RESUMES
Purpose of resume vs. curriculum vitae

For every one job posting...

A resume is a marketing document
designed to demonstrate how your
experiences, strengths and skills
fit the needs of a particular
opportunity. The goal the resume
is to get an interview, not provide
an autobiography. Resumes are
used in most business and industry
positions. They are expected to quickly
summarize your relevant experience and
education.
The information you include on your resume is dependent on what you are applying for. Consider your most relevant
qualifications: education, experiences, academic activities or projects, extracurricular involvement, leadership and
more. Employers want to know what have you been doing, not just what you have been paid to do. Reflect on how you
have spent your time and built your skills over the past few years.
A curriculum vitae is used to apply for positions in academia and research,
and for grants. Resumes are the preferred documents in business and industry.
For more information on writing a CV, visit the Graduate Student resources page at
careers.uw.edu/graduate-students.

Formatting and what to include
•
•
•
•

Resumes should be one page (2 pages for those with professional experience)
Font size can range from 10 to 12 point with margins between 3/4 and 1 inch
Use white space on your resume so it doesn't look overly crowded with text!
Do not include references on your resume. It's common practice to provide
references as a separate document.
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How to market your skills
Demonstrate how you have used your skills (transferable and disciplinespecific) through descriptions of experiences. When you are writing these
descriptions, stay focused on action, contribution and impact. See the box
to the right for strategies on how to do this.
Use verbs emphasizing how you used skills in your experiences. For example,
an employer might be seeking someone with strong communication and
teamwork skills. You can tell them that you: Communicated with a team of 6
to identify barriers to access and recommend improvements to design.

Tips for resume writing
Write descriptions of your
experiences using this format:
Action + Task + Result.
•

Required resume information

•

1. CONTACT INFORMATION: Include your name, phone and email
always. Mailing address, LinkedIn or portfolio URL are optional.

•

2. EDUCATION: Always include the name of the institution, the citystate location, the degree you are pursuing, (intended) major
and minor(s), and expected graduation date. GPA, Study Abroad,
Relevant Coursework and Honors are optional.
3. EXPERIENCE: Can be paid or unpaid, but always include the name
of the organization, your position title or role, the city/state location
and the date range of your involvement.

Begin with a verb describing
your action ("communicated
with a team")
Share the task you completed
("to identify barriers")
End with the result
("recommend improvements").

Quantify or use numbers
(percentages, sizes, dollar amounts,
frequency, etc.) whenever possible
to show the scale or scope of
responsibility and demonstrate
the impact you made.

RESUME ACTION VERBS
Analytical &
Financial
Accelerated
Adjusted
Administered
Allocated
Analyzed
Appraised
Assessed
Audited
Balanced
Budgeted
Calculated
Clarified
Collected
Compared
Computed
Conserved
Controlled
Decreased
Determined
Developed
Estimated
Evaluated
Examined
Experimented
Explored
Extracted
Forecast
Formulated
Gathered
Identified
Interpreted
Interviewed
Investigated
Managed
Marketed
Maximized
Measured
Minimized
Organized
Planned
Prepared
Programmed
Projected
Proved
Purchased
Reconciled
Reduced
Researched
Retrieved
Screened
Searched
Solved
Specified
Studied
Summarized
Surveyed
Systematized
Tested

Validated
Creative
Composed
Conceptualized
Condensed
Constructed
Created
Designed
Edited
Entertained
Established
Formulated
Illustrated
Initiated
Integrated
Introduced
Modeled
Originated
Performed
Photographed
Revised
Revitalized
Shaped
Interpersonal
Adapted
Advised
Advocated
Answered
Assessed
Coached
Collaborated
Contributed
Cooperated
Counseled
Demonstrated
Enabled
Encouraged
Ensured
Expedited
Facilitated
Focused
Furthered
Guided
Initiated
Interacted
Intervened
Listened
Mediated
Mobilized
Moderated
Motivated
Negotiated
Provided
Referred
Rehabilitated
Represented
Resolved
Simplified

Supplied
Supported
Volunteered
Leadership
Advanced
Administered
Appointed
Approved
Assigned
Attained
Authorized
Chaired
Completed
Coordinated
Decided
Delegated
Developed
Directed
Diversified
Enforced
Enhanced
Established
Founded
Generated
Headed
Implemented
Improved
Incorporated
Increased
Initiated
Integrated
Introduced
Managed
Mobilized
Motivated
Organized
Oversaw
Planned
Presided
Prioritized
Produced
Recommended
Recruited
Reorganized
Replaced
Reviewed
Secured
Selected
Solidified
Stimulated
Streamlined
Strengthened
Supervised
Sustained
Communication
Addressed
Advertised
Articulated

Authored
Clarified
Collaborated
Communicated
Composed
Consulted
Contacted
Convinced
Corresponded
Debated
Defined
Demonstrated
Described
Directed
Discussed
Drafted
Edited
Explained
Familiarized
Formulated
Illustrated
Incorporated
Informed
Interpreted
Interviewed
Marketed
Mediated
Moderated
Outlined
Participated
Persuaded
Presented
Promoted
Proposed
Published
Reconciled
Recruited
Referred
Reinforced
Reported
Responded
Solicited
Specified
Summarized
Synthesized
Translated
Wrote
Organization
Approved
Arranged
Catalogued
Centralized
Classified
Collected
Compiled
Coordinated
Corrected
Corresponded
Distributed

Edited
Executed
Generated
Implemented
Incorporated
Maintained
Monitored
Obtained
Operated
Organized
Planned
Prepared
Processed
Provided
Recorded
Registered
Reserved
Responded
Restructured
Reviewed
Scheduled
Screened
Set up
Submitted
Supplied
Standardized
Synthesized
Updated
Unified
Validated
Verified
Marketing
Accelerated
Achieved
Attained
Completed
Conceived
Delivered
Earned
Exceeded
Expanded
Generated
Increased
Improved
Launched
Led
Marketed
Maximized
Minimized
Promoted
Resolved
Restored
Saved
Succeeded
Surpassed
Transformed
Teaching
Adapted

Advised
Appraised
Coached
Communicated
Conducted
Coordinated
Critiqued
Developed
Educated
Enabled
Encouraged
Evaluated
Facilitated
Focused
Guided
Individualized
Informed
Instructed
Motivated
Simulated
Stimulated
Taught
Tested
Trained
Tutored
Technical
Adapted
Applied
Assembled
Automated
Built
Calculated
Computed
Conserved
Constructed
Controlled
Converted
Designed
Developed
Diagnosed
Drafted
Engineered
Inspected
Installed
Maintained
Manufactured
Measured
Monitored
Operated
Overhauled
Programmed
Regulated
Remodeled
Repaired
Restored
Specialized
Standardized
Upgraded
Utilized

RESUME EXAMPLE #1
As a first-year student,
Emily indicates her
intended major and
chooses to include
experiences from high
school as well as her
new involvement at UW.

It is fine to
include high
school activities
on your resume
like Emily did.
As she gains
more experience
at UW, she
will eventually
replace her older
(high school)
activities.

RESUME EXAMPLE #2

Van chose to
organize their
experiences into
sections that are
both descriptive
and indicative
of how they are
relevant to their
career goals.
They combine
experiences by
type rather than
separating by
paid or unpaid
experience.

RESUME EXAMPLE #3

Sanjauna
demonstrates
the transferable
skills she gained
from her athletic
activities.

For students with
multiple roles at the
same organization, they
can follow this "split
experience" format to
differentiate the various
positions and dates
without repeating the
organization name.

RESUME EXAMPLE #4

If you take extra
classes outside
of the UW, make
sure you include
them!

Jazmin doesn't
have any
internship
experience,
but she shows
off how her
involvement
and activities
have built
her skills and
qualifications.

It's a good idea to
indicate proficiency level
of skills like Jazmin did
here.

RESUME EXAMPLE #5
As a student seeking design
work, Jennifer includes a
URL for employers to see her
portfolio of work online.

Jennifer is
pursuing a
career path that
requires design
skills, so she uses
her resume as a
demonstration
of those abilities.
Consider how
you can visualize
content on your
resume rather
than just listing
(ex. Skills).

RESUME EXAMPLE #6
Sun highlights
his strengths as
an international
student, including
his experience in
different countries
and language skills

Sun gained
great experience
through his
Greek fraternity
and wanted
to show it off.
When writing
about it on his
resume, he used
transferable
language to
avoid sounding
too "Greek".

To save space
while still
showing other
activities, Sun
listed his other
positions without
descriptions.

RESUME EXAMPLE #7

Transfer students like
Emerson should include
all of their degrees!

As a veteran,
Emerson used
transferable
language to
"translate"
their military
jargon into
civilian
terminology.

If you have extra space,
you may include activities
and interests. It's not
required or necessay.

RESUME EXAMPLE #8

Mohammad's
study abroad
experience
is significant
to his career
plans, so he
put it in a
standable
section to add
emphasis.

In addition to
activities on campus,
Mohammad created
his own freelance
work as a blogger and
included it with his
other paid experience.

RESUME EXAMPLE #9
Keisha showed
her personal
brand and
career goals
through both
a header and
a narrativestyle summary
section

As an art
student, Keisha
included jobs,
internships
and student
experience
and projects
to highlight
her work and
talents.

RESUME EXAMPLE #10
As a career changer, Haley uses
a special type of Summary to
highlight skills relevant to the
field she is trying to enter. She
highlights specific examples
from her experiences under
subheadings addressing
requirements of positions she is
seeking.

Even though
she shared
about skills in
her Summary,
Haley should still
describe briefly
what she did in
the positions she
lists in reversechronological
order.

RESUME EXAMPLE #11
The bullet points in
Rajdeep's Profile pull
together a big picture
of his experiences to get
the employer curious to
know specifics further
down the resume,
while highlighting his
unique strengths and
qualifications for the
role he is applying.

Rajdeep uses
numbers to
quantify and show
the impact, scope
and scale of the
work he did in
various roles.

UNDERGRADUATE-LEVEL

An undergraduate student
might include research
interests to give the
potential employer an idea
about their future goals.

Morgan included
projects from
both formal
research settings
as well as her
academics.

CURRICULUM VITAE EXAMPLE
Morgan categorized her
experience by areas of
importance in academia:
Research, Teaching and
Leadership. This is a good
idea for someone using a
CV to apply to graduate
programs.

Undergraduate students who have
published or presented their work
should defiitely show it off on a CV!
Same goes for grants, fellowships and
special academic honors.

GRADUATE CURRICULUM

When citing
publications and
presentations,
use the citation
style for
your specific
discipline.

VITAE EXAMPLE
Academic positions generally involve
teaching, research and university
service. For these reasons, it's a good
idea to categorize your information
accordingly.

