
 
Résumé Writing 

What is a résumé? A résumé is a brief document that summarizes your education, employment history, 
and experiences relevant to your qualifications for a particular job for which you are applying. The purpose 
of a résumé (along with a cover letter) is to obtain an interview.  

Résumé Essentials include:  

 Experience or Work Experience section for listing skills and qualifications  

 Qualifications matched to the job for which you are applying  

 One or two pages 

 Major headings CAPITALIZED and/or bold  

 No spelling or grammar errors  

 A neat and attractive format, computer-generated, 12-point black font (print on quality bond white 

paper or email as a PDF) 

 Campus and community volunteer experience (if applicable) 

 A cover letter (unless you are attaching your résumé to an application) 

Note: Based on information found at Taos Mountain’s Top Ten Resume Writing Tips, careerpath.com, and 
http://www.sbcc.edu/careercenter/index.php. 

Still have questions?  Come see us – SWC L401 
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