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5 STEPS TO CREATING YOUR FIRST RESUME 
 

 

A resume is an important marketing tool that needs time and careful planning to put together. Following the steps below, in order, 

will make the task of writing a resume simpler, organized, and less stressful. 

 

1: LIST ALL YOUR INFORMATION 
 

The first step is to compile all your information in each section. Do not worry about formatting at this point (bold, indentations, 

bullets) as focus needs to be on the quality of information. Some pieces will take considerable time to compose, so save often, and 

give yourself the time needed. Create the header and then begin listing the information needed for each section. 

 
• Educational Background (Omit High School information as you are now pursuing your degree, list the institution, where it is 

located (we are in Charles Town, West Virginia, date you graduated or expect to graduate) 

• Professional Affiliations (List the organization, dates for membership, as well as all leadership positions held) 

• Work Experience (Include company name, position title held, Month and Year of employment, descriptions of what you 
worked on, and remember to include non-paid positions, if any) 

• Community Involvement (list organizations as well as dates, if applicable) 

• Honors and Awards (List the formal award title, and dates received) 

• Special Skills (foreign languages, computer programming software, or experience working with a program you know the 
organization uses) 

• Certificates/Certifications (If you are certified in a particular area, list the certification name and date received. If you have 
received certificates for completing training, list training and date completed) 

• Publications (If you have written articles that have been published, or is scheduled to be published, list the title, 
journal/book/website information will be published through, and the date it was or will be published) 

 

2: SELECT A RESUME FORMAT 
 

There are four types of popular resume formats, chronological, functional, combination and federal. When choosing which fits your 

style best, decide what you want to highlight. 

 
 

Chronological resumes are listed with your most recent experience first 
(Example on page 6) 

 
 
 
 

Functional resumes highlight your qualifications and skills, but is not in date order 
(Example on page 7) 

 
 
 
 
 

Combination Resumes are similar to the Functional, with the difference being your Professional Experience section will 
be separate from the rest. (Example on page 8) 

 
Choose one of the above formats that will showcase your specific talents the best. If you are creating a Federal 

Resume, there are certain guidelines that must be followed, so it is especially important for you to research what is 

needed. There are examples of federal resumes on the APUS Career Services website for you to review. 
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A Federal resume varies from Chronological, Functional and Combination in that it provides a significant amount of information, with 

little concern with the length. It is not advisable to try and create a combination resume for federal and private sector employment. 

For advice on creating a Federal Resume download the 4 Steps to Creating Your Federal Resume. 

 

3: CREATE YOUR FIRST DRAFT 
 

With your format in mind and your information on hand, you are ready to build your first draft. Do not worry about formatting at 

this point (bold, indentations, bullets) as focus needs to be on the quality of information. Some pieces will take considerable time to 

compose, so save often, and give yourself the time needed. In addition, references should not be a part of your resume unless 

specifically asked for in the job description. If requested, create a separate document, with the same header as your resume, for 

your references. 

 

Personal Information 
Place your full name (including middle initial if applicable) your address, email address and telephone number at the top of the page. 

Do not use your current employers email address, as that shows you are searching for positions while at work, which leads to 

questions regarding your work ethic. 
 

EXAMPLE 1: 
 

 

Joe L. Student 
555-555-5555 ● 6517 School City, Virginia ● Email@email.com 

 
 

EXAMPLE 2: 
 

 

Joe L. Student 
6517 School City, Virginia 

555-555-5555 Email@email.com 
 

EXAMPLE 3: 
 

 

Joe L. Student 
6517 School City, Virginia 

555-555-5555    ● Email@email.com 
 

Education 

Now take your educational background and place it in order of degree, institution, location, and anticipated graduation (if you 
graduated, change Expected Graduation to simply the Month and Year of your conferral). If you graduated with academic honors, 
include “Graduated with honors” after the conferral date. (Academic honor societies are included in the Honors/Awards section) 

 

EXAMPLE 1: 
 

 
Bachelor of Arts in History, American Public University 

Charles Town, WV, Expected Graduation 20XX 
 
 

EXAMPLE 2: 
 

 
Bachelor of Arts in History, June 20XX 

American Public University, Charles Town, WV 

mailto:Email@email.com
mailto:Email@email.com
mailto:Email@email.com
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Professional Experience 

Where this information is located, and the order in which each position is listed will depend on the type of resume format you have 

selected to create. If you are making a Chronological resume, your most recent position should be listed first, with your last position 

being the oldest. Review your employment history and gather the vital information regarding each position held. Write down your 

title, the company name, date of employment, and make a list of accomplishments completed or achieved while in that position. 

(Please note, if you worked in two or more different positions at the same company, list them separately.) Create at least 3 

descriptions for each position listed. 
 

EXAMPLE 1: 
 

 
1,2,3 Position 
ABC Company June 20XX- Present 

Charles Town, WV 

•  Increase productivity 15% by implementing Manager Systems, inc 
 

Professional Membership 

If you have any professional affiliations, list them in order, with the date next to the organization’s name: 
 

EXAMPLE 1: 
 

 
Professional Student Association, member 20XX-present 

 

Honors and Awards 
Take your list of honors and awards, and place them in order of either significance or by date received/inducted. If you have a 

significant amount of military awards and civilian, you can separate into two sections, “Military Awards” and “Honors and Awards”. 

Whichever way you choose to list your Professional Organizations is also how you should list your honors and awards. 

 

Community Involvement 

Many forget that your work as a volunteer or community leader can be valuable during your employment search. Through various 
volunteer opportunities, you may have been exposed to experiences that varied from the work place, thus making you a well- 
rounded candidate. 

 
EXAMPLE 1: 

• Assistant Program Coordinator- Festival of Lights 

• Managed $20,000 fiscal budget 

• Planned and implemented community event with over 1,000 attendee’s 

 
This event may not have seemed like something that could have helped you increase your chances at being selected to continue the 
hiring process, but the transferrable skills you used while organizing that event demonstrates that you are able to plan and organize 
events serving large numbers. 

 

 
Special Skills and Certifications 
Below Community Involvement, include Special Skills, Certificates, Certifications or Other Honors (such as being published). These 

can be listed in their own category, and certifications are generally in order with the most recent first. However, if you are applying 

for a position that is requiring a certification, and you received it before obtaining others, place that one first, and the rest in order 

by date. This way, employers are sure to see position requirements listed. 
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4: FORMATTING 
 

After all of your information has been placed in the resume, the next step is to start formatting information. This is sometimes 

overlooked, but paying attention to detail will create a visually appealing, and easy to read document. This is how you make 

your information stand out. 

 
• Bold, center, and make your name 1-2 font sizes larger than the rest of the document. A different font can be used, 

but with caution. The Sans Serif fonts are the best choice as they are the easiest to read. 

• Overall, information should not be smaller than font size 10, as smaller fonts make it difficult for the reviewer to read. 

• Create appropriate headers above each section such as Education, Professional Experience, etc. and make the 
header stand out by increasing the font 1 size larger than the general text, then make it bold or underlined. 

• Decide how you will list your employer information, will you place your position title first, then your company, or 
vice versa? 

• Place bullet points in front of each job description, ensuring that all current positions are in the present progressive form 
(Manage staff, Assist with…) and change applicable first words to action verbs. 

• Indent each description listed below the employer information 
 

EXAMPLE 1: 

Professional Experience 
1,2,3 Position 
ABC Company June 20XX- Present 

Charles Town, WV 

• Increase productivity 15% by implementing Manager Systems, Inc. 

 
• For information within Professional Affiliations, Honors/Awards or Community Involvement be sure to stick with a 

similar format throughout. If you bullet each listing, do that for each section to maintain uniformity. 
 

EXAMPLE 2: 

Professional Affiliations 
Professional Student Association, member 20XX-present 

Workers Alliance, member 20XX-present 

 
Honors and Awards 

Epsilon Pi Psi, member 20XX-present 

President’s List, Fall 20XX 

Golden Key Honor Society, member 20XX-present 

Dean’s List, Spring 20XX, Fall 20XX, Spring 20XX 
 

5: REVIEW, REVIEW, REVIEW 
 

This step is essential to ensuring that the resume is accurate, neat and ready for distribution. After carefully reviewing the 
resume, ask a friend or family member to also review the resume. You can never have too many people review your resume. 
Different people will provide a unique perspective and improve your resume. 

 
CHECK YOUR CONTACT INFORMATION 

• Does it look neat? 

• Is everything included? 

• Is the email address professional? 

• Is your name in a clear and easy to read font? 

 
1.  Ensure that spacing is the same between each section. 
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2.  Check that each section is formatted similarly if not the same. 
3.  Make sure content is in the correct section. 
4.  Review each job description to ensure the focus is on skills, results, and achievements rather than duties. 
5.  Shorten long and detailed descriptions to get to the point. 

6.  Condense content so length does not exceed 2 pages. 
7.  Remove any abbreviations and or acronyms (abbreviating the state is okay, as long as it is the same throughout the resume). 
8.  Add name and page number if you have two pages. 
9.  Check spelling (auto-spell check will NOT be able to catch everything. TIP: Read each line backwards so you are focusing on the 

word and not the sentence, it really works!) 
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John Doe 
 

123 Company Search Avenue, Get Hired, VA 12845 

555-555-5555 

Email Address 
 

Objective 
 
To obtain a full-time position in Human resource Management that utilizes my communication and 

interpersonal skills. 
 

Education 
 
American Public University, Charles Town, WV 

Bachelor of Arts in Management Anticipated-February 15, 20XX 

Cumulative GPA: 3.8 
 

Professional Experience 
 
Company ABC Hire Me, VA 

Training Manager 20xx-Present 

 

• Developing the new staff training for all sales departments 

• Conducting weekly orientations for new team members 

• Preparing monthly training seminars for sales staff and management teams 
 
Company DEF Hire Me, VA 

Sales Associate 20xx-20xx 

 

• Assisted with inventory, shipments, and accounts receivable 

• Assisted customers with selections and purchases 

• Closed cash drawers and recorded daily sales 
 
Skills 

 
• Certified Training Manager 

• Fluent in French and Spanish 

 
Activities 

 
• Member, National Honor Society, January 20xx-Present 

• Treasurer, National Honor Society, January 20xx-January 20xx 
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John Doe 
123 Your Street, Your Town, VA 12345 

Email address 

555-555-5555 
 

PROFILE 
 

An energetic, dynamic and hard working Human Resources Generalist with experience in all aspects of HR. Able to work 

independently and work as part of a team. An effective communicator at all levels within an organization. Excellent problem solving 

and analytical skills. 
 

QUALIFICATIONS 
 

• Professional in Human Resources (PHR), Human Resource Certification Institute (HRCI). 

• Bachelor of Science in Business Administration (BSBA), American Public University, 20XX 
 

HUMAN RESOURCE PLANNING 
 

• Evaluating the company's staffing requirements over the short and long term 

• Working with senior management to determine their staffing requirements 

• Producing a human resources five year plan for the company's expansion 
 

RECRUITMENT & SELECTION 
 

• Working with local and national press to advertise openings 

• Phone screening and interviewing candidates and checking references 

• Producing employment contracts 

• Working closely with department directors to determine candidate selection and rejection 
 

TRAINING & DEVELOPMENT 
 

• Developing pertinent training documents for each department 

• Organizing and conducting new hire training sessions 

• Providing assessment tools to managers of new hires 
 

EMPLOYEE SERVICES 
 

• Managing and maintaining staff personnel records 

• Counseling staff when needed 

• Producing Health & Safety reports 
 

EXPERIENCE 
 

20xx- Present Company ABC 

Human Resources Generalist 
 

20xx-20xx Company DEF 

Human Resources Assistant 
 

TRAINING 
 

Microsoft Office Suite, PeopleSoft, Training the Trainer Course 
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Name 
Street, City, State Zip 

Phone: xxx●xxx●xxxx; W: xxx●xxx●xxxx 

Email: [Enter Email Address Here] 

 
Social Security Number: 123.45.6789 

Country of Citizenship: United States 

Veterans’ Preference: N/A 

Vacancy Announcement Number: 

Job Title, Series, Grade: Writer-Editor, GS.1082.11/12/13 
 

 
EDUCATION 

American Public University System 

Charles Town, WV 

Degree, Year (20xx) 

Major, Concentration 

[Follow same format to add additional degree] 
 

 
WORK EXPERIENCE 

Job Title, January -20xx 

Company Name, City, State 

• Write two or more bullet statements about the work you performed on this job and what you learned or 

accomplished that’s relevant to your job objective. 

• Quantify results of your accomplishments when possible and appropriate; refer to how you positively affected the 

organization, the bottom line, you boss, co-workers, or customers. 

• Mention on the job awards or commendations you received that relate to your job objective. 
 

Job Title, Month 20xx-Month-20xx 

Company Name, City, State 

• Write two or more bullet statements about the work you performed on this job and what you learned or 

accomplished that’s relevant to your job objective. Follow the tips mentioned above. 

• Prioritize the statements under each Job Title section so the most relevant one comes first. 

 
Job Title, Date 20xx-present 

Company Name, City, State 

• Write two or more bullet statements about the work you performed on this job and what you learned or 

accomplished that’s relevant to your job objective. Follow the tips mentioned above 

• Prioritize the statements under each Job Title section so the most relevant one comes first. 


