
CRAFTING 
YOUR RESUME

DEPAUL UNIVERSITY CAREER CENTER

Tips for First & Second Year Students



A resume is a marketing tool.

It doesn't have to include your entire work and

educational history. Instead, use it to promote

your most relevant strengths and experiences.

What is a
resume?



Do I need a
resume? 

Yes! Students use resumes when:

Seeking on-campus jobs

Inquiring about research opportunities

Applying for scholarships

Applying for internships once you're ready



Identify Gaps

Drafting your resume is also a

great way to identify desirable

skills you haven't yet honed. 

Use this information to target

future opportunities!



Is there a right
way to make a
resume?

Not exactly.
Your resume should emphasize who you are as a unique candidate. Therefore, it is

not as simple as filling in a template or copying a sample you find online.

But there are best practices.
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Design your document to help your reader
easily access the most important information.
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Headings let your reader know what to expect in

each section.

Although your skills will be infused throughout the

document, a stand-alone "Skills" section calls out your

most relevant strengths. TIP: Avoid including soft skills -

this section should focus on concrete tasks you can

perform for the employer.

Highlight what you're proud of to stand out from

the crowd.

Consistent formatting across all experiences and

smart use of white space help your reader skim for

pertinent information.

Employers are short on time. Stick to one, easily

digestible page until you have 3-5 years of full-time,

professional experience.



What should I
include on my
resume?

Whether you have pages
of content from a
resume you drafted in
high school or are
starting from scratch,
focus on what will grab
your audience's
attention. Comb through
job descriptions and
other resources for clues
about what skills and
knowledge you should
emphasize in your
document. 

Thinking Through Content

Be Strategic



Highlight Your
Student Status

Degree/Major

Expected Graduation

GPA

Start with the degree you're

currently working on.

Relevant courses can also be

included to signal to your

reader that you have gained

some insight into and practice

in applying skills they are

seeking.



Think Broadly

VOLUNTEER EXPERIENCES PAST & CURRENT JOBS CAMPUS INVOLVEMENT

ACADEMIC & RESEARCH PROJECTS JOB SHADOWS



Skills that can easily transfer from one

environment to another tend to be high

on employers’ wish lists. They include

everything from Microsoft Office and

language skills to your ability to

collaborate and problem solve.

Focus on 
Transferable Skills














