RESUME WRITING TIPS- Career Services, York College            3M01 / ext. 2282 / sgarcia@york.cuny.edu


Length: one page (exception: a resume with very substantive career experience/training.)

Your contact info: 
· Do not list age, soc. sec. #, or country (unless applying to an overseas position) 
· Make sure your email is appropriate

· Contact info of the college (address/phone) not included 
Objective: As targeted as possible; State how the organization will be benefitted – then you can briefly mention what you hope to gain.

 Example:

To obtain a position within your company, where I can utilize my experience, academic training, and my work ethic, to enhance your organization.


Education: as long as you are in school, must come after objective, afterward can go anywhere on resume;  

Do not include
· High school information

· A date range, ie: January 2010 – present

Do include
· Expected date of graduation

· CUNY spelled out (you may use parenthesis) 
· GPA if it is at least a 3.0

Example: 
York College- CUNY (City University of New York), Jamaica, NY

Bachelor of Arts in Business Administration, anticipated, May 2010

Major: Accounting

Minor: Finance

GPA: 4.0


Experience: avoid listing more than four bullets to describe duties at each employer; if need more space, forgo bullets and use small paragraphs.  

· Include only 

· Name of business / organization 

· Borough & state / neighborhood & state (Queens only)

· Your title while employed there

· Range of employment: Month & year or only the year range

· Do not include street address, zip code, name of supervisor, etc. 

Ex.: 
Century 21 Department Store



Jamaica, NY


Sales Associate / Cashier



1/ 09 – 1/11

· Maintained attractive and safe shopping floor. 

· Assisted with creation of holiday displays and promotions to ensure maximum revenue.
· Managed cashiering activities in areas of purchasing, returns, and exchanges, and enforced store policies.

Skills: If you type at least 40WPM, list this; See next page for other examples.

References: can omit this section if space is too limited;
· Do not list any specific references here; you provide actual references when/if the employer requests them.  

