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Go from this…



To 
this!



● Personal info should fit 
on two lines. 
One line for your name 
and one line for city 
and state, email, phone 
number, LinkedIn, etc. 

● Font size for name can 
be larger but font size 
for all other personal 
info should be normal 
(between 10 and 12)

Personal 
Information



Education
● List current university first then list undergrad. 

● Write degrees as “Master of…” “Bachelor of…” not 

“Master’s in” or “Master’s of.”

● You do not need to list the start dates for your 

degrees. You just need the month of year of your 

graduation. Example: Do not write “Aug 

2022-present”. Write “Expected May 2024.” 

● Add GPA only once you have taken courses. 

● Do not list all courses taken. Include only the most 

relevant courses that highlight your skillset.   





Skills
● List skills at the top of your resume under your 

education section. Employers want to know what you 
can do before they bother reading about your 
experiences and projects.

● List skills by category not your proficiency level. 
○ Examples of categories provided on next page

● List only skills that you actually have… never lie on 
your resume! During interviews you will be expected 
to have knowledge of and even demonstrate the skills 
you listed.

● List the skills you want people to notice the most 
first

● List skills even if you think they are unimportant! 
Sometimes it’s those random talents that score us a 
job!





Bullets
● Start every bullet point with an action 

verb (examples on next slide).
● Never start a bullet with “Used,” “Worked 

on,” “Worked with,” “Responsible for,” or 
“The.”  

● All bullets should start with an action 
verb, list the skills you used, and what 
the outcome was.

● Tip: An easy trick to check if you have an 
action verb is to read your sentence out 
loud with an I at the beginning and see if 
it makes sense. 

Example: “Created an app using Java” -> 
“I created an app using Java” makes 
sense but “The app uses Java to run” -> 
“I the app uses Java to run” does not.  

Format
● Job titles, company 

names and locations, 
and dates should all 
go on one line. This 
saves space and helps 
ATS read your resume!

● Do not list skills 
outside of your bullet 
points! Skills should 
be incorporated into 
your sentences. 

● If you bold 
everything, nothing is 
bolded! Only bold a 
few things that you 
really want to stand 
out. 

Work Experience





Projects

● Project headings should reflect 
the general type of project you 
did instead of the actual name.

● Example: “Machine Learning” vs. 
“Covid-19 Inspector Bot”  

● Write projects the way you 
write about a job! 

● Do not describe what the 
app/tool/database is/does. 
Describe what YOU did!

● Start with an action verb. You 
can use bullet points or just a 
short 1-2 sentence paragraph. 

Headings

Bullets





Awards, 
Research, Etc. 

List awards as part of 
your work experience (if 
they are work related) 
or as part of a 
Leadership and 
Activities section.  

Awards

Research
List research as work 
experience if you are 
an RA. If research 
distracts from more 
relevant work 
experience, you can 
create a separate 
section for it if you 
have room.

Extracurriculars
List extracurriculars 
like projects. List 
what it was, then use a 
colon to list what you 
won or did.

Consider the PURPOSE of this 
content before adding to your 

resume.



Research 
screenshot is 
taken from work 
experience 
section!



Make an appointment with a 
career counselor to review your 
resume at: 
https://go.ncsu.edu/appointment

Email arnovint@ncsu.edu or 
lcrandpi@ncsu.edu if you have 
questions about your resume.  

https://go.ncsu.edu/appointment
mailto:arnovint@ncsu.edu
mailto:lcrandpi@ncsu.edu

