
CREATING 

YOUR RESUME 

 
Birmingham Public Library 

Regional Library Computer Center 



 2 

 
 

CREATING YOUR RESUME 
 

The purpose of this class is to provide you with the tools you need to write an outstanding 
resume or improve on the one you already have.  Having a great resume is the first 
critical step in a successful job search.  Seeing as the resume is so important in job 
hunting, many computer applications offer wizards or templates that allow you to create a 
standard resume by answering a few questions.  The wizard makes these resume 
templates simple and accessible to everyone.  This however, is why you should not use 
the wizard to create your resume.  For the most part, everyone uses a template for their 
resume, designing your own will set you apart from other job applicants.  Since most 
employers only glance at a resume for twenty seconds or less, having a different resume 
format could earn your resume a second glance.  Unfortunately, most people, without the 
wizards or templates do not know where to begin to write a resume.  There is no 
universal resume format so use the following information as guidelines for how to create 
a great individualized resume. 
 

THE HEADING 
 

Begin your resume with your contact information; we refer to this as the heading.  The 
heading should be listed at the top of the page and your name should be the first thing 
that a potential employer sees.  Under your name you will want to list information that 
the employer will need to reach you: your address, telephone number, e-mail address and 
fax number (both optional).  Never, ever list personal information like your social 
security number, birth date, height and weight. It is a matter of personal preference how 
you would like to design your heading.  Keep in mind though that it should look 
professional, therefore you will need to keep it balanced with the rest of your resume and 
make sure there are no errors. 
      
� It is a matter of personal preference how you list your name: full name including 
middle, name with middle initial, name without middle initial, etc.  Generally, you will 
want your name to be in a bigger font size then other information on your resume.  
However, do not make your name so big that you lose valuable space on your resume.   
 
� If you are between addresses or a student, then you may want to list both a current 
and permanent address, just be sure to label them.  Usually the current address will be 
listed on the left side, while your permanent address will be listed on the right. 
 
℡ Keep in mind that potential employers will usually call you during regular 
business hours (8am-5pm) Monday through Friday.  If you are usually not home between 
these hours or if you do not have a home answering machine then you will want to 
provide a number that you can be reached at during these hours. 
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� You do not have to put an e-mail address or a fax number, unless it is specifically 
requested.  However, keep in mind that we do live in an age of technology and this may 
be a preferred way of contact by a potential employer. 
 

THE OBJECTIVE 
 
The objective follows your heading on the resume and it is, perhaps the trickiest part of 
your resume.  In the objective you want to state the position that you are applying for and 
some individual skills that you may have that may be relevant to the position.  However, 
your objective should be short and to the point (1 to 2 sentences).  The objective is 
important, if for nothing else, to tell the person what job you are applying for.  So, if you 
are applying for more than one job then you will want to tailor a different objective to 
each job.   
 
Example of an objective in response to a specific clerical job listed in the classifieds: 
 
Objective: To obtain a position as an Executive Administrative Assistant in a growing 
company that will utilize my skills in…. 
 
Example of a generic objective for an Accountant: 
 
Objective: To obtain a position as an Accountant in a growing company… 
 
If the job has a list of requirements, then you will want to mention a few in your 
objective.  For instance if one of the job requirements is that the applicant have extensive 
computer knowledge then you will want to mention in your objective that you have 
computer skills, if it is true! 
 

EDUCATION 
Depending upon whether or not you have attended any secondary education (college), the 
education section will come after your objective.  If you have not attended any secondary 
education then you can skip this section on your resume, unless a high school education 
is a requirement of the job.  Otherwise, you can skip this section and rely on mostly your 
work experience.  However, if you wish to list your high school education that is totally 
up to you because it is your resume.   
 
� Firstly, for education experience you will want to list any degrees that you have 
earned.  However, if you have not finished college yet, then put the name of the college 
you attended and how many hours you have completed toward your degree.  For 
example, one with dates and one without: 
 
Smith University: 1998-2000.  Completed 120 credits towards a Bachelor of Arts degree in History. 
 
Smith University: Completed 120 credits towards a Bachelor of Arts degree in History. 
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Basically, you are letting the potential employer know that you have attended some 
college courses towards a degree.  It is better than saying that you did not graduate.  As 
always, be truthful as this knowledge is available with just a phone call.  Potential 
employers may request a transcript from you or call your past university. 
 
� If you have only completed a couple of courses then you will probably want to list 
them instead.  For example: 
 
Smith University: 1998-1999.  Completed coursework in Early Childhood Development and 
Childhood Education (12 hours). 
 
� If you graduated from college then you will want to put the name of the 
university, the city and state where it is located, the month and year that you graduated, 
your degree(s) and your major and/or minor areas of study.  You will want to list your 
GPA, but only if it is a 3.0 or higher.  For example: 
 
Smith University, May 2003 
Birmingham, AL 
Bachelor of Arts in History, GPA 3.0/4.0 
Minor in Education 
 
There are many ways to list your education experience, but remember that you will want 
to keep it consistent with the rest of your resume.  For instance, if you list your education 
experience in the above format, then in your work experience you will want to list the 
company and dates you worked there, followed by the city and state where it is located 
and then your job achievements/responsibilities. 
 
� If you have attended more than one university then your highest degree and then 
school you attended should be listed first.  If you have completed one degree and are in 
the process of completing another, then you will want to do a combination of the above 
formats.  For example: 
 
Smith University, Birmingham, AL, May 2003, Bachelor of Arts in History.  Have also completed 
120 credits towards Masters in History at the University of Jane Doe, Any town, Alabama.  
 

WORK EXPERIENCE 
 
The Work Experience section of your resume will be the most important, unless you are a 
recent graduate with very little or no work experience (if that is the case then your 
education section will be you’re most important).  You will want this position to be as 
complete as possible and presented in a way to highlight your qualifications.  Potential 
employers like to see what responsibilities you had at your previous jobs and what you 
may have contributed as that is generally a good prediction of what you will do in the 
future.  
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� You will begin by listing the companies that you have worked for, the city and 
state where they are located, your position, the time period that you worked there and 
what your responsibilities and/or accomplishments were why you worked there.  Usually 
you will list your employment in reverse chronological order, in other words, your 
present or last employer will be listed first, and so on. 
 
If you do not want to list an employer, perhaps because you had a bad experience, you do 
not have to.  However, if by leaving this position out, there is a big gap in employment 
(six months or more); you may not want to leave it out.  Big gaps in employment make 
some potential employers uneasy. 
 
� You will only need to list your past three or four employers; there is no need to 
list every job you have ever had.  If you want to include a position that is relevant to the 
job that you are applying for, but it is a position that you held many years back, then you 
may want to use a functional or combination resume that will be explained later. 
 
� What you want to be able to list:   the name of the company that you worked for, 
city and state, your title, the dates that you worked for the company, followed by a brief 
description of your responsibilities and then 2 to 3 achievements that you accomplished 
at the job.   
 
� It is important, not only in your job descriptions, but also in the whole resume that 
you do not use the word “Me”, “I” or “My”.  At first this sounds difficult, but not when 
you use “action” verbs in your job descriptions.  Resumes that do not use action words 
are boring and sound passive.  Resume writing is different from what you were taught in 
school, you do not have to write in complete sentences.  Instead, you will want to begin 
your job descriptions with action verbs.  For example:  
  
Designed and implemented a working file system…   
 

Negotiated a fortune 500 deal that saved the company… 
 

Documented and billed invoices to approximately 250 clients quarterly… 
 

Motivated and trained over 200 employees at orientation… 
 

“A CTION”  VERBS 
 

The following is a list of commonly used action verbs: 
 

Assembled  Arranged  Administered  Advised 
 

Billed   Built   Clarified  Communicated  
 

Collected  Developed  Designed  Documented 
 

Established  Explained  Formulated  Furnished 
 

Gathered   Handled  Improved  Inspected 
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Motivated  Managed  Mapped  Molded 
 

Negotiated  Observed  Operated  Planned 
 

Reinforced  Researched  Supervised  Suggested 
 

Trained  Tested   Typed   Wrote    

HONORS, EXTRACURRICULAR ACTIVITIES, SKILLS  
 
Sometimes you will want to include a section on your resume that will highlight any 
special skills or trainings that you have that may be relevant to the position that you are 
applying for.  For instance, if you have extensive computer experience you may want to 
list that under special skills.  If you have any certifications then you will want to list them 
under Special Skills or Certifications.  If you have earned many awards then you may 
want to list them under an Honors or Awards section. 
 
If you recently graduated, then you may want to have an Extracurricular Activities 
section.  You can list societies or team sports that you are a member of.  However, you 
need to exercise caution when writing this part of your resume as you do not want to 
offend any future employers.  Therefore, you would not want to include any associations 
that they might find offensive. 
 

REFERENCES 
 

The final sentence on a resume is associated with your references.  References are letters 
of good standing about your qualifications for employment that you receive usually from 
past employers or persons that can attest to your qualifications of employment.  In some 
instances, like if you are a student with little work experience, then you will ask your 
professors.  Regardless, you will always want to ask someone if they would give you a 
reference prior to naming them as one.  If a former employer agrees to give you a 
reference, ask them to write a letter of recommendation for you.  These come in handy as 
some jobs require that you have at least three letters of recommendation.  Always keep in 
mind that there is a possibility that the potential employer will call your references. 
 
�  There are a couple of different ways to list your references.  Unlike on an 
application for employment you do not have to list your references directly on your 
resume, but you should have them ready should you be called for an interview.  Usually 
the last sentence of your resume will say something along the lines of the following 
examples: 
 
References:  Available Upon Request 
 
References available upon request 
 
References on request 
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References available 
 
� Some jobs may require that you provide a Reference Sheet or list of references.  If 
this is the case then on a separate sheet of paper you will put the heading: References at 
the top and then below the heading you will list your three references.  For these three 
references you will need to include their name, their title and place of employment, the 
location of the place they are employed and their phone number. 

 

EXAMPLES OF DIFFERENT TYPES OF RESUME FORMATS 
 
After you have collected all of the information that you will need to write your resume 
you are ready to put it all together into a working resume.  There are different types of 
resumes; you will want to pick the format that best highlights your skills and experience.  
All of the following resume formats will use the same information that we have been 
talking about, but each format has you arrange it in a different way in your resume. 
 

THE CHRONOLOGICAL RESUME 
 
In this resume you will list your past employment in reverse order, your most recent or 
present job first, followed by the job you had before than and so on.  This is the type of 
resume preferred by most employers who have to read a lot of applications and resumes.  
Furthermore, it is also the most popular format amongst job seekers and therefore the 
most widely used.  This is a great resume format if you want to demonstrate how you 
have moved up the corporate ladder or been promoted to different jobs.   
 
� It is not the best format, however, if you have had extensive employment gaps, 
are reentering the workforce or trying to change career fields. .   
 

THE FUNCTIONAL RESUME 
 
The functional resume puts more focus on your achievements and what skills you have 
developed while out in the work force rather than your specific employment history.  The 
only part of the resume that changed from the chronological is the order of the work 
experience section and what you mention within your job descriptions, everything else 
stays the same.   
 
� Basically, the work experience section is divided into two: your job duties and 
achievements as one section and the other lists your employers’ names, cities, states and 
the dates employed.  You will place the first section below your objective, at the top of 
the page and give it a name.  The second section will come next and will be called 
Employment History or Employment Experience.  By grouping your achievements and 
skills together in the first section you are better able to highlight strengths and minimize 
weaknesses.  
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THE COMBINED RESUME 
 
The combined resume is a combination of the chronological and the functional to get the 
best of both formats.  You can list your employment history in reverse chronological 
order, including all of the information that was mentioned earlier in the work experience 
section of this handout, but also give emphasis to your achievements and skills by 
grouping them together under headings.    
 

THE TECHNICAL RESUME 
 
This resume format is more tailored toward the job applicant that is in a technical field of 
employment (an engineer, a data processor, computer operator, computer programmer, 
etc.).   In other words, if you have specific technical skills, training, or certifications that 
you need to list on your resume in order to get a job in your field, then you are in a 
technical field.        
 
� Technical resumes contain specific information about the technical skills and 
training that the job applicant has.  These skills will be listed at the top of the resume, 
under the objective or under the education section (matter of preference).  Following the 
skills section, you will list the work experience in reverse chronological order.  After you 
have listed work experience, you will want to list your professional activities and 
professional affiliations/memberships.  Lastly, you will want to put your references 
statement.   
 

HELPFUL WEBSITES 
 

www.collegeboard.com 
 
www.monster.com 
 
http://www.cyber-north.com/resume/technical.html 
Tao’s Mountains Top Ten Technical Writing Tips 
 
http://susanireland.com/resumeindex.htm 
 
http://www.quintcareers.com/resume_samples.html 
 
http://jobstar.org/tools/resume/index.cfm 
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JOB HUNTING ON THE WEB  
 
Objectives: 
 
      Students will… 

• Understand that the Internet can benefit their job search, but has certain limitations 

• Use Internet Explorer to access Web sites with job listings and perform simple 
searches 

• Know how Resumé posting via the Internet works 
 

Why would you use the Internet for your job search? 
• Find lists of Job Openings 
• Research companies and careers 
• Distribute your Resumé electronically 

 

INTERNET JOB SEARCHING – the PROS and CONS 
 
                PROS                                                  CONS 
* Information is timely and can be            *  Majority of job listings for 
technical 
   updated frequently                                     jobs (but this is changing) 
 
*  Information is available at all                 *  Information on the net can be 
    hours of the day (mostly) for                     volatile (sites change appearance 
    free                                                            or address) or stagnant 
 
*  Information is from all over the             *  It can take a long time to find 
    country and the world                                what you want 
 
*  You can communicate with                    *  Privacy and security issues of 
    others and publish on the Web                   Submitting Resumés and other  
                                                                       personal information over the  
                                                                       Internet 
 
 

TIPS ON SEARCHING JOB LISTINGS ONLINE 
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� In order to benefit fully from the various online job services, 
jobseekers need to create an email account, if you don’t already 
have one 

 
� Have your Resumé saved to a disk if you choose to post your  

instead of using the Resumé builder (see below) 
 
� Always look for instructions on how to search at each site because 

it is not standardized. 
 

� Use the internet to not only search for a job but to access the 
prospective employers web site to learn more about the company. 

 
� Be prepared with a unique user name and password. You may use 

the same user name and password for each web site. 
 
 
WAYS TO POST YOUR RESUMÉ 
Upload your Resumé – If you already have a resumé, simply upload your 
document or copy and paste your resumé onto the web site. It's fast and 
easy!  

 
Build Your Resumé – If you do not have a resumé, use the job web site’s 
step-by-step process to build one from scratch. Many have built in 
helpful tips included 
 
 
 
STATE AND LOCAL RESOURCES FOR ALABAMA  
 
www.al.com 
This site has local Job listings posted in the Birmingham News. Other 
resources and benefits include Resumé posting services, local and 
regional job fair information, career advice and relocation tips. 
 
joblink.alabama.gov/ada 
Alabama Joblink lists over 12,000 Alabama jobs and allows job seekers to 
register with the Alabama State Employment Service. Other benefits 
include a Resumé builder and job search within the entire state of 
Alabama.   
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www.pbjcal.org/home.php 
The Personnel Board of Jefferson of County lists job vacancies and allows 
job seekers to apply for jobs online. 
 
www.shelbycountyalabama.com 
The official Shelby County website lists job opportunities and 
instructions on how to apply. 
 
 

SITES FOR SPECIFIC JOB INTERESTS 
 

 
 
 
JOBS IN BUSINESS AND MARKETING 

 
Quinteesential Careers 
www.quintcareers.com/business_jobs.html 
Jobs in Business, Management, Finance, Accounting, Marketing, and 
Sales 
 
 
Online Sports Career Center 
www.onlinesports.com./pages/CareerCenter.html 
These are job opportunities in all areas of the sports and recreation 
industry. 
 
Science Professional Network 
recruit.sciencemag.org/ 
(click on the “Careers” link at the top of the page) 
From the American Association for the Advancement of Science comes 
from Science, a global weekly magazine.  Science is now online, and its 
many job listings are included.  These cover academic, government, and 
private industry jobs in all scientific fields. 
 
Allied Health Opportunities 
www.alliedhealthcareers.com/  
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This site includes jobs in many medical fields all over the country as well 
as job lines for many of the participating institutions. 
 
EngineeringJobs.com 
http://www.engineeringjobs.com 
A listing of jobs for engineers, this includes links to employers who 
maintain job listing on their company pages. 
 
 
 www.ajb.org 
America's Job Bank is a web site that is easy to use.  Here you will find 
listings of hundreds of thousands of jobs nationwide that are searchable 
by job title, zip code, and state.  A nice feature is that you can search 
within 50 miles of your zip code for jobs in your field. 
  
 www.careerbuilder.com 
One of the most visited career sites on the Internet. Jobs are listed by 
keyword and industry and can be limited geographically. It allows you to 
post Resumés and search for jobs and resources 
  
  
 www.careerjournal.com 
This site lists executive, managerial, and professional jobs in this 
country and internationally which have appeared in the Wall Street 
Journal. These job opportunities are from top employers of all sizes and 
are updated twice weekly. Also included are daily updates of critical 
news and trends as well as many articles on such topics as job hunting 
advice and managing your career. 
  
 www.careersingovernment.com 
This is a clearinghouse of information, resources, and available jobs in 
government and public sector organizations in America and abroad. 
 
 www.careeronestop.com  
This publicly funded resource is a gateway to job listings, Resumés and 
career information.  This site also links to America's Job Bank. 
  
 www.chronicle.com/jobs 
This is the jobs section of the Chronicle of Higher Education.  It is 
another excellent site for finding academic jobs. Positions outside of 
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academe, especially for educational and non-profit organizations are also 
listed. 
 
jobhuntersbible.com 
This is an excellent guide to sites on the Internet written by Richard 
Bolles, the author of "What Color is Your Parachute?". Search for 
contacts, take an interactive test, discover the five uses of the Internet for 
job hunters or career changers, and much more. 
  
 www.jobweb.com 
This is an excellent informational site for college students and recent 
graduates looking for a job.  It is produced by the National association 
of Colleges and Employers. 
 
 www.monster.com 
A well-known career site, monster.com lists over 800,000 job postings 
worldwide, as well as providing Resumé help, salary data, and industry 
information. 
 
 online.onetcenter.org 
This is for people trying to figure out what career path to follow.  Here 
you can search for occupations using key words or use a list of your skills 
to find matching occupations. 
 rileyguide.com 
This site not only lists jobs but also leads the job hunter to a 
comprehensive list of recommended web sites to access information and 
job listings in one's field.  
 www.snagajob.com 
This is a leading online recruiter for part-time and hourly jobs.  It covers 
all 50 states and lists varied jobs including jobs for teens, summer jobs, 
and retiree jobs. 
 www.state.nj.us/Employment.html 
The web site of the New Jersey Department of Personnel is the source 
for civil service jobs in the state, county, and municipal government. 
  
 www.state.nj.us/labor/index.html 
This is Another New Jersey state site for job searchers. It includes job 
fair information, information on licensed occupations in NJ, information 
on apprenticeship opportunities, support groups arranged by county, 
and lots more. 
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 stats.bls.gov 
The site of the Bureau of Labor Statistics, this links to many government 
documents on employment and careers. Click on the link across the top 
entitled "Jobs in BLS" for regional job openings. 
  
 www.summerjobs.com 
A way to search for summer jobs online.  
 
  www.usajobs.opm.gov/   
The U.S. government’s site for jobs and employment information, here 
you can find every vacancy in the Federal Government as well as guides 
to summer jobs, entry level jobs, and more. 
Relocating 
If you choose to relocate to a position outside of your present location, 
here is a useful web site. 
  www2.homefair.com/calc/salcalc.html 
Compare the cost of living between U.S. cities. 
 
 


