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THE ADVISING, INTERNSHIPS & 
CAREER CENTER aims to ensure students make 
the most of their Dickinson experiences and learn how 
to best draw on those experiences after graduation. 
The center will help students identify and pursue 
their authentic interests and simultaneously deepen 
students’ understanding that a liberal-arts education is 
also powerfully career enhancing.

WHAT YOU CAN EXPECT FROM US:
• Dedicated and experienced professionals who will help you 

develop a plan of action regarding your career goals. 

• Access to career information resources, assessments, 
résumé and cover letter guidance, interview tips, networking 
opportunities, programs and information sessions, and year-
round job and internship listings, among other things. 

WHAT WE EXPECT FROM YOU:
• Start early and actively engage in the process.

• Utilize resources and attend programs.

• Ask questions!
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A RÉSUMÉ SERVES AS 
A MARKETING TOOL TO 
POTENTIAL EMPLOYERS. 

As such, you should draw particular 
attention to your strengths and skills 
and highlight relevant experiences as 
they relate to the position for which 
you are applying. 

Not only is the content of your 
résumé important, but so is the way 
in which your résumé is organized. 
Employers typically receive a large 
number of résumés and therefore 
are not able to spend much more 
than 10-60 seconds reviewing each 
one. For that reason, it is important 
to create a document that is as 
organized, concise, and as easy to 
read as possible.

CONTENT & FORMAT
Structure your résumé in a way 
that best identifies your skills and 
experiences in relation to the 
opportunity you are pursuing. Tailor 
your résumé to each position by 
highlighting relevant experiences.

While many student résumés 
tend to be one page, this is not 
always the case. Often, the length 
depends on the industry to which 
you are applying. Meeting with a 
Career Counselor is the best way to 
determine the format and length that 
works for you.

The Heading, Education and 
Experience sections should always 
be included in a résumé. Other 
sections you may want to consider 
are Leadership, Volunteer Experience 
and Skills, just to name a few. (Please 
refer to the sample résumés for 
additional section ideas and advice on 
formatting).

THE HEADING
Your heading should include, at a 
minimum, your full name and direct 
contact information (your phone 
number and email address). Headings 
may also include a mailing address. 
As a student, you could include both 
your permanent address and your 
college address.

EDUCATION SECTION
The Education section should include 
your college, the degree you will be 
receiving (and when you anticipate 
receiving it), and your major(s). 
Additional information that can be 
listed includes honors, study abroad, 
relevant courses, your GPA if it 
is above a 3.0, and any additional 
information about your education 
that might be relevant.

EXPERIENCE SECTION
The Experience section should 
provide a relevant and thorough, yet 
concise, explanation of what you 
have done in each setting. Start each 
description with a strong verb. On 
the following pages you will find a list 
of action verbs to assist you.

Make sure to include your title, the 
organization name and location, and 
the dates you were involved, for each 
of your experiences.

Writing Your Résumé



RÉSUMÉS  |  3

INTERNATIONAL RÉSUMÉS & C.V.’S 
There may be a need to adjust the format and content of your résumé when 
applying to international jobs or internships. It is important to understand the 
difference between a résumé and a C.V., or curriculum vitae, because many 
international employers will prefer C.V. format. 

Within the United States, a C.V. is a form of résumé most often used by 
professionals in academia, teaching, research or medicine. This comprehensive 
document emphasizes professional qualifications activities, and academic 
achievements. Usually longer than the typical résumé, a C.V. allows for 
greater elaboration on publications, presentations, research projects, awards, 
fellowships and other content areas that may not fit as well on a résumé. 
The Advising, Internships & Career Center can assist you in developing this 
document if you find you need one for a position.

A résumé and C.V. fundamentally serve the same function of outlining your 
background and experience for the purposes of an international job search. They 
will differ from country to country. Some items that may be requested on the 
C.V., depending on the country, include a photograph and vital statistics such as 
date of birth, nationality and marital status. This information is not appropriate for 
a résumé used for opportunities in the U.S. 

It is important to consider the native language of international employers. Some 
may expect materials to be submitted in a particular language. It is important 
that you have someone who is highly skilled in the language review your 
application before submitting it. Consider language professors or alumni living 
abroad as resources to assist you with this. 

When it comes to formatting, you may need to adjust for the difference in paper 
sizes. Be sure to format your materials appropriately when submitting via email 
to reflect the typical business stationary used in the country where you are 
applying. The International Standard A4 paper size, which is the most common 
paper size throughout Europe and many other areas in the world, measures 8.27 
by 11.69. Consider this difference during the application process. Be aware that 
there are many differences between content and format. Properly research 
these variations before beginning your application process. 

If you are looking to go into a career that is internationally based, you should 
consider the importance of emphasizing your study abroad experiences. 
Employers consider it beneficial whenever you can illustrate experiences 
abroad. One suggestion for doing this is to remove this information from the 
education section and place it in its own section titled International Experience. 
Within this section, you might also include internships or work experiences.

EMAILING RÉSUMÉS
When emailing your résumé to an employer, be sure to send it as a PDF. Doing 
so will ensure the format of your résumé stays intact when the attachment 
is opened by the employer. You should include your name and the type of 
document in the file name, for example, “John Smith Résumé."
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Applying to Open Positions

EMPLOYERS WILL USUALLY ONLY SPEND A FEW SECONDS DECIDING IF YOU ARE A GOOD ENOUGH 
FIT FOR A JOB to warrant a more thorough review of your résumé and cover letter, so you need to make sure that it is immediately 
obvious that you have many of the skills, experiences and qualities that they value most highly. It’s also important to focus on your most 
relevant skills and strengths to the job description when writing résumés and cover letters. The closer your match to the position, the 
better your chances of job search success.

ANALYZE THE JOB LISTING
Job postings are typically broken out into several sections. Expect 
to see information about the company, details on the desired 
qualifications of applicants and a description of the responsibilities 
involved in the role. Some are brief, while others include more 
details about the job and the company.

Take the time to review the job posting, so you are familiar with 
what the employer wants. Use the information that you glean 
from the job description to craft your cover letter so that it shows 
your most transferable skills and experience.

MAKE A LIST
If the job is a good match, the next step is to make a connection 
between your skills and the employer's requirements by creating 
a list of the preferred qualifications for the ideal candidate for 
your target job. If a job advertisement is well written and detailed, 
you might be able to assemble much of your list right from 
the ad. Extract any of the keywords describing skills, qualities 

or experiences which the employer has listed as required or 
preferred. Also, review the job duties and make some assumptions 
about the qualifications needed to carry out those duties. For 
example, if the ad mentions that you would organize fundraising 
events for potential donors, you can assume that event planning 
skills would be highly valued and should be added to your list.

GET MORE INFORMATION 
Sometimes ads for jobs are very short and don't reveal much 
about the employer's expectations. Try looking on the company's 
website, since there might be a longer description in the human 
resources section of their site than in the ad you saw. Another 
strategy is to search job sites by the same job title to get a sense 
of what other employers are looking for in candidates. 

If you are really motivated to land a particular job, interview 
professionals in the field or at that organization and ask them what 
it takes to excel in their job. Reach out to Dickinson alumni to 
generate a list of contacts for these consultations.
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Abstracted

Accomplished

Accounted for

Achieved

Acquired

Acted

Adapted

Addressed

Administered 

Adopted

Advanced

Advertised

Aided

Allotted

Amended

Amplified

Analyzed

Anticipated

Applied

Appointed

Appraised

Approved

Arranged

Articulated

Assembled

Assessed

Assigned

Attended

Audited

Authored

Awarded

Balanced

Blended

Blocked

Bought

Bridged

Broadened

Budgeted

Built

Calculated

Canvassed

Capitalized

Catalogued

Cautioned

Centralized

Certified

Chaired

Challenged

Changed

Charted

Checked

Cited

Clarified

Classified

Closed

Co-authored

Coached

Communicated

Compared

Compiled

Composed

Conducted

Conserved

Considered

Consolidated

Constructed

Consulted

Contacted

Contracted

Contributed

Controlled

Converted

Conveyed

Convinced

Cooperated

Coordinated

Counseled

Corresponded

Created

Critiqued

Cultivated

Debated

Decided

Decreased

Deducted

Defined

Delegated

Delivered

Demonstrated

Described

Designated

Designed

Detected

Determined

Developed

Devoted

Diagnosed

Diagramed

Directed

Discovered

Discussed

Displayed

Dissected

Distributed

Documented

Drafted

Drew

Earned

Edited

Educated

Elected

Enabled

Encouraged

Engineered

Enhanced

Established

Estimated

Evaluated

Examined

Executed

Exhibited

Expanded

Expedited

Experimented

Explained

Explored

Expressed

Facilitated

Fielded

Finalized

Finished

Focused

Forecasted

Forged

Formalized

Formed

Formulated

Fostered

Founded

Framed

Furthered

Gathered

Generated

Graded

Guided

Handled

Headed

Hired

Hosted

Identified

Illustrated

Implemented

Improved

Incorporated

Increased

Influenced

Informed

Initiated

Instructed

Integrated

Interacted

Interpreted

Interviewed

Introduced

Issued

Launched

Learned

Lectured

Leveraged

Listened

Maintained

Managed

Marketed

Mastered

Maximized

Mediated

Mentored

Merchandised

Minimized

Moderated

Modified

Monitored

Motivated

Narrated

Negotiated

Action Verbs
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Notified

Observed

Obtained

Offered

Opened

Operated

Ordered

Organized

Overcame

Packaged

Participated

Perceived

Perfected

Performed

Persuaded

Pinpointed

Pioneered

Planned

Practiced

Predicted

Prepared

Presented

Processed

Produced

Programmed

Provided

Publicized

Purchased

Questioned

Rationalized

Recommended

Reconciled

Recorded

Recruited

Reduced

Referred

Refined

Regulated

Reinforced

Related

Renewed

Reorganized

Repaired

Reported

Repositioned

Represented

Researched

Reshaped 

Responded

Revitalized

Revived 

Scheduled

Secured

Selected

Served

Shaped

Specialized

Strengthened 

Stressed

Structured

Studied

Substantiated

Summarized

Supervised

Supported

Taught

Tested

Trained

Transcribed

Translated

Tutored

Unified

Upgraded

Utilized

Validated

Verified

Visualized

Won

Worked

Wrote

Action Verbs, Continued



RÉSUMÉS  |  7

Font size for the body of your résumé should between 10 and 12pt.

Place your Dickinson education 
at the top of your résumé
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Consider including both your 
Dickinson address and home address.
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Avoid using personal pronouns 
in your descriptive statements.
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Group related experiences together in their own section.

Be sure to include the title, employer, location and dates for every experience.

Include your GPA if it is 3.0 or higher.

If you have a double major, specify in your education section!
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Most, but not all, 
undergraduate résumés 
will be one page. Meet 
with a Career Counselor 
to determine if yours 
should be longer.
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If you need to fill in white 
space on your résumé to 
make the document utilize 
the entire page, try stacking 
your heading like this.

Consider adding your senior thesis or project to your résumé, especially if applicable to the opportunity you are seeking.
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Print your résumé—how does it look? Is it easy to read 
and visually appealing? Can you quickly pick out key 
information? Does it look cluttered?

Include language skills if you have them!
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The higher up something is on your résumé, the more likely it is to be read. 
Don’t list your most relevant experiences or achievements at the bottom.

Related coursework can be a great 
addition to a résumé, especially if you do 
not yet have a lot of related experience.
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Begin your descriptive statements with action verbs. Verbs 
should be in past tense if you are no longer in the position.
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Your résumé is a fluid document, and should be updated and 
modified regularly to reflect new experiences and responsibilities.

When used appropriately, bold, italics, and 
capitalization create visual appeal, and help 
draw the reader to relevant information.



18  |  STUDENT GUIDE



RÉSUMÉS  |  19



20  |  STUDENT GUIDE





Advising, Internships & Career Center


