
Write a Resume
How many seconds, on average, does a hiring manager look at your resume?

20 SECONDS
MAKE THEM COUNT!

GETTING STARTED
1. Make a list of all employment experience, internship, volunteer work, school and/or organization leadership 
    roles.  Also list all college/university education obtained including name of school, major or field of study, 
    degrees earned and corresponding dates.
2. Analyze experiences for relevant skill areas.  Reflect on past and current experiences to identify key skills.
3. Analyze the job description for skills and abilities sought.  Read the job description closely and highlight 
    required skills, attributes and qualifications.
4. Review your list of skills and past and current experience and highlight those that match the job description.
5. Write accomplishment statements or short phrases that describe what you have done that illustrates each skill 
    required.  Be concise and specific.  Arrange in order of relevance to position sought.
6. Use the Cox standard format to organize your information into a resume.

     FORMAT
Remember that for most students and recent grads, 
education is the key selling point. List it before the 
experience section.

     AESTHETICS
The document must look appealing to draw in the 
reader further.  Ask, “Is it visually appealing?” and 
“Does it look professional?”

     CONTENT
Know your audience and then direct the message 
appropriately.  Target your content to the job sought.  
Relate your experience to the key job skills (shows you 
know the job), attributes the employer seeks (shows 
you know the employer), and your skills (shows you 
know yourself).
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      CHECK YOUR RESUME
R Used a consistent format throughout document
R Limited document to 1 page
R Included all pertinent and current contact 
       information 
R Used official name of university
      (no abbreviations)
R Used reverse chronology
R Used bulleted descriptions to describe roles 
       and accomplishments
R Used action words (verbs) to begin bulleted 
       descriptions 
R Listed name in large, bold type
R Used a professional font large enough to 
       read easily (10-12 pts)
R Maintain balance between text and white space
R No typos, grammar or punctuation errors
R Did not list references or use phrase 
      “references available upon request”
R Avoided use of personal pronouns (I, my, me, etc.)
R Avoided use of “responsible for”, “duties 
       included” or other similar language
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Write a Resume

The 5 C’s
of Resume Writing

1. Clean
2. Clear
3. Consistent
4. Concise
5. Conservative

DESCRIBE YOUR
ACCOMPLISHMENTS
Okay
•	Answered phones
•	Filed papers

Better
•	Answered customer questions or forwarded 

calls to 15 co-workers while remaining up to 
date on all filing and other correspondence

JOSEPH SAMPLE1341 E. University Blvd. #101 · Dallas, TX 75275  · (214) 111-1212 · josephsample@smu.edu
EDUCATION
Southern Methodist University, Edwin L. Cox School of Business, Dallas, TX

Bachelor of Business Administration, Finance

May 2012

GPA: 3.9/4.0
 College tuition financed as University President’s Scholar (merit based award)

 Dean’s List Award for academic excellence in all semestersEXPERIENCE
ABC Securities LLC, New York City, NYSummer Analyst – Mergers and Acquisitions Group

Jun 2011 – Aug 2011

 Created financial models for valuation including LBO, DCF, and accretion/dilution for various

transactions
 Prepared marketing documents and organized pitch book for proposed takeover of an $800mm 

company in the healthcare industry Performed detailed financial analysis of potential acquisition targets by utilizing public filings, 

analyst research reports, Bloomberg, and Factset XYZ Company, Chicago, ILReal Estate Analyst Intern

Jun 2010 – Aug 2010

 CCC Capital Fund I (Real Estate Hedge Funds)▪   Generated monthly returns report distributed to over 260 fund investors using PerTrac software

 CCC Capital Real Estate Transactions▪   Analyzed potential real estate transactions and vetted against investor requirements for IRR,

cap rates, and cash-on-cash returns▪   Performed due diligence on underlying title documents and leases on $46 million shopping center

123 Advisors, LLC, Plano, TXAnalyst Intern

Sep 2008 – Apr 2009

 Researched financing procedures for five new Subway store openings and compiled final pitch book 

shared with Subway franchisees Evaluated key operating metrics and industry drivers for biomedical and pharmaceutical industries
LEADERSHIP AND COMMUNITY SERVICEAlpha Beta Gamma Fraternity, Dallas, TXTreasurer

Aug 2009 – Present

 Managed academic, social, and philanthropic programming budget of $20,000 serving 90-member 

fraternity and active alumni population Developed streamlined process for tracking and reporting monthly spend using Quicken
Center for Service and Learning, Dallas, TXProgram Director

Aug 2009 – Dec 2009

 Coordinated and executed recruiting and training for more than 100 student volunteers 

 Organized grass roots effort for university students to mentor at-risk youth in Dallas County
ADDITIONAL INFORMATIONComputer Skills: Microsoft Office (Excel, PowerPoint, Word), PerTrac, Compustat, and EDGAR

Language Skills:  fluent in Spanish (speaking, reading, writing, and listening comprehension)

Eagle Scout, Boy Scouts of AmericaInterests: Dallas Mavericks basketball, fly-fishing
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RESUME 
COMPONENTS

R Contact Info
•	Include name, address, e-mail 

address, telephone

R Objective (*optional)
•	Specific description of type of 

position and/or location desired

R Education
•	Name of school, major, GPA, 

degree earned and graduation 
date

•	May include scholarships and 
other honors

 
R Experience

•	Paid employment, internship 
and/or volunteer work 

•	Include responsibilities, 
skills, and/or abilities and 
accomplishments

•	Include employing organization 
name, job title or role, and dates 
of employment

R Additional Categories
•	May include leadership and 

activities, honors and awards, 
languages, and/or personal 
interests


