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9) WHITMAN COLLEGE

Career and Community
Engagement Center

HOW TO BUILD A
RESUME

1. Layout & Length

Select a simple layout and keep your resume to one page. Take a look at these
helpful resume examples to get started.

2. Contact Information

Start with your full name (given first and last name).

Include your contact info: phone number, email and Linkedln URL (optional).

3. Education

Include Whitman College information such as academic interests, majors,

minors and expected graduation year. First-year students can include high
school education information, too.

List everything in reverse chronological order.

3. Skills and Action Words

Include a “relevant skills" section. Use this guide to get started!

Use powerful action words to highlight previous experiences and-skiTLS.

4. Experience(s) and Bullet Points

Include the most relevant experience(s) you have - consider volunteer positions,
club leadership roles and interesting class projects.

Be sure to mention your title/position, location and when you worked there.

Keep this brief and concise; no more than 3 bullets per position; Review this
document for help!

5. Additional Information

Achievements, projects, awards, and interests can be added in this optional
section.

\\\I//

—

%@; Pro Tip: Always tailor your resume!
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\ If you heed any more help, reach out to the CCEC!


https://www.whitman.edu/career-prep/career-and-community-engagement-center/career-development/resources-for-job-seekers/resumes-cvs-and-cover-letters
https://www.whitman.edu/documents/career-prep/career-and-community-engagement-center/Sort/Skills-by-Category.pdf
https://www.whitman.edu/documents/edit/Crafting%20Content-Rich%20Bullet%20Points.pdf
https://www.whitman.edu/documents/edit/Crafting%20Content-Rich%20Bullet%20Points.pdf
https://www.whitman.edu/documents/career-prep/career-and-community-engagement-center/2010/Action-Verbs-2010.pdf

