
 

Resume Writing 
Your resume is a document that summarizes and highlights the high points of your 

education, work experience, and activities relevant to career goals. A well-constructed 

resume communicates your professional skills and helps create a first impression of you 

for employers.  The goal is to garner interest in interviewing you for the job or internship.  

Don’t think of it as a synopsis of your entire history at an academic institution, rather a 

document that markets the most important applicable skills and qualifications for the 

position to which you are applying.  You typically have one page to impress prospective 

employers with what you have learned and accomplished while at the Institute.  Here are 

some guidelines to assist you in crafting and/or updating your resume: 

 

General Guidelines 

 Do not use a Microsoft Word resume template as applicant tracking systems have 

trouble reading them.   

 Use the format that best fits your qualifications.  Choose a medium that suits you 

rather than following someone else’s format. 

 Stick to one page – use two pages for advanced degrees or extensive experience 

(10+ years) 

 Font size should be between 10-12 point with .5-1 inch margins 

 Use an easy to read and standard font such as Arial or Times News Roman. 

 Make the page easy to scan for the reader and also aesthetically pleasing; leave 

sufficient space between sections 

 Use strong action verbs to begin your bullet points, but vary your word choice (see 

list on next page) 

 Always tailor your resume to each position for which you apply 

 Avoid underlining and use boldface sparingly (appropriate for headings and 
employer information). 

 When you are seeking an entry-level position, you will utilize a reverse 
chronological resume, which organizes information by work experience in reverse 
chronological order (the most recent experiences first). 

 Creative resumes are typically utilized when applying for design positions.  This 
format is less restrictive and allows the user to showcase their design capabilities 
while delivering the most important qualifications, skills, and accomplishments in a 
unique fashion. 

 It’s best to keep notes during and after an internship or co-op rotation so that you 
can update your resume in a timely fashion. 

 Finally, employers are checking CareerBuzz regularly for student resumes.  It’s best 
to repost your resume before the All Majors Career Fair as this is when traffic to 
CareerBuzz increases. 



Action Verbs for Resumes & Cover Letters 

Verbs for 
Accomplishments  Communication  Technical  Teaching  Creative          

Achieved  addressed  applied  adapted  Acted 

Expanded  arbitrated  assembled  advised  conceptualized 

Improved  arranged  built  clarified  Created 

Pioneered  authored  calculated  coached  customized 

Reduced  collaborated  computed  communicated  Designed 

(losses)  convinced  constructed  coordinated  developed 

Resolved  corresponded  designed  developed  Directed 

(problems)  developed  devised  enabled  established 

Restored  directed  developed  encouraged  Fashioned 

Spearheaded  drafted  engineered  evaluated  Founded 

Transformed  edited  fabricated  explained  illustrated 

Operationalized  enlisted  installed  facilitated  Initiated 

  formulated  maintained  guided  Instituted 

Management  influenced  operated  informed  introduced 

Administered  interpreted  overhauled  instructed  Invented 

Analyzed  lectured  programmed  persuaded  originated 

Appointed  mediated  remodeled  stimulated  performed 

Approved  moderated  repaired  trained  Planned 

Assigned  negotiated  restored   
 revitalized 

Attained  persuaded  solved  Helping  Shaped 

Chaired  promoted  specialized  advocated   
Considered  publicized  upgraded  aided  Clerical or Detail Oriented 

Consolidated  reconciled  
  assisted  Approved 

Contracted  recruited  Research  clarified  Arranged 

Coordinated  spoke  clarified  coached  catalogued 

Delegated  translated  collected  cooperated  Classified 

Developed  wrote  critiqued  counseled  Collected 

Directed  
  diagnosed  demonstrated  Compiled 

Evaluated  Financial  evaluated  diagnosed  Executed 

Executed  administered  examined  educated  generated 

Improved  allocated  extracted  expedited  implemented 

Increased  analyzed  identified  facilitated  Inspected 

Organized  appraised  inspected  familiarized  monitored 

Oversaw  audited  interpreted  guided  organized 

Planned  balanced  interviewed  intervened  Prepared 

Prioritized  budgeted  investigated  motivated  processed 

Produced  calculated  organized  referred  purchased 

recommended  forecasted  reviewed  rehabilitated  Recorded 

Reviewed  managed  summarized  represented  Specified 

Scheduled  planned  surveyed  resolved  systematized 

Strengthened  projected  systematized  supported  Tabulated 

supervised  researched  
 

 volunteered  validated 



How to Organize Your Resume 
 

Resume sections should be tailored to the position for which you are applying.  Many 

sections are flexible and can be combined to describe your qualifications.  Always have a 

counselor, friend, or someone familiar with your work to review your resume for clarity 

and effectiveness.   

Contact information 

Put your full name, email, and phone number at the top of the page.  Your name should be 

the most prominent thing on the page.  It should be at least one size larger and should be 

bolded.  Your email address should be appropriate – a school or personal email address.  

And if you have a portfolio, GitHub, or professional website, you can include this address in 

your header as well.  For jobs that require security clearance, you may need to indicate if 

you are a US citizen or hold a permanent resident visa in this section. 

Objective (Optional) 

Using an objective is most helpful when handing out your resume at a networking event or 

if someone else is passing your resume on to others.  It’s important that your objective, if 

used, is specific to the industry and position.  When in doubt, leave it out as it can do more 

harm if too vague. 

Education 

For a complete educational history, include: University attended, location, degree (Bachelor 

of Science), month/year or anticipated year of graduation, majors and/or minors, current 

GPA (if under a 3.0, instead use major GPA or exclude this altogether), study abroad 

programs, and other universities attended where a degree has been earned.  First year 

students should include high school information and transfer students will include 

previous institution until Georgia Tech GPA is achieved.  It is also acceptable to include 

academic achievements (Dean’s List, academic honors, scholarships, etc.), but as more 

experience is gained, this becomes less important. 

Relevant Coursework (Optional) 

This section can be incorporated into either the Education section or the Skills section 

depending on if you have advanced or specialized coursework related to the position.  Do 

not list all of the courses you have taken in college or the introductory requirements of 

your major.  For 1st & 2nd year internship programs, employers at the Career Fair and in 

online postings are looking to see if you have taken or are currently enrolled in CS 1331 or 

1332 – a second programming language and data structures & algorithms.  Beyond that, 

tailor this section to the job description. If choosing to include on your resume, write out 

course title or course topics instead of course numbers. 



 

Skills 

For CS & CM students, this section typically includes programming languages, operating 

systems, database management, other technical frameworks, design tools, IDE’s (beyond 

default), and software tools.  Do not list soft skills in this section.  And only list laboratory 

skills when relevant to job description.  A good rule of thumb is to order technical skills 

based on proficiency. 

Work Experience 

Always include names of organization, job title, location, and dates of employment.  Use 

strong action verbs to highlight skills, accomplishments, capabilities, scope and context of 

your work experience. Give evidence of your personal impact: show not only that you 

completed tasks but that you contributed to organizational goals.  Focus on results and 

outcomes – not just what you did. Provide examples that demonstrate leadership, 

teamwork, initiative, and continuous learning.  Always include quantities, professional 

language, and technical skills within your content.  When quantifying, use percentages and 

dollar amounts appropriately, example – angel funding received for a business. 

Projects 

Many employers are looking to see finished projects and tangible work upon which to 

evaluate your skills and creativity.  A wide variety of projects can be included – coursework 

that is unique to you or a group (this does not include CS 1301, 1331, or 1332 homeworks), 

professional projects, hobbies, etc.   It is acceptable to include links to GitHub or where the 

employer may be able to download (ex. Mobile apps), but this is not a requirement.  

Leadership, Activities, and Service (Optional) 

List college-related activities including student government, fraternities / sororities, 

student clubs, sports activities, etc. not mentioned elsewhere.  List organizations and the 

skills and abilities utilized.  Do not forget to note offices held or committee involvement.  

Add content regarding contribution and include strong action verbs and quantities (similar 

to work experience section). 

Honors (Optional) 

Relevant accomplishments, achievements, scholarships or awards that you earned for 

exceeding average standards in either academics, athletics, or in a work environment.    List 

name of the organization or award and note percentages where appropriate.  Honors may 

also be included under Education as well, instead of listed as a separate section. 

 

 



Do’s & Don’ts of Resume Writing 
 

Do:  

• Include accurate and professional contact information – phone number and an 

appropriate email addresses are great 

• Either write an objective statement tailored to the specific position to which you are 

applying, or leave it off and let your experience speak for itself 

• Include your GPA if it is at or above a 3.0, if not use your major GPA if also above a 3.0.  

Calculate by including all CS/CM degree requirements (CS 1301 through CS 4001, 

including thread requirements, junior design, MATH 3012, and statistics) 

• Use a readable font and print on a laser printer 

• Be consistent in formatting and alignment throughout resume 

• Use action verbs to describe your experiences and accomplishments; past tense is 

expected unless currently employed 

• Quantify duties when possible 

• Use short phrases that convey a positive, concise description of your accomplishments 

• Limit your resume to one page 

• Check the spelling of every word; make sure grammar and punctuation are correct but 

know that complete sentences are not required 

• Have your resume proofread by a Career Services advisor, family member, or peer before 

sending it to potential employers 

Don't: 

• Include personal information such as weight, height, marital status, social security 

number, age, race, religion, or political affiliation 

• Use graphics (unless you are applying for a graphic arts/design position) 

• Upload your photo as it opens the door for bias/discrimination. Save this for your 

personal website. 

• Include a lengthy skills section with common skills like Microsoft Word or Excel. 

 Be too verbose.  Say as much as possible with a few words. 

• List detailed descriptions of unrelated job duties 

• Use personal pronouns (I, me, or my) on your resume.  Also never start a description with 

“I …” 

• Exaggerate your experience 

• Start phrases in experience section with "Responsible for" 

• State salary history with internships or jobs 

• Use abbreviations without spelling out what they stand for 

 



Resume Format with Sections 



Sample Freshman Resume 

 



Sample Undergraduate Resume 

 



Sample Senior Resume 


