
Every great future
begins with a blueprint.



LISStudent Blueprint:
PROFILE AND USE
Telling Your Story

Resumes: Formatting



Resumes   

Did you ever wonder or ask:

What is a resume?
What is the purpose of a resume?
Do people really read resumes?
What should a resume look like?



Resumes 

The answers are:

Q: What is a resume?
A:  A resume is a professional, factual document that provides information 
about your experiences and most importantly about your skills

Q:  What is the purpose of a resume?
A:  To provide information about you and what you can do.  It is not just a 
list of past experiences; it is to promote your skills. The goal is to get you an 
interview.



Resumes   

The answers are:

Q: Do people really read resumes?
A: People want to easily gather information from a resume.  They start by 
scanning it, but with additional review, they read it more carefully.

Q:  What should a resume look like?
A:  A professional document, divided into sections.  A “traditional” resume is 
black text, simple layout (no columns). A “stylized” resume has columns and 
graphics.  Internship Architects  recommends a traditional resume.



Resumes  

Internship Architects is going to focus on the traditional resume. 

Traditional Stylized

Always accepted Seen as trendy

Read by scanners, bots, AI Can’t be read by scanners, bots, AI

Looks traditional Looks contemporary

Good for humans and bots Good for humans only

Upload or send/hand to someone Send/hand to someone (not uploaded)



Traditional Stylized



Resumes  

WHAT ARE EMPLOYERS LOOKING FOR IN A RESUME?

● A well-organized document
● Clean and professional with solid visual appeal
● Divided into sections with entries to quickly scan education 

and experiences
● Focuses on your career readiness competencies
● Demonstrates attention to detail (consistency)
● Allows them to learn about you



Resumes 

TRADITIONAL RESUME WRITING BEST PRACTICES

● No more than 1 page for students or recent graduates
● Equal margins on all 4 sides, no less than .5”
● No columns, header/footers, graphics, icons
● Professional font: Times New Roman, Arial, Calibri, Aptos 
● 10-12 point font (name can be slightly bigger)
● Only black font (writing in white font does not work)
● Some standard font enhancements like bold, italics, underline 
● Use section headings to organize content
● Entries within a section must be in reverse chronological by the end date (most recent first)
● Consistency, consistency, consistency with all formatting



Resumes  

TRADITIONAL RESUME WRITING BEST PRACTICES

Some things NOT to do:

● Don’t use nicknames, use your formal name
● Don’t forget to include your name, email and phone number at the top
● Don’t state “references available” or list references on the resume
● Don’t use paragraphs
● Don’t have any information that isn’t supportive of you (for example a GPA below a 3.0)
● Don’t have any errors
● Don’t have AI (or someone else) write your resume



Resumes  

RESUME ACTIVITY

You are going to review a resume.

Think like a recruiter.  Review this applicant’s resume, what do you think of it? How 
does it look? What do you learn about the person? Would you want to interview her?

hi



Resumes  

RESUME ACTIVITY

Open Anita Job’s resume and review it.  Make notes regarding the things she should do differently.  

https://docs.google.com/document/d/1m_YXuBRlZ_PAZsYbV2Cm5m4UUxRCP-JaE1afysZ80Ok/edit?usp=sharing




Resumes 

RESUME FORMATTING

What did you think of Anita Job’s resume?  Did you find any errors on it?

Would you have interviewed her based on this resume?  

Hopefully your answer was no.  There was quite a bit wrong with her resume.

Don’t be like Anita, pay attention to your resume formatting!  It is very important.



Not so 
Good

GOOD



Review the comments on this 
Google Doc to see ALL of the 
areas of improvement Anita 
made to get her resume 
looking like this!

This one is 
better? 

But why?

https://docs.google.com/document/d/1T_XhjM2l323eaoPA-Myx07XDHEO6u8e4oTpN_igffbM/edit?usp=sharing


Review the comments on this 
Google Doc to see ALL of the 
areas of improvement Anita 
made to get her resume 
looking like this!

● Looks better
● Consistency with formatting
● Contact information-appropriate and complete
● Contains the necessary elements
● Education section first since a student
● Reverse chronological order used
● Better written bullets

https://docs.google.com/document/d/1T_XhjM2l323eaoPA-Myx07XDHEO6u8e4oTpN_igffbM/edit?usp=sharing


Not so 
Good

GOOD



Resumes

RESUME FORMATTING

Formatting is VERY important.  

A well formatted resume will:

● Get read, a disorganized resume will not!
● Allows the reader to easily scan to glean information
● Is ATS friendly
● Portrays a professional image

 



Resumes

YOUR RESUME

If you haven’t written a resume, STOP.  

Draft your resume before continuing with this lesson! 

Take Internship Architects’ Resumes: Drafting course.

If you have a resume proceed with this course.



Resumes

YOUR RESUME

Open your resume or print it and look at.  Take some time to review it.  Does it look like 
Anita’s before or after?  

 Look at it with an objective eye, act like a hiring manager.  How does it look?  Does it 
follow the guidelines presented earlier? Are there any areas of improvement?



Resumes

YOUR RESUME

REVIEW YOUR RESUME!



Resumes   

YOUR RESUME

How did it look?  Does it need some updates?

That’s what the rest of the course will do. 



Resumes 

RESUME FORMATTING CHECKLIST

Internship Architects has assembled a Resume Formatting Checklist.  Please open or print this 
document.

Keep the copy of your resume open or the printed copy around as well.

For the rest of this course, have both your resume and the Resume Formatting Checklist.  You will 
be referring to both. It is best if you have both the checklist and your resume printed, but you can 
have them is separate tabs.  

https://docs.google.com/document/d/1Wv26FrFeWi4skghyfh9amMlYV5a_25iAA9-UdDVah6k/edit?usp=sharing
https://docs.google.com/document/d/1Wv26FrFeWi4skghyfh9amMlYV5a_25iAA9-UdDVah6k/edit?usp=sharing


Resumes   

COURSE
The rest of this course is meant to be a workshop.  You will be evaluating and 
correcting your resume as you proceed through the course.  The course will 
focus on one section of the resume at a time.

● Watch the video for a section
● Pause the video 
● Use the Resume Formatting Checklist and Analyze that section of your 

resume
● Note corrections to be made, or make the necessary changes



Resumes   

COURSE

Process: Continued

● Return to the video
● Repeat the process
● At the conclusion, you will have updated your resume, making sure it is 

ATS friendly



Resumes   

COURSE

Review your resume thoroughly!  Remember you want your resume to be read by both ATS and 
humans.  If it doesn’t look good, the employers won’t bother to read it and the ATS won’t be able to 
read it.

Let’s begin!



Resumes

 CONTACT INFORMATION SECTION

❏ Formal/legal name, first and last name
❏ One phone number listed
❏ One “professional” email address
❏ If including any location information 

include only city and state (optional)
❏ All information together at the top of 

the page
❏ If including a portfolio or LinkedIn link, 

it is customized
❏ No personal information included



Resumes

 CONTACT INFORMATION SECTION

● Your name can be a slightly larger 
font and bolded

● Location; LinkedIn, or other links to 
portfolios are all optional

● Can be formatted as you like



Resumes

STOP: REVIEW AND CORRECT THE CONTACT INFORMATION SECTION



Resumes

EDUCATION SECTION

❏ First section of the resume
❏ Institution’s full name (no abbreviations), 

City, State
❏ Correct degree listed (ie. BS or Bachelor of 

Science, High School Diploma) 
❏ Include all majors, minors, certifications, 

concentrations (If applicable)
❏ Month and year of graduation (preceded 

with expected or anticipated if not yet 
graduated)

❏ High school information in same formatting 
(only include if underclassmen in college)

❏ Only list schools where degrees were or will be 
earned, except for study abroad 

❏ If studied abroad, listed with same formatting
❏ If a GPA is listed, it’s over 3.0



Resumes

EDUCATION SECTION

● GPA, Honors, Awards, Relevant 
Courses are optional 

● Font enhancements of your 
choice

● College first, then high school 
(if including)



Resumes

STOP: REVIEW AND CORRECT THE EDUCATION SECTION



Resumes

WORK EXPERIENCE 

❏ Section header accurately reflects 
content of entries (ie Work experience 
doesn’t include volunteer work)

❏ Each entry includes: title/position, 
company/organization, city, state, date 
range with month year - month year

❏ Reverse chronological order by end 
date (newest to oldest)

❏ Uses bullet points to describe skills 
utilized

❏ Bullets start with strong action verbs



Resumes

WORK EXPERIENCE Continued

❏ No action verbs repeated
❏ Bullets are 1-2 lines long
❏ All experiences in a section have bullets 
❏ There are 2-6 bullets/entry

W

❏ All verbs are in present (administer) if 
still in position or past (administered) if 
no longer in the past; no -ing form of 
verbs (administering) used

❏ No pronouns



Resumes

WORK EXPERIENCE 

● Can include any jobs including: 
on-campus or work study, part time, 
full time, internships (paid or unpaid)

● Include the career readiness 
competencies into bullet content

● Formatting is consistent



Resumes

STOP: REVIEW AND CORRECT THE EXPERIENCE SECTION



Resumes

ADDITIONAL SECTIONS

This can include: 
● Skills: hard skills like computer or 

foreign language, lab skills
● Class projects or Research: research 

papers, thesis, group projects, 
academic competitions, 

● Activities: clubs/organizations, 
volunteer work

● Athletics
● Honors/awards: Dean’s list, 

department honors, honor societies, 
awards



Resumes

ADDITIONAL SECTIONS

For any of these sections:
❏ Section header accurately reflects content of 

entries

❏ Each entry includes: title/position, 
company/organization, city, state, date 
range with month year - month year

❏ Same formatting as other sections
❏ All experiences in a section have bullets 

or none have bullets



Resumes

ADDITIONAL SECTIONS Continued

❏ Reverse chronological order by end date 
(newest to oldest)

❏ If bullets, start with action verbs and are 
1-2 lines long

❏ If listing skills, do NOT include soft skills
❏ If listing skills include proficiency level (if 

applicable
❏ Do not include hobbies



Resumes

STOP: REVIEW AND CORRECT YOUR OTHER SECTIONS



Resumes

SET UP and GRAMMAR

❏ Don’t use a template
❏ Don’t use a header and/or footer on the 

document
❏ One page in length, mostly fills the page
❏ No paragraphs used
❏ No typos, grammatical errors, punctuation 

mistakes
❏ No personal pronouns used (I, me, he, she, they, 

them, our, theirs…)
❏ Spacing is even/consistent
❏ All sections, bullets, texts are aligned



Resumes

SET UP and GRAMMAR Continued

❏ Periods at the end of bullets are optional, 
but all or none

❏ Professional font 10-12 points
❏ Even margins that aren’t very large or very 

small
❏ Sections and Headings used
❏ ALL formatting is consistent throughout the 

entire document
❏ Months may be abbreviated, but all or none
❏ Within each section, reverse chronological 

order is used (newest to oldest)



Resumes

SET UP and GRAMMAR Continued

❏ No columns or other design elements like graphics, icons, 
colored font, pictures

❏ No references listed or a line that says “references available 
upon request”

Does it look polished and professional?



Resumes

STOP: REVIEW AND CORRECT YOUR ENTIRE RESUME



Resumes  

RESUME FORMATTING CHECKLIST

Congratulations!  You now have a correctly formatted resume that is easily readable to both 
humans and ATS.

It’s really important to get the formatting right because:

● Employers are reviewing potentially hundreds of resumes to choose approximately 5 to 
interview.  Thus, they are looking for reasons to put someone’s resume in the no pile.

● Application Tracking Systems are reviewing your resume first and improper formatting can 
easily upset the bot, rendering your resume un-reviewed.



Resumes  

RESUME FORMATTING CHECKLIST

Did you find anything to correct on your resume? 

If you didn’t make the corrections as you went, remember to do so!

It’s really important to get the formatting right 



Resumes  

RESUME FORMATTING CHECKLIST

Your resume now looks good!  

This is the easy part of writing a resume. Next up, Internship Architects’ Resumes: Bullet Writing 
lesson to learn how to make your resume sound good!



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.


