WRITING AN EFFECTIVE RESUME
A resume is a brief summary of your education, work experience, and activities.
You may need to write a resume for a career fair, or to submit as part of an application for an internship,
job, graduate school or scholarship.
Your resume should focus on those aspects of your background which are most relevant to your current
career objective. It should be easy to read, concise, and accurate. You can save details and specifics for an
interview.

This packet accompanies our Resume Writing Workshop and includes information on the following topics:
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RESUME WRITING RESOURCES
The Co-op Office offers Resume Writing Workshops that teach you how to write a resume or improve the
one you already have for your engineering internship or job search. The office also has a number of books
on resume writing available for your use, including several geared specifically for engineers. Stop by the
Co-op Office to check out these useful resources and to sign up for a workshop. Workshop schedules and
signup are also available on our web site at http://ter.ps/engrworkshop.
Considering non-engineering opportunities? The University Career Center (3100 Hornbake Library) also
sponsors Resume Writing Workshops on a regular basis. See workshop schedules on the Career Center’s
web page, www.careers.umd.edu or call the University Career Center at (301) 314-7225 to find out when
the next one will be held.

GENERAL RESUME GUIDELINES
Place relevant information toward the top of your resume.
Sections most relevant to your objective should be at the beginning of your resume. Within sections,
place the information in descending order starting with the most recent experiences listed first.

Emphasize your strengths.
Don't worry if you have limited relevant experience. That's why you're seeking a co-op or internship! But
try to show employers what transferable skills you bring. What makes you hard-working, energetic, and
enthusiastic?

Be consistent.
Make sure you use bullets, bolding, underlining, or italics in a uniform style. Use an easily read font such
as Times New Roman or Arial (10, 11 or 12 point). Try to keep your top and bottom margins even.

Don’t use full sentences.
Write in phrases starting with a capital letter. Do not use first person pronouns: I, mine, my, me, etc.
Write out names of organizations, associations or classes instead of using acronyms like UMCP or
ENES100.

Use “action” verbs to describe your accomplishments.
Focus on examples that demonstrate your strengths instead of taking up space listing duties or
responsibilities. See the “Action Word List” and “Turning Responsibilities into Accomplishments” in this
handout for ideas.

Keep it short and avoid the fancy resume paper.
Unless you have significant engineering experience, your resume should be on one page. Recruiters prefer
resumes to be on regular instead of bond paper to avoid paper jams in copy machines.
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POSSIBLE SECTIONS FOR YOUR RESUME
Use sections in your resume to draw the reader´s attention to the most relevant information. Here are
sections you might consider including on a resume for private industry positions.

CONTACT INFORMATION
Include your legal name, mailing address, phone number with area codes, and an email address. It is
crucial that this information is accurate and up to date at all times! Do not make it difficult for an
employer to reach you; the job might be filled in just a few days. You may also include your personalized
LinkedIn URL here. If you are a U.S. Citizen, you can also mention that in this section.

OBJECTIVE
Most college resumes do not need an objective statement. However, if you are going to use one, be
specific. For example:

OBJECTIVE
To obtain a summer internship in material science engineering with a focus on biomaterials or
nanomaterials.
Remember to incorporate the industry and preferred type of work you would like to do. All of the
subsequent information on your resume should relate to and support your objective as closely as
possible. You may also include an objective statement if your interest in the position to which you are
applying is not obvious from your past experience.

EDUCATION
Include your degree (B.S., M.S., M.Eng), major and expected graduation date (including your co-op
semesters), name of university and location (city & state). For example:

EDUCATION

B.S., Aerospace Engineering
University of Maryland
GPA: 3.15

Expected May 2015 (with co-op)
College Park, MD

The EDUCATION section may also include:
 Other colleges you have attended (but generally omit high school)
 Overall GPA: most employers tell us they want to see this
 Study abroad (institution name and location, dates, relevant course highlights)
 Honors/Awards and course highlights (see below)
 Indication that you’re responsible for financing a certain percentage of your college expenses

HONORS AND AWARDS
This can be a standalone section, or a subheading under EDUCATION. List merit scholarships, academic
awards, and honors, along with dates received.

COURSE HIGHLIGHTS
It is more effective to describe projects and accomplishments rather than just to list classes. In a list,
include only upper level or elective courses that are relevant to the work you would like to do. Use
descriptive titles, not course numbers.
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SKILLS
List your knowledge of computer languages, computer software, operating systems, etc., here. Also, if
you have drafting or lab skills, are fluent or proficient in foreign languages, or if you have any other workrelated skills that may increase your chances of being selected, list them here. If you have ever obtained a
security clearance for a previous job, or if you have a specialized certification, include that as well.

EXPERIENCE
This section may include paid jobs, internships, engineering
class projects, and significant volunteer jobs. List in reverse
chronological order, with your most recent experiences first.
Include the job title, employer, city, state, dates employed, and
a succinct description of your accomplishments.
Use action words in your description. Avoid the phrases
Responsible for and Duties included. Be specific about your
accomplishments in terms of dollars, percentages, dates, etc.
Think about the skills you acquired in the position. Consider
how your work impacted the department or organization.
Mention promotions.
To ensure that the most relevant experience appears near the
top of your resume, consider separating your experience
section under specific headings, such as TECHNICAL EXPERIENCE,
LEADERSHIP EXPERIENCE, RESEARCH EXPERIENCE, OTHER EXPERIENCE,
etc.

ACTIVITIES

RESUME DOS AND DON TS
DO feel free to create section
titles that work for you and
your experiences (i.e.
Engineering Experience for
engineering projects or
Additional Experience for
unrelated engineering
jobs).
DO use section titles in a way
that allows you to put the
most relevant experiences
near the top, while still
following reversechronological order within
each section.

Most recruiters say that they seek well-rounded individuals to
work in their organizations, so consider highlighting your extracurricular activities. You can include involvement in
 professional societies
 student organizations, including fraternities, sororities,
etc.
 community organizations

DO have a separate sheet for
references instead of
putting them on your
resume. See the guidelines
at the end of this packet.

If you held a position with responsibility, be sure to include
details such as number of hours invested, projects completed,
and any skills you may have developed. Your resume will be
greatly enhanced by showing active involvement in extracurricular activities, so if you are not yet active in these, get
involved now.

DO NOT list social security
number (except on some
federal resumes), marital
status, height, weight, or
anything else that has no
relevance to your
qualifications.

When deciding what to include, do keep in mind the picture
you wish to paint for potential employers. Be sure that the
activities you include on your resume highlight your
transferable skills and interests that are relevant to the position
without setting you up for potential discrimination in the hiring
process.
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TURNING RESPONSIBILITIES INTO ACCOMPLISHMENTS
When giving details on your work, project, leadership or research experience, be sure that your words
have the most impact they can. Don’t copy and paste the job description that states what you were
supposed to do; instead, think about what you actually did or contributed, what tools you used, etc.
For example, how can improve this example?
ABC Engineering Company
Intern
 Applied knowledge of embedded systems
 Responsible for writing a report

Columbia, MD
February-May 2014

Ask yourself the following questions to give depth to the experience on your resume.

QUESTION

SAMPLE ACCOMPLISHMENT

Who?

Who did the work – one
individual, two people, or a
team?

 Independently wrote a report

What?

What was the subject matter?

 Independently wrote a report on embedded
systems

Why?

What was the purpose of your
work?

 Independently wrote a report on embedded
systems to update senior engineers on latest
developments in the field

How?

How did you do this work? What  Researched latest developments in embedded
engineering tools or skills did
systems using technical journals, the Internet, and
you apply?
interviews with engineers

When?

Did you have to work within a
certain timeframe?

 Completed report one week ahead of schedule.

How much?

Can you quantify your work?

 Independently researched and wrote a 20-page
report on embedded systems.

What happened?

What happened to your work
after you completed it?

 Conducted one-hour oral presentation of
findings for senior engineers and managers.

Big picture?

Did your work have an overall
impact on the organization?

 Report persuaded management to begin using
new technology that increased efficiency 15%
during the first six months of its implementation.
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RESPONSIBILITIES

ACCOMPLISHMENTS

By asking yourself the questions on the previous page, you can expand your descriptions and
turn your responsibilities into accomplishment statements.

EXAMPLE 1
Before

XYZ Company, Germantown, MD
Student Researcher
 Duties included research, report-writing and presentations.

After

XYZ Company, Germantown, MD
June-July 2004
Student Researcher
 Researched latest developments in embedded systems using technical
journals, the Internet, and interviews with engineers.
 Independently wrote a 20-page report on embedded systems to update
senior engineers on latest developments in the field.
 Conducted one-hour oral presentation of findings for senior engineers and
managers.
 Report persuaded management to begin using new technology which
increased efficiency 15% during the first 6 months of its implementation.

June-July 2004

EXAMPLE 2
Before

Home Depot, College Park, MD
June 2003 - present
Department Representative
 Responsible for helping customers, stocking shelves, and ordering materials.

After

Home Depot, College Park, MD
June 2003 - present
Department Representative
 Provided customer assistance and professional advice on home improvement
projects.
 Received increased responsibilities including managing multiple departments,
training new employees, and preparing inventory orders.
 Participated in extensive training in areas of customer service and management.
 Collaborated with management staff to help make decisions about store policy and
staff hiring.
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ACTION WORD LIST FOR ACCOMPLISHMENTS
SUPERVISE
Administered
Controlled
Coordinated
Delegated
Demonstrated
Directed
Governed
Guided
Headed
Led
Managed
Monitored
Orchestrated
Oversaw
Presided
Programmed
Scheduled
ASSIST
Accompanied
Collaborated with
Dealt with
Guided
Helped
Notified
Performed
Served
Supported
DECISION
Activated
Approved
Chose
Decided
Determined
Enlisted
Hired
Ordered
Recruited
Resolved
Selected
Specified
SHOW
Conducted
Demonstrated
Exhibited
Illustrated
Performed
Proved
Represented
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CHANGE
Adapted
Adjusted
Applied
Cut
Eliminated
Implemented
Improved
Increased
Innovated
Installed
Introduced
Modified
Proposed
Reconfigured
Reconciled
Reduced
Remodeled
Reorganized
Repaired
Restored
Revamped
Revised
Stimulated
Transformed
INFLUENCE
Advised
Convinced
Counseled
Dispatched
Educated
Encouraged
Guided
Indoctrinated
Innovated
Motivated
Negotiated
Orchestrated
Persuaded
Promoted
Recommended
Referred
Stimulated
Suggested
Supported

RESEARCH/TECHNICAL
Analyzed
Assembled
Assessed
Built
Calculated
Catalogued
Charted
Collected
Compared
Compiled
Computed
Constructed
Defined
Diagnosed
Edited
Engaged
Estimated
Evaluated
Examined
Extrapolated
Forecasted
Gathered
Identified
Implemented
Indexed
Inspected
Investigated
Isolated
Maintained
Measured
Observed
Organized
Perceived
Pinpointed
Planned
Prepared
Projected
Recorded
Researched
Reviewed
Screened
Solved
Surveyed
Synthesized
Tested
Traced
Updated

COMMUNICATE
Advertised
Broadcasted
Consulted
Contracted
Explained
Expressed
Informed
Interacted with
Interpreted
Interviewed
Instructed
Lectured
Marketed
Met with
Negotiated
Publicized
Published
Presented
Referred
Related
Taught
Trained
Transmitted
EFFICIENCY
Accelerated
Applied
Expanded
Expedited
Facilitated
Improved
Integrated
Maintained
Reinforced
Reduced
Streamlined
ACHIEVE
Attained
Completed
Effected
Enlarged
Exceeded
Mastered
Participated in
Produced
Provided
Succeeded
Won

OFFICE ACTIVITIES
Billed
Budgeted
Completed
Distributed
Documented
Filed
Kept
Handled
Illustrated
Obtained
Operated
Packed
Processed
Produced
Purchased
Ran
Received
Saved
Sold
Shipped
Typed
CREATE
Arranged
Composed
Conceived
Conceptualized
Designed
Developed
Devised
Drafted
Established
Fabricated
Formulated
Founded
Generated
Implemented
Initiated
Invented
Launched
Made
Opened
Originated
Produced
Set up
Structured
Wrote
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SAMPLE RESUMES

Please Note: Examples in this handout are not shown actual size. The content, font size and margins of sample
resumes have been edited from the original documents.
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SAMPLE RESUMES
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ONLINE RESUMES AND JOB APPLICATIONS
An increasing number of employers, including the federal government, require all job candidates to
complete an online application at the employer’s website. Online applications allow employers to
efficiently advertise positions, accept applications, and track candidates through the application and
hiring process. While online applications can feel like a “black hole,” they are often the best way to get
your resume in the right hands, if you put in the time and effort to do them well.
Online applications may include a resume builder that allows you to enter information about your
education, work experience, and skills into specific fields, or you may be asked to upload a resume or copy
and paste the text of your resume into a text box.

ONLINE RESUME FORMAT
The primary difference between a standard resume and an online resume is the format. Special
formatting does not translate well when pasted into an electronic application.
For that reason, avoid the following formatting in online resumes:
 Bold, italicized, or underlined text
 Bullets or special symbols
 Tabs or columns
 Horizontal and vertical lines
 Tables
Look carefully through each online resume you submit; make sure that it is as legible and reader-friendly
as it can be. Remember, your electronic resume may be scanned by software AND read by a human being.

DO

University of Maryland
College Park, MD
B.S., Civil Engineering
Expected May 2017
GPA: 3.1

DON’T

University of Maryland
College Park, MD
B.S., Civil Engineering
 Expected May 2017
GPA: 3.1 _____




ADDITIONAL TIPS FOR ONLINE APPLICATIONS




Incorporate keywords. Hiring managers will often use a keyword search to find qualified candidates
in their database. Read the job description carefully, noting key words and phrases, and incorporate
those into your resume.
Use spell check. If the online application does not have a spell check feature, paste your text into
another document to make sure that you have not overlooked any typos.
Follow up. If you have met a recruiter at a career fair or information session, contact them by email or
phone to express your interest and let them know you have completed the online application.
Employer contact information is also available in Career4Engineers.

SENDING A RESUME VIA EMAIL


PDF your resume. Sometimes your resume may look different on your computer than the employers’.
Downloading a free PDF converter and converting your Microsoft Word resume to a PDF, can avoid a
formatting mishap.
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EDERALIZING

YOUR PRIVATE SECTOR RESUME

If you are a U.S. citizen interested in applying for internships, Pathways or full time positions for the U.S.
Federal Government, you will need to adapt the resume you created using the guidelines in this handout
in order to meet the government’s specific requirements.

HOW IS A FEDERAL RESUME DIFFERENT FROM A PRIVATE SECTOR RESUME?





A federal resume is very specific to a particular job opening, and requires much more information that
is not needed (or that might be in a cover letter) in the private sector.
It is generally 2-3 pages in length, but can be as many as 5-6 pages, in 11-12 point font.
Takes into account military experience, past federal experience, and requires more personal
information to determine eligibility for positions.
Your federal resume should include detailed descriptions that focus on projects and achievements
and incorporate keywords from the vacancy announcements

HOW DO I CREATE A FEDERAL RESUME?







When you create an account at http://USAjobs.gov, you are given the option to upload or build a
resume. We highly recommend using the Resume Builder. You can save up to five (5) resumes in your
USAJobs account.
Give yourself plenty of time (3-4 hours) to create your first (template) resume.
Before you start the resume builder, prepare a copy of your private sector resume that includes the
information you will need to add:
o Work Experience –Employer name, mailing address, your job title, dates of employment, salary,
and detailed duties and accomplishments (up to 5,000 characters for that last box, so be
detailed).
o Education – School name, location, major/ minor, degree seeking or awarded, credits
completed, honors awarded upon graduation; relevant coursework, licensures or certifications
(up to 2,000 characters). If requested or relevant to the position, you can include high school
information.
o References – You may add up to 5 references. Name, Employer, Job Title, Phone and Email.
Indicate whether the person is a personal or professional reference.
o Job Related Training – List titles and completion dates of training courses you’ve taken (besides
the coursework you listed in Education) that are relevant to the position for which you are
applying.
o Language Skills – Indicate proficiency level for speaking, reading, and writing.
o Organization/ Affiliation – List organization name and your role or affiliation if it is relevant to
the position. May include volunteer work. No room for details here.
o Professional Publications – academic or industry journal publications, conference proceedings,
etc.
o Additional Information – This is where you add other information relevant to the position that
did not fit under other categories, such as honors, awards, leadership activities, skills (such as
computer software proficiency or typing speed) or any other information requested by a specific
job announcement. You have 20,000 characters for this section.
Paste the information into the resume builder.
Adapt your resume to include keywords and achievements that match the job announcement.

RESOURCES FOR FEDERAL RESUME WRITING
http://usajobs.gov
http://gogovernment.org/how_to_apply/write_your_federal_resume/create_your_resume.php
http://www.dhs.gov/tips-writing-federal-resume
http://www.archives.gov/careers/jobs/forms/resume-guide.pdf
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REFERENCES
Although not all employers will ask for references as part of the application, it is a good idea to have a
typed list of at least three references available. Then if you are asked for references, you will be
prepared.
References may include people such as former supervisors, professors, teaching assistants, or advisors.
Choose people who can speak about your skills and abilities. First, ask the people you’d like to use if they
can provide a reference for you if necessary. This way you can ensure that your references know to
expect calls, and you can provide them with any details about your background and job search that may
assist them. It is a good idea to provide your references with an up-to-date copy of your resume and the
job description.
How can you build your references? Participating in class and attending office hours to discuss the subject
matter, rather than to complain about your grade or ask for extra credit, will help you build a positive
professional relationship with faculty. You never know, it may even lead to a research assistant
opportunity.
Unless the application specifically asks for a personal reference, do not list a family member or friend as a
reference.

SAMPLE REFERENCE SHEET
Jane Doe
1234 Campus Drive  Smalltown, MD 20740  (123)456-7890  email@email.com
Mr. David Steel
Branch Manager
Chevy Chase Bank
1341 Cherry Hill Road
College Park, MD 20742
(301) 555-0123
dsteel@ccbank.com
(Supervisor at 123 Bank)
Dr. Ellen Setcher
Asst. Professor
Department of Civil Engineering
University of Maryland
1143 Glenn L. Martin Hall
College Park, MD 20742
(301) 405-1234
esetcher@umd.edu
(Academic Advisor)
Dr. Arthur Strauss
Assistant Professor
Department of Civil Engineering
University of Maryland
1156 Glenn L. Martin Hall
College Park, MD 20742
(301) 405-4321
astrauss@umd.edu
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Former supervisors, even if not
from an engineering job, are good
choices for references. Consider
asking an advisor or professor you
know well to serve as a reference
for you.

For each reference, include the:
- Full Name & Current Title
- Work Mailing Address
- Email and Phone Number
You can also include a short statement
of how you know the person.
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