
Writing a Resume

A resume is a tailored marketing document designed to showcase your relevant education, experience, and 
skills as they relate to your targeted industry.  While writing a resume is a subjective process, this handout 
presents guidelines that are applicable to most situations.  Talk to a Career Team member about your own 
particular situation to help create an even more effective marketing piece for you.

Your goal in writing this document is to advance to the next stage in the process ςthe interview.  The employer 
will only spend about 10-20 seconds examining your resume, so make it count!

Make your appointment!
Walk in to speak with our Peer Career 
Ambassadors  -
No appointment needed!

Objectives and Profiles

The Objective Statement:
You should only use an objective if you are very clear about the job you seek; otherwise do not include one.  State 
ȅƻǳǊ ƻōƧŜŎǘƛǾŜ ŎƭŜŀǊƭȅ ŀƴŘ ǎǇŜŎƛŦƛŎŀƭƭȅ ƛƴ ŀ ǇƘǊŀǎŜ ǎǳŎƘ ŀǎ άǎŜŜƪƛƴƎ ŀ ŘǊŀŦǘƛƴƎ Ǉƻǎƛǘƛƻƴ ƛƴ ŀ ǎǳǇŜǊǾƛǎƻǊȅ ŎŀǇŀŎƛǘȅ ǿƛǘƘ 
ŀ ƳŀƴǳŦŀŎǘǳǊŜǊ ƻŦ ƳŜŎƘŀƴƛŎŀƭ ƻǊ ŜƭŜŎǘǊƛŎŀƭ ǇǊƻŘǳŎǘǎΦέ  Lǘ ƛǎ ǇƻǎǎƛōƭŜ ǘƻ ƘŀǾŜ ǘǿƻ ƻǊ ƳƻǊŜ ǊŜǎǳƳŜǎ ǿƛǘƘ ŘƛŦŦŜǊŜƴǘ Ƨƻō 
objectives, or you may use the cover letter accompanying your resume to state your career goals.

Many people choose to start their resume with an introductory statement ςeither an Objective or Profile ςin 
order to position them toward a certain type of opportunity or career direction.
Å This statement should be positioned below the contact information.
Å5ƻ ƴƻǘ ǳǎŜ ŦƛǊǎǘ ǇŜǊǎƻƴ όάLέύΣ ŀƴŘ ŎƻƴŎŜƴǘǊŀǘŜ ƻƴ ǘƘŜ ƪƴƻǿƭŜŘƎŜΣ ǎƪƛƭƭǎΣ ŀƴŘ ŜȄǇŜǊƛŜƴŎŜ ȅƻǳ ǇǊƻǾƛŘŜ ǘƘŜ 

employer.
Å Use keywords that appear in the job description or from the targeted industry.

The Profile Statement:
Similar to an objective statement, a profile will go into more depth about your knowledge, skills, and experience as 
they relate to the job description and industry.  These are used to spell out why you qualify for a particular position 
or to help redirect your career towards another direction.  Transferrable skills and experiences are often described 
in a profile statement.

Example:
Å Athlete with strong team leadership skills, ability to multitask, and self-motivation.  Excellent customer 

service skills with 3+ years of direct experience.

Example:
Å Desire a position as a financial analyst intern.

https://my.uncc.edu/


Section Header Examples

Aside from your introductory statement and the education section, your resume will incorporate additional 
sections to help an employer understand what you are marketing.  Below are some suggestions to get you 
started.  Make sure to talk with a Career Team member for more options as they relate to your profile.

Å Experience
Å Relevant Projects
Å Publications
Å Presentations
Å Awards/Honors
Å Volunteer Experience
Å Certifications
Å Skills

Å International Experiences
Å Internship Experiences
Å Leadership
Å Campus Activities
ÅMemberships & Affiliations
Å Relevant Coursework
Å Research
Å Accomplishments

Styles of Resume

Chronological: List your employment in reverse chronological order.  Give position held, employer, and dates of 
employment. Describe each position according to job duties: list tasks performed, emphasizing those requiring the 
highest level of skill, responsibility and judgement.  Begin each phrase with an action verb.  Quantify and qualify 
ȅƻǳǊ ŀŎŎƻƳǇƭƛǎƘƳŜƴǘǎΣ ƛΦŜΦ ά{ǳǊǇŀǎǎŜŘ ǎŀƭŜǎ ǉǳƻǘŀ ōȅ мр҈Σέ trained and supervised 5 ŜƳǇƭƻȅŜŜǎΣέ άƳŀƛƴǘŀƛƴŜŘ 
average caseload of ур ŎƭƛŜƴǘǎΦέ

Functional:Group your work accomplishments, responsibilities, and duties into 2 to 5 categories according to 
ŦǳƴŎǘƛƻƴŀƭ ǎƪƛƭƭ ŀǊŜŀǎ ǎǳŎƘ ŀǎ ά¢ŜŀŎƘƛƴƎ ŀƴŘ ¢ǊŀƛƴƛƴƎΣέ άaŀƴŀƎŜǊƛŀƭ {ƪƛƭƭǎΣέ ƻǊ ά{ŀƭŜǎΦέ  Choose your skill headings 
according to your job objective and briefly describe, using action statements, the work you did in each of the broad 
categories you identify. 

Combined: Both functional and chronological features appear in a combined resume.  Functional skills should be 
highlighted at the top.  Work experience should be described briefly in reverse chronological order.

Action Verbs

Communication: advised, advocated, authored, consulted, counseled, edited, guided, marketed, published, wrote

Administration: appointed, contracted, delegated, completed, initiated, launched, offered, distributed, recruited

Management: administered, assigned, chaired, coordinated, contracted, managed, organized, planned, organized

Teaching: adapted, addressed, clarified, coached, communicated, enabled, guided, instructed

Research: assessed, analyzed, classified, documented, examined, identified, inspected, observed, reviewed

Technical: calculated, computed, constructed, designed, fabricated, gathered, input, maintained, modified



Resume Approval Process in Hire-A-Niner

Before you can begin applying for positions in Hire-A-Niner, they must have an approved resume in the system.  
The first time you add a resume to your Hire-A-NinerŀŎŎƻǳƴǘΣ ǘƘŜ ŘƻŎǳƳŜƴǘ ǿƛƭƭ ōŜ άǇŜƴŘƛƴƎέ ǳƴǘƛƭ ŀ /ŀǊŜŜǊ 
Center staff member reviews the resume.  The criteria we use to review resume is listed below in the Resume 
Approval Checklist.   Resume reviews take 1-2 business days.

Once we have reviewed your resume, you will receive an email letting you know one of two things:

Å Resume is approved ςyour resume has met our basic requirements, and you are welcome to apply for jobs 
and upload more documents (which will not have to go through the approval process).  In your approval 
email,  you may receive comments from our staff with suggestions for improvement.  

Even if your resume is approved, you are encouraged to tailor and strengthen your resume using the 
information provided in this guide or through working with our Career Team.

Å Changes Requested ςȅƻǳǊ ǊŜǎǳƳŜ ŘƻŜǎƴΩǘ ƳŜŜǘ ǘƘŜ ǊŜǉǳƛǊŜƳŜƴǘǎ ŦƻǊ ŀǇǇǊƻǾŀƭΦ  Lƴ ȅƻǳǊ ŜƳŀƛƭΣ ȅƻǳ ǿƛƭƭ 
receive comments from our staff about what needs to be changed.  In addition, please review the Resume 
Approval Checklist.  Once you have made changes to your resume, you can resubmit it for review.

Resume Approval Checklist



INTERNSHIP SEARCH RESUME

Å Use this as an example to get started.  Tailor your resume more specifically as it relates to your target.
ÅGet this reviewed by our Career Team



COMPUTER SCIENCE RESUME

Å Notice the Technical Skills section that is towards the top of the resume ςthese skills are very relevant.
Å Creating two Experience sections allows you to highlight your most relevant experience earlier in the resume.



ENGINEERING RESUME

Å The profile statement helps to summarize the deep experience level of the candidate
Å Notice the additional experience and project experience sections.  Great way to show depth towards new target


