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What is a resume?
A resume is a document that markets you—your accomplishments, skills, education, and experience, among other items. It is often the first thing an employer sees and may be your only opportunity to demonstrate what you have to offer. Think of your resume as an opportunity to give yourself an edge over other candidates and secure an interview. 

Your resume needs to be concise, well-formatted, and easy to read. Employers typically spend only about 15 seconds reviewing each applicant’s resume, so be sure that time is well spent.
Before you begin:
Prior to writing your resume, reflect on your past experience, education, and skill set. Review the description of the position you plan to apply for and determine how your abilities relate to the description and qualifications. Ask yourself the following questions:

· Who is my intended audience? Am I appropriately targeting that audience?
· Which aspects of my experience and skills relate most closely to the position? Which are less relevant?

· Have I articulated why I am a strong candidate? Is my resume organized to highlight my qualifications in the best way possible?
Points to keep in mind:

· Accurate spelling and punctuation are essential. A single grammatical mistake can eliminate you from consideration. Proofread, proofread, and proofread.
· A one-page resume is best. If you have extensive experience which encompasses research publications, two pages may be more appropriate. However, keep in mind that most employers will read only one page, so place less important items on the second page.

· Use 8.5 x 11” paper and a readable font.

· Pay attention to white space. Think of your resume as a designed document.

· Use consistent formatting throughout the entire document. Bullets need to be aligned from top to bottom, and indentation needs to be consistent. Limit the use of bolding and italicization, and use it consistently throughout. Inconsistencies cause the reader to focus on the formatting, rather than the information.
· Be careful with the use of abbreviations; avoid unless you are certain an employer will recognize the abbreviation.
· Do not include any items that could be cause for discrimination. Examples are political or religious affiliations (unless the position is political or religious in nature), hobbies (unless relevant to the position), age, or gender.

· Give your resume to someone who doesn’t know you well. Give them 15-30 seconds to review it, then, ask them what they know about you. If they don’t give you the answer you hoped to receive, revise your resume.

Parts of a resume:
· Contact Information: Your name should be the largest item on the page. Also, include mailing address, phone number, and email address. Consider using your New Mexico Tech email or another professional email address. For the phone number listed, be sure that your voicemail and ring back are professional.

· Education: If you are a current student, this section will likely appear first at the top of the page. Include name of school, location, degree, major, and date graduated or expected to graduate. If your GPA and/or major GPA is above 3.0, it should be included, as well. Include high school only during your first year of college.

· Employment Experience: This includes Internships, Co-ops and should be separated out from other employment. Include employer name, location, official title, dates of employment, and description of duties for each. Use strong action verbs to describe your work as well as keywords from the position description.

· Research Experience-This is very important to your resume.  Include any junior or senior design or any work you may have with an advisor or researcher. Include name of project, location, dates and description of the project and your duties.

· Skills: Even if you do not have a great deal of employment experience, you have many skills to offer. Include computer, technical, language and other types of skills. If a skill is included in the Employment Experience section, listed above, it should also appear in the Skills section.

· Possible additional sections: Honors, Activities, Leadership Experience, Professional Memberships, Publications, and others, as appropriate. 

· References: Generally, do not include references on your resume unless specifically requested. It is better to create a separate page of references that you can take with you to an interview. When listing references, include full name, title, organization, address, phone number, and email address for each reference.
Sample action verbs:
Accelerate

Accomplish

Acquire

Achieve

Administer

Advocate

Affirm

Alert

Allocate

Analyze

Assess

Attain

Authorize

Brief

Budget

Calculate

Campaign

Collaborate

Combine

Communicate

Compare

Compile

Conceptualize

Conclude

Conduct

Configure

Construct

Convert

Coordinate

Decide

Define

Deliver

Demonstrate

Design

Develop

Devise

Direct

Document

Edit

Engineer

Ensure

Establish

Evaluate

Examine

Execute

Facilitate

Forecast

Gain

Generate

Identify

Implement

Improve

Increase

Innovate

Integrate

Investigate

Launch

Maintain

Manage

Measure

Mobilize

Motivate

Negotiate

Obtain

Organize

Outpace

Outperform

Perform

Persuade

Plan

Prepare

Present

Process

Produce

Program

Promote

Prove

Pursue

Run

Recommend

Reconcile

Report

Research

Resolve

Restructure

Review

Revitalize

Search

Secure

Select

Seize

Showcase

Simplify

Solve

Start

Succeed

Supervise

Support

Sustain

Target

Test

Track

Transform

Update

Upgrade

Validate

Verify
Write

Structure of a Resume

Name
Phone Number

Email Address

Education
School Name, City, State

Major

Graduation Date/Expected Graduation Date

GPA (only if it’s over 3.0)
Internship Experience

Employer Name, City, State

Dates of Employment

Position Title

Description of duties
Research Experience
Name of research project, where, when

Description of duties

Presentation 

Employment Experience
Employer Name, City, State

Dates of Employment

Position Title

Description

Skills
Computer languages
Laboratory or Field

Foreign Languages

Presentation

Machinery
Professional Memberships

Leadership Experience

Volunteer Experience






      Optional sections; include only if you have these items
Honors/Awards
Sample Resume
James M. Smith
575.922.5896

jmsmith@gmail.com

Education
New Mexico Institute of Mining and Technology, Socorro, NM
Bachelor of Science in Chemical Engineering

Expected Graduation Date: May 2014
Major GPA: 3.6/4.0

Internship Experience
Chevron Corporation, Houston, TX

Chemical Engineering Intern

May-August 2011

· Monitored production capacities of wells throughout Texas

· Prepared project budgets, analyzing potential costs and sources of revenue

· Worked with team of interns to examine existing schematics and make recommendations to improve procedures
Work Experience
Chemical Engineering Department, New Mexico Institute of Mining and Technology, Socorro, NM

Office Assistant

September 2011-Present

· Process payments, organize files, and maintain records 

· Interact professionally with faculty, staff, students, and parents

· Coordinate details for recruitment and other departmental events

Skills
Analyze wells to determine production capabilities

Bilingual: Fluent in Spanish and English

Microsoft Office Suite

Professional Memberships

American Institute of Chemical Engineers (AIChE), September 2010-Present
Honors

New Mexico Institute of Mining and Technology Presidential Scholarship, September 2010

AIChE Scholarship for Outstanding Academic Achievement, January 2011

Sample Resume
Campus Address

1075 College Avenue

Socorro, NM 87801

Emily Mae Jones

emj@aol.com

575-835-6958

Home Address

907 Central Avenue SE

Albuquerque, NM 87801

EDUCATION
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New Mexico Tech, Socorro, NM                                Expected Graduation Date: December 2012

BS, Technical Communication
GPA: 3.85/4.00

SKILLS
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Proficient in Adobe Creative Suite, Microsoft Office Suite, and Web Page Management

Experience managing multiple projects
Comfortable working with teams in person and remotely
Learn new computer programs quickly
WORK EXPERIENCE
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Student Assistant                                                                                        February 2011-Present

New Mexico Tech Student Affairs Office

Address questions pertaining to the areas of Career Services and International Programs

Answer phones, respond to emails, and greet visitors professionally

Manage several databases, maintaining accuracy and attention to detail 

PROJECTS
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Designed and executed new website for Management Department at New Mexico Tech

Worked with University of New Mexico students in the design of a new procedures manual for an Albuquerque business

ACTIVITIES
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Chief Financial Officer, New Mexico Tech Student Association              September 2011-Present

Student Member, Student Research and Design Symposium Team                 May 2011-Present

Captain, New Mexico Tech Women’s Rugby Team
                                    June-November 2011

Sample Resume

Alex Ramirez

aramirez@nmt.edu
508-954-1122

Education

New Mexico Institute of Mining and Technology (New Mexico Tech)




Socorro, NM

· Major: Mechanical Engineering
· Expected Graduation Date: May 2014
· GPA: 3.0
Internship

Intern, Los Alamos National Labs
Experience

Los Alamos, NM
  


May-August 2012
· Tested and compared different fuel combinations in different engines
· Analyzed data obtained from results of fuel emissions
· Worked with a team of interns to study findings and compare results 

· Presented findings in paper and in 15-minute talk to research advisors  

Research

Mini Baja Project
Experience

New Mexico Tech




August-April 2013

Senior Design project under the supervision of Dr. Frank Baca
· Team leader for 6 members
· Designed and welded the roll bar to the frame

· Poster Presentation: Student Research Symposium, NM Tech, April 2012

Work


Grader, Chemistry Department
Experience

New Mexico Tech
August –May 2012
· Graded papers for two introductory courses for a total of 60 students
· Assisted with grading lab reports
· Assisted professors with any other grading projects
Skills

Proficient in MATLAB, SolidWorks and Microsoft Office Word, PowerPoint, and Excel

Experience with hand tools, machine shop tools, welding, heavy equipment

Bilingual in Spanish

Professional

American Society of Mechanical Engineers
Organizations
Society of Automotive Engineers




Society of Hispanic Professional Engineers
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