
Entry Level Resume Guide
useful guidelines

When creating a resume for employment opportunities, think of it as a marketing tool, rather than a simple work history, as it 
is intended to promote you as the perfect candidate.  

Length: With a few rare exceptions, when applying for entry-level positions, limit your resume to one page.

Margin: Make your resume visually attractive. Use white space to allow readers’ eyes to rest. Using .5 to 1.5 inch 
margins is recommended. 

Font: Times New Roman, Arial, or Calibri are most used. A 10 to 12 point font size is recommended.

Consistency: Keep a consistent formatting throughout your resume. If you decide to bold a job title, remember to 
bold ALL job titles. Also make sure bullet points, section headers, dates, etc. line up neatly throughout the page.

Accuracy: All the information on your resume should be 100% error free. Carefully examine your resume and have it 
reviewed and proofread multiple times by different people, double checking grammar, spelling and punctuation.

Use Action Verbs: Begin each bullet point with an action verb (see the Action Verb Handout) that previews the skill 
to be exemplified in a result statement. This allows a potential employer to more easily scan your resume.

Be Clear and Concise: Eliminate the pronoun “I” at the beginning of each bullet point as this is assumed. Avoid 
introductory and wind-up phrases such as “I assisted with...” and “I was assigned to...”

Be Result-Oriented: Employers hire you for your skills and want to read about times when you have successfully 
utilized the skills they are seeking. Describe achievements, rather than listing duties, quantify outcomes whenever 
possible, and be sure to highlight your proficiency in both technical (industry or job function-specific) and soft 
(transferable) skills.

Overall Appearance: Prepare your resume to impress an employer within 30 seconds or less. Make sure that your 
most important information stands out. 

Media Career Service provides resume and cover letter reviews. 
Make your appointment today through Handshake @ Illinois or    

visit us during our drop-in hours.

Media Career Services | 18 Gregory Hall, MC-477 810 South Wright Street, Urbana, IL 61801 
Phone: (217) 244-4329 | Email: media-careerservices@illinois.edu | Web: media.illinois.edu

LinkedIn: 
College of Media at Illinois

Twitter: 
@IllinoisMCS

Pinterest: 
Career Services at Illinois

Instagram: 
@illinoisMCS

 810 South Wright Street  | 119 Gregory Hall  |  Urbana, Illinois 61801



Key Elements of a Successful Resume

Your First and Last Name
Phone Number • Email Address • Street Address • City, State & Zip Code

OBJECTIVE
Create a statement describing or naming the position you are seeking to obtain. You may also include the specific field or area you 
are interested in and the skills and expertise you could contribute to the company. This section is optional and can be omitted or 
substituted with a “Career Highlights” or “Summary of Qualifications” section. If using this section, be specific.

EDUCATION
Institution – City, State                                                                                                                               Graduation Month Year
Write out the full name of your (expected) degree (Bachelor without an “s”); also list Minors and Concentrations
GPA 4.0/4.0 (it is recommended that you include your GPA if it is 3.0 or higher)
Other information to include: Study Abroad, Relevant Coursework, or Academic Awards and Honors

EXPERIENCE, RELEVANT EXPERIENCE, INTERNSHIP/WORK EXPERIENCE [possible titles or headings]
Organization/Company, Your Job Title – City, State                                                              Month Year– Month Year
• The position header above is one example of formatting. Other formats can include using two lines or rearranging the order of 

Organization/Company, Job Title, Location and Dates to emphasize the most important elements.
• You can bold or italicize your title or organization– whichever is more relevant, but be consistent.
• This section should include bulleted accomplishment statements, which provide examples of times you have successfully used 

the skills employers are seeking.
• Start with a strong action verb, then follow with an explanation of what you were doing, describe how you did it, and, when 

possible, include any outcomes that you achieved. Remember, statements should ultimately convey your proficiency in one or 
more skill sets of interest to the employer by way of providing an example of when you have used them.

• Consider the following questions to help you create more effective bullet points: What was the result/outcome of your work? Do 
you have any quantifiable data to include? What were your accomplishments? How did you help the organization? What skills/
knowledge did you enhance? How does this experience relate to your internship/employment goal?

Organization/Company, Your Job Title – City, State                                                                 Month Year– Month Year
• Bulleted statements should be in the proper tense (past or present tense) and use consistent grammar and punctuation.
• Be specific by including quantity, frequency, population and impact of your work, whenever possible.
• Make sure your resume is easy to read and not too text heavy. Avoid using colors, multiple fonts, pictures, being too brief or 

making it too dense. Make it your own, but be professional.

ADDITIONAL EXPERIENCE, LEADERSHIP, HONORS, ACTIVITIES, COMMUNITY SERVICE, VOLUNTEER, 
PROFESSIONAL DEVELOPMENT [possible titles or headings]
Organization/Company, Your Job Title– City, State                                                             Month Year– Month Year
• Using multiple experience sections is optional and allows you to emphasize (by placing it closer to the top) your most relevant or 

recent experience. Experiences within a section should be listed in reverse chronological order.
• Positions within this section should be formatted like previous experience sections, but may or may not include bullet points.
• In an additional experience section, you can include work experiences that may not be directly related to the job you are applying 

to, but add to your credibility by exemplifying a progressive work history and transferable skills. 
• Emphasize your transferable skills, those that can be taken from one experience and applied elsewhere. 

Organization, Your Role (e.g. Member, President, Honoree, or Presenter ) – City, State                       Month Year– Month Year
• This section can also be an opportunity to share your experiences as a leader or for an honor received, community involvement, 

professional development activities or membership in organizations. As illustrated, replace “job title” with the role you played.
• Including bullet points is optional, depending on what you wish to convey to a potential employer.

(ADDITIONAL) SKILLS [List skills that are testable and concrete. Soft skills such as communication, organizational and interpersonal 
skills should not be listed here, but rather incorporated into your bulleted accomplishment statements above.]
Technology: Try to include programs that would not be assumed based on education and include your proficiency level. 
For example: Advanced user of Microsoft Office Suite, including Outlook, Excel and PowerPoint, as well as Adobe Photoshop
Language: For example: Native in English; Proficient in oral and written German; Beginner knowledge in Chinese
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