
Resume Writing Tips 

By: Endia Hunt 

 

What Your Resume Should Include: 
 

Contact Information 
Your name, email address, telephone number, and address should be listed somewhere at the top. Your 

name should be in a big font so it grabs the employer’s attention.  

 

JESSICA DOE  
4450 Corkscrew Road. Lake Charles, LA 70601  |  jessiedoe6d@sju.edu  |(708) 555-5792 

 

 

A Professional Summary Statement 
A summary statement is not like an objective statement. A summary statement highlights your 

qualifications, while an objective statement describes your short and/or long-term goals.  

 

SUMMARY STATEMENT  

 

Resourceful professional offering skills in complex problem resolution involving synthesis, formulation, 

processes, testing and root cause.  

 
Visit www.myperfectresume.com/ for more examples of professional summary statements.  

 

Work Experience 

 
You should start with your most recent and relevant work experience. For example, if you’re applying 

for a Research Technologist position, there’s no reason to mention your summer employment at a 

restaurant. If you are currently working at a job, write your work experience in present tense. If it’s past 

work experience, use the past tense.  

 

EXPERIENCE 

 

Sasol                  May 2016 - Current  

Research Assistant                    Lake Charles, LA 

• Draft inventory sheets, safety standards, and engineering 

documentation 

• Develop and write research reports 

• Support quantitative work with data sets 

• Assist within control design, implementation, and integration 

• Identify and develop research programs 

• Provide research leadership within the manufacturing industry 

It’s best to use bullet 

points to provide a 

summary of your 

responsibilities. 



University of Washington Medical Center       July 2010 – March 2016  

Operations Research Analyst               Seattle, Washington  

• Developed written documents and reports related to programs 

and operations. 

• Developed program plans, goals, objectives, and milestones 

for evaluating and measuring the effectiveness of operations. 

Visit www.myperfectresume.com/ for more examples of job responsibilities.  

 

Educational Accomplishments  
Start with your highest degree completed. Don’t include information about your high school unless you’re 

still a high school student.  

 

EDUCATION 

  

Master of Science: Chemical Engineering               May 2009 

Columbia University           New York, NY 

 

Bachelor of science: Chemistry                 May 2005 

California Institute of Technology           Pasadena, CA 

Major GPA: 3.75 

Cumulative GPA: 3.42  

 

 

 

 

Awards & Memberships 
If you hold a leadership position and/or are a member of an organization, you should list that somewhere 

in your resume.  If you’ve received awards, be sure to list that as well.  

 

LEADERSHIP, AWARDS, MEMBERSHIPS  

 

Leadership 

• President and founder of The CHEM Project.  

Memberships 

• Alpha Delta Pi (ADPi), American Chemical Society Royal Society of Chemistry  

Awards 

• NAMI 2007 Scientific Research Award  

 

 

 

Always include information 

about your employers 

Your GPA is optional, but if it’s 

above 3.0, it’s best to include it. 

*You may also include the date 

that you joined an organization. 



Additional Skills  
Let employers know that you have more to offer than what’s listed in your summary statement and work 

experience.  

 

SKILLS & ABILITIES   

• Time Management  

• Quality Assurance 

• Team Collaboration 

• Safety Management 

• Corrective Action 

• Staff Leadership 

• Data QC and Integrity 

• Procedural Design 

• Raw Materials 

Visit www.myperfectresume.com/ for more examples of skills to list in your resume.  

 

What Your Resume Should NOT Include: 
 

Personal Information  

Never include personal information like your social security number, race, religion, or marital status.  

 

Outdated or Irrelevant Work Experience  

Do not list every position you’ve ever held. If it’s included in your resume, the work should be recent and 

relevant to the position(s) you’re applying for.  

 

Too Much or Too Little Information  

Your resume should not be more than two pages, and that’s only in extreme circumstances. If you’re a 

high school student, college student, or recent college graduate, do not have a resume that exceeds one 

page.  

 

Decorative Colors, Images, and Calligraphy Fonts 

Keep your resume simple and professional. You don’t want to distract employers from important 

information.  

 

False Information  

Lies about your work experience and education will eventually catch up with you. Don’t risk damaging 

your reputation.  

 

*** 

You can find hundreds of free resume templates online. You can also use templates provided in Microsoft 

Word.  

 

Good luck and keep on writing! 

 

Consider listing the type of skills 

required for the position you’re 

applying for. 


