ig n  d e v e lo p  d ire c t e n v is io n  e s ta b lis h  fa sh io n  fo u n d  
illu s tra te  in it ia te  in s t itu te  in te g ra te  in tro d u c e  in v e n t o r ig in a te  p e r fo rm  p lan  
re v ita liz e  shape  re va m p  c o n c e p tu a liz e

D e ta il-o r ie n te d
skills a p p ro v e  a rra n g e  cata logue c la s s ify  c o lle c t c o m p ile  e xe cu te  g e n e ra te  

im p lem ent in s p e c t m o n ito r  o p e ra te  o rg a n iz e  p re p a re  p rocess  s y s te m a tiz e  
p u rch a se  re c o rd  re tr ie v e  screen  s p e c ify  ta b u la te  v a lid a te

H elp in g  skills
assess ass is t c la r ify  co a ch  co u n se l d e m o n s tra te  d ia g n o s e  e d u c a te  
e x p e d ite  fac ilita te  g u id e  re fe r m o tiv a te  re h a b ilita te  re p re s e n t

M an ag em en t
skills adm in ister analyze assign a tta in  chair consolidate  con trac t coord ina te  de legate 

deve lop d irec t evaluate execute im prove increase organize plan oversee p rio ritize  
produce recom m end review schedule strengthen supervise

Research skills  
c la r ify  c o lle c t c r it iq u e  d iag n o se  eva lua te  exam ine  e x tra c t id e n tify  in sp e c t 
in te rp re t in te rv ie w  inve s tig a te  o rg a n ize  rev iew  sum m arize  su rvey sys tem a tize

Teaching skills  
a d a p t advise  c la r ify  coach  co m m u n ica te  co o rd in a te  deve lop  enab le  encourage  
eva lua te  fa c ilita te  g u id e  in fo rm  in s tru c t m e n to r pe rsuade  s tim u la te  tra in

Technical skills
assem ble  bu ild  ca lcu la te  c o m p u te  c o n fig u re  des ign  dev ise  e ng inee r fa b rica te  
insta ll m a in ta in  ope ra te  overhau l p rog ram  rem ode l repa ir re trieve  solve upg rade



 

          

          

           

 

                                                                   

 

                 

 

                         

 

                                                     

 

                                                                                                

 

                                                                                                            

                                                                                                                      

 

                                                                                                                                            

 

 

Alex Hamilton 
42 Yinggao Lu, Shanghai, 200120, China | +86 (021) 5555-5342 | ah192@nyu.edu

EDUCATION

New York University Shanghai, Shanghai, China Expected graduation date : Jun 2017 
Bachelor of Science (Honors), Cumulative GPA: 3.6 

Double major in Business Finance and Cumulative Science 
Study Abroad: New York University in London, England  Aug 2015 to Dec 2015 

Keep consistent
formatting throughout

WORK EXPERIENCE 
Finance Intern, KPMG, Shanghai, China   Apr 2016 to Jun 2016 
•  Built models based on regression analysis to determine factors affecting treasury curve 
•  Communicated daily with trading desk to produce charts and graphs for weekly strategy meetings 
•  Created daily stock market watch reports for traders, sales staff and clients 

Technical Assistant, I.T. Department, NYU, Shanghai, Shanghai, China Sep 2016 to Apr 2016 
•  Performed network administrative duties on Windows and iOS systems and conducted hardware upgrades 
•  Provided technical support and troubleshooting for over 40 staff members 

Marketing/ Digital Intern, The Good Agency Asia, Shanghai, China Apr 2014 to Jun 2014 
•  Created and launched 2 targeted social media campaigns that increased client revenues by 20% over 4

months, working collaboratively with 6 other team members 
•  Created monthly summary plans and digital reports of ROI using Google Analytics and Microsoft

Powerpoint 

Specify accomplishments
and quantify results 

VOLUNTEER EXPERIENCE 
Charity Volunteer, Community Center Shanghai  Sep 2016 to Apr 2016 
•  Volunteer 4 hours once a week with 4 CCS-supported charities including logistics planning and volunteer

coordination 
•  Worked with 2 other lead volunteers to strategize planning, delegate tasks, and monitor donation in-take and

outflow to sponsor communities 

Volunteer, Rotaract Club Shanghai  Jan 2015 
•  Coordinated a team of 10 people to organize a run that raised 40,500 RMB for autism non-profits in Asia

Use action verbs  to
indicate your skills 

EXTRACURRICULAR/ LEADERSHIP ACTIVITIES 
NYU Shanghai Undergraduate Business Association, Shanghai, China 

Vice-President   Aug 2016 to Apr 2017 
•  Co-led the vision to include students from non-business disciplines to promote diversity with project ideas 
•  Initiated collaborations with 4 other student clubs to plan and run a 3-day long Sustainability in Business

conference attended by 150 students 

Treasurer Aug 2015 to Apr 2016 
•  Managed cash flows of the organization to maximize events being accessible to all students 
•  Solicited external sponsorship and speakers for the club events 

Dean’s Service Scholars, NYU Shanghai, Shanghai/ Beijing, China 

Volunteer Dec 2015 
•  Selected as one of 20 students to participate in a service project (in collaboration with non-profit

organization Hands on Shanghai) aimed at planning and implementing week long programs for kids, elderly

people, and individuals with intellectual disabilities. 

SKILLS 
Computer Skills: Microsoft Office Applications, C++, Minitab, HTML Languages: Fluency in English and

Chinese, Intermediate proficiency in Spanish 

INTERESTS 
Black and white photography, basketball

Include this optional
section to highlight other
relevant interests/skills

mailto:ah192@nyu.edu


EMILY LIU 

1542 Yingtsu Road, Shanghai, 200100, China | +86 (021) 1234-1234 | eml85@nyu.edu

 

 

 

 

                     

                                                       

 

 

 

 

 

  

                                                             

                                                          

 

 

                                                           

                                                                       

  

 

 

OBJECTIVE 

To obtain a marine biology summer research internship 
An objective section is
optional and should be
specific to each position

EDUCATION 

New York University Shanghai, Shanghai, China Expected Graduation Date: Jun 2018 

Bachelor of Science (Honors): Biology

GPA: 3.8

Related courses: Developmental Biology, Ecology, Evolution

Honors: Dean's List for 2015-2016 Academic Year 
Study Abroad: New York University, Sydney Jan 2016 - Apr 2016 

Be sure to mention any
honors and special

recognition

EXPERIENCE 

Scientific Research 
•  Focused on effect of air pollution on bird migration patterns in Eastern China, as Dean s

Undergraduate Research Fund Participation 
•  Led team of 4 undergraduate students in collecting and analyzing data for the ABS project in the

NYU Shanghai Biology Research Lab, under the supervision of Dr. Alfred Fong 
•  Prepared study for skins of marine birds and reconstructed bone skeletons of marine fish and

mammals 

•  Helped to develop sea turtle conservative program in Sri Lanka, based upon 3 months  in-class

study and planning 

•  Researched and developed demo of a sustainable designed urban farm, based on best practices of

10 eco-friendly farms in the Shanghai region 

Communication/ Teamwork Skills 

•  Developed and ran  Go Green Shanghai , A week-long student-led conference promoting

awareness and education about sustainability issues; attended by 200 students overall 

•  Presented sustainable design research as a workshop at the Eco Fair conference, attended by 60

industry participants 

A "functional" resume
highlights transferable

skills and how your
experiences demonstrate

them

EMPLOYMENT HISTORY 

Research Assistant, Biology Research Lab, NYU Shanghai, Shanghai, China  Sep 2015 - Apr 2015

Intern, GoodtoChina, Shanghai, China   May 2015 - Aug 2015 

Student Assistant, NYU Shanghai Library Sep 2014 - Apr 2015 

VOLUNTEERING/ EXTRACURRICULAR ACTIVITIES 

Volunteer, Stepping Stone, Shanghai, China Sep 2016 - Present 

Volunteer, Helping Hills, Budalla, Sri Lanka    Jan 2016 

Events/ Communication Coordinator, Green Shanghai Club, NYU Shanghai  Sep 2015 - Apr 2016 

LANGUAGE/ SKILLS 

Fluent in English and Mandarin; Conversational in Spanish 

Proficient in use of Microsoft Office Applications, Adobe Photoshop and InDesign

Still essential to list your
work experience in
chronological order

mailto:eml85@nyu.edu
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