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QUESTIONS
Did you ever wonder or ask:

What is a resume?

Why do I need a resume?

What do I put on a resume?
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RESUME Q & A
The answers are:
Q: What is a resume?
A:  A resume is a professional, factual document that provides information 
about you. It allows the employer to get to know you to determine whether or 
not they want to interview or hire you.

Q:  Why do I need a resume?
A:  Employers will expect you to have a resume.  It is a document applicants 
submit to be considered for an internship or job. 
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The answers are:

Q: What do I put on a resume?
A:  Factual information about yourself including information about who you 
are, how to contact you, education and degrees, work experience, and any 
other important information about you.  You also include information about 
your competencies and skills. 
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WRITING A RESUME

Writing a resume takes time, energy and focus on details.

Like any solid, written work it will take you several drafts.

It’s actually never “done” as it will need to be updated with new experiences 
and tailored to specific audiences.
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HOW DO I EVEN START?

There are several steps to writing a resume.  Let’s get started.
Step 1: Gather information
Step 2: Open a blank document
Step 3: Draft your resume
Step 4: Work on each section of your resume

Step 5: Review, edit and update your resume
Step 6: Continue onto the other Internship Architects’ resumes courses to 
improve your resume formatting and content 

Steps 1-4 will be 
covered in this course
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STEP 1 GATHER INFORMATION

It’s much easier to draft your resume if you have background information 
already gathered.  

Start thinking about the experiences you have had jobs, activities, class 
projects, etc.  

Ask parents or friends to help you think of all the things you’ve done.
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STEP 1 GATHER INFORMATION

● Collect basic information about your
○ Education: Names of schools, locations, degrees, date degrees 

earned
○ Work Experiences:  Titles, employer names, locations, date ranges 
○ Co-curricular Activities: clubs, sports, activities, volunteer work:  

Positions, organization names, locations, date ranges
○ Class Projects: Any significant projects completed (research, group 

projects, thesis, etc.)
○ Skills: Foreign language, computer, labroratory skills
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STEP 1 GATHER INFORMATION ACTIVITY

Complete the Resume Information Gathering Activity which will help you 
gather all the information you need to write your resume.  

Take your time and list all of your experiences.  This will save you time when 
you write your resume.

Remember all information on your resume has to 
be accurate, so look up dates if necessary!
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STEP 1 GATHER INFORMATION ACTIVITY

Do you have all the information you need to write your resume?  Do you feel 
you have a lot or a little to put on your resume?  There are strategies for both.

With this information gathered, it’s time to start writing!

Move on to step 2.
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STEP 2 OPEN A BLANK DOCUMENT

● You’ll need a computer and a document writing platform such as 
Microsoft Word, Google Docs, or other
○ Open a blank document
○ DO NOT use any preformatted templates
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STEP 2 OPEN A BLANK DOCUMENT

● You’ll need a computer and a document writing platform such as 
Microsoft Word, Google Docs, or other

○ Don’t use columns, headers or footers
○ Start with equal 1” margins on all sides
○ No pictures, icons, etc.
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STEP 2 OPEN A BLANK DOCUMENT

● Save the document with your name and resume 
○ AnitaJob_Resume

● Do NOT ask AI to write you a resume
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STEP 3 DRAFT YOUR RESUME

Resume writing tips:
● Most important information goes at the top of your resume
● Most important information goes on the left side
● Divide your resume into sections with clear, accurate section headings
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STEP 3 DRAFT YOUR RESUME

Resume writing tips:
● Use a professional font such 

as Times New Roman, 
Calibri, Arial, Aptos

● Use only black font 
● Refer to the Resume 

Information Gathering 
Activity
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COURSE
The rest of this course is meant to be a workshop.  You will be writing a draft 
of your resume as you proceed through the course.  The course will focus on 
one section of the resume at a time.

Process:
● Watch the video for that section
● Pause the video and draft that section of your resume
● Return to the video
● Repeat the process
● At the conclusion, you will have a full draft of your resume
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STEP 4 WORK ON EACH SECTION

CONTACT INFORMATION

● This is THE MOST important information on a resume 
● This content must be located at the top of the document
● Centered
● Formatted as you like

Don’t Include:

● Private information-anything that can steal your identity 
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STEP 4 WORK ON EACH SECTION

CONTACT INFORMATION

Include:

● Full, legal name
● Phone number
● Professional email address
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STEP 4 WORK ON EACH SECTION

CONTACT INFORMATION

Optional to Include:

● City, State 
● LinkedIn Profile URL
● Link to a personal website, e-portfolio, 

GitHub, etc.
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STEP 4 WORK ON EACH SECTION

STOP AND DRAFT THE CONTACT INFORMATION SECTION
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STEP 4 WORK ON EACH SECTION

EDUCATION INFORMATION

● First section of the resume (for students)
● List of schools where degrees were obtained or will be obtained

Don’t Include:

● Institutions you transferred from
● Date range for attendance

Refer to the Resume 
Information Gathering 

Activity
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STEP 4 WORK ON EACH SECTION

EDUCATION 

Include:

● School Name
● City and State
● Degree
● (Majors, minors, etc.) 
● Date degree earned
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STEP 4 WORK ON EACH SECTION

EDUCATION 

Optional to Include:

● GPA
● Honors/Awards
● Relevant classes
● Study abroad 
● High school (if you are a college student)
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STEP 4 WORK ON EACH SECTION

STOP AND DRAFT THE EDUCATION SECTION

Refer to the Resume 
Information Gathering 

Activity



Resumes

STEP 4 WORK ON EACH SECTION

WORK EXPERIENCE

● Can have a different title (i.e. Relevant Experience, Experience, Internships)
● Usually after education section, but resumes written in order of importance so your 

judgement call
● Include all jobs in 4-5 year timeframe

Don’t Include:

● Information which doesn’t fit under title.  For example, list a volunteer activity under a 
WORK EXPERIENCE title.

Refer to the Resume 
Information Gathering 

Activity
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STEP 4 WORK ON EACH SECTION

WORK EXPERIENCE

Include:

● Job Title
● Company Name
● City, State
● Date range (month year-month year)
● Bullets about experience
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STEP 4 WORK ON EACH SECTION

WORK EXPERIENCE
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STEP 4 WORK ON EACH SECTION

WORK EXPERIENCE 

Bullet Points:

● 2-4 bullet points
● Start with action verbs
● Interesting content

See Internship Architects Resumes: Bullet Writing course for more on writing bullets
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STEP 4 WORK ON EACH SECTION

STOP AND DRAFT THE WORK EXPERIENCE SECTION

Refer to the Resume 
Information Gathering 

Activity



Resumes

STEP 4 WORK ON EACH SECTION

CO-CURRICULAR ACTIVITIES

● Can have a different title (i.e. Athletics, Campus Involvement, Activities, Leadership)
● Keep ALL formatting consistent, even between sections

Don’t Include:

● Activities that are more than 4 years old (high school activities if a college junior/senior/grad)
● Activities that you marginally participated

Refer to the Resume 
Information Gathering 

Activity
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STEP 4 WORK ON EACH SECTION

CO-CURRICULAR ACTIVITIES

Include:

● Position/Title
● Company/Organization Name
● Location
● Date range (month year-month 

year)
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STEP 4 WORK ON EACH SECTION

CO-CURRICULAR ACTIVITIES 

Optional to Include:

● Bullets describing experiences
● Certain Activities (think about your 

audience and your profile)
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STEP 4 WORK ON EACH SECTION

STOP AND DRAFT THE ACTIVITIES SECTION

Refer to the Resume 
Information Gathering 

Activity
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STEP 4 WORK ON EACH SECTION

CLASS PROJECTS/RESEARCH

● Can have a different header title (i.e. Research)
● Keep ALL formatting consistent even between sections
● Any substantial project, research paper, presentation, group project, case study, academic 

competition, article publication

Don’t Include:

● Too many projects, only major assignments
● Information about the topic, make the content about you

Refer to the Resume 
Information Gathering 

Activity
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STEP 4 WORK ON EACH SECTION

CLASS PROJECTS/RESEARCH

Include:

● Role/Title
● Project Name
● Class Name
● Location/School
● Date range (month year-month year)
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STEP 4 WORK ON EACH SECTION

CLASS PROJECTS/RESEARCH

Optional to Include:

● Bullets describing experiences
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STEP 4 WORK ON EACH SECTION

STOP AND DRAFT THE CLASS PROJECTS SECTION

Refer to the Resume 
Information Gathering 

Activity
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STEP 4 WORK ON EACH SECTION

SKILLS

● Need to be hard/measurable skills 
● Should provide fluency or proficiency level
● Optional section 

Don’t Include:

● Soft skills/competencies (i.e. time management, organization)

Refer to the Resume 
Information Gathering 

Activity
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STEP 4 WORK ON EACH SECTION

SKILLS

Include:

● Skills such as: foreign language, computer, 
programming, science/lab skills

● Proficiency or fluency level (if applicable)
● Particularskills for the career/industry of 

interest
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STEP 4 WORK ON EACH SECTION
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STEP 4 WORK ON EACH SECTION

STOP AND DRAFT THE SKILLS SECTION

Refer to the Resume 
Information Gathering 

Activity
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STEP 4 DRAFT YOUR RESUME

Congratulations! You have a full draft of your 
resume.  

Be sure your resume is complete.  Do you have 
all your experiences on it?

Having all the content is the first step.
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STEP 4 DRAFT YOUR RESUME

It will take a few drafts to finalize it.

You want to make sure it looks and 
sounds good. 
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NEXT STEPS

Step 5: Review, edit and update your resume
Step 6: Continue onto the other Internship Architects courses on 
resumes to improve your resume formatting and bullet writing 



Resumes  

REFLECTION and LESSON COMPLETION

1. Complete the Reflection and Action Steps.
2. Take the quiz to complete this course and move on to the next course.

Thank you for using Internship Architects’ blueprints.

Every great future
begins with a blueprint.


