
Resume Q & A
common issues and helpful advice

What is a resume?
• A resume is a document that is used to outline your experiences – professional, academic, extracurricular – and the 

skills you have acquired as a result. Think of your resume as marketing yourself: an impressive resume should make its 
readers want to meet you. 

• Your resume’s impact originates from both the details you choose to include and the way you write about them. A 
person with limited experience but strong writing skills can put together a resume as compelling as a person who writes 
about their rich experiences in an ineffective way.

Is it time to write my resume?
• Yes! A resume is a work in progress, and students who start early have the benefit of improving and refining the 

document over time. Students need to keep their resume updated to reflect current experiences so that it is available 
when needed. Students are encouraged to begin the process immediately. You never know when and where your 
resume will be needed.

Is there such a thing as a “correct” resume?
• No. There’s no right or wrong when it comes to resume content, format and style. Each resume is as unique as the 

individual it represents. It is up to you to select the appropriate content that best highlights your skills for the employment 
you hope to acquire, and then effectively communicate your qualifications in a format that is clear and easy to read.

Should my resume include everything I have done?
• Not necessarily. Note that a potential employer typically spends around only 30 seconds when initially reviewing a 

resume. Therefore, it is important to select experiences carefully that emphasize the skills most relevant to the desired 
position. As you make your choices, remember to stress quality over quantity and make it fit on one page.

How should I decide what to put on my resume?
• First, focus on the skills and attributes that you can bring to this specific position or company. Consider the perspective 

of the potential employer, and what he or she would desire in the ideal candidate for the position. To be better prepared, 
make sure to research for more information about the position and the company culture.

• Next, reflect upon specific experiences from your college and employment history that demonstrate how you have 
gained and refined skills that will transfer to the job you desire. 

• Finally, customize your resume for different job categories. This gives potential employers the impression that you have 
indeed carefully selected the most relevant experiences that portray you as the best choice.

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

or visit us during drop-in hours.
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Hints of Professionalism
• Convey your overall competence through content, as well as attention to detail. Proofread carefully to ensure perfect 

spelling and grammar. A well-written resume is a must-have.
• Have your resume reviewed multiple times to attain varied insights and draw from multiple perspectives, to create your 

best possible resume.
• Avoid the first and third person pronouns such as “I,” “he” or “she.”
• Keep verb tenses consistent throughout the document. Use present tense for current activities and employment and past 

tense for activities and employment not currently held. 
• Refrain from using slang, jargon, overused expressions and anything that may confuse the potential employer. It is 

important to spell out all acronyms the first time they are used, followed by the acronym in parentheses. Thereafter, in the 
same document, you may use the acronym alone.

Approaches to Appearance
• As you format your resume, distribute the content evenly on the page. Take advantage of white space, using it as a 

mechanism to appropriately convey emphasis and organization to your information and skills.
• Be consistent with alignment. For example, you may consider having all of the dates of your education, employment and 

activities flush to the right. Appropriately use left, center and right alignment.
• Bold, underline and italics can be used to emphasize the different aspects of your resume such as headings and titles. 

Remember to use consistently throughout your resume and cover letter, but be wary of overuse.
• Traditional one-page resumes are the most common. Rather than being creative in the design and format of your resume, 

demonstrate your creativity in the content you choose and via your eportfolio. However, when applying for positions in a 
very creative field, such as graphic design or copy writing, using a creative resume may be acceptable. You must keep in 
mind the audience you are marketing yourself to. 

Creative Resume

Considerations for Your Readers
• Use concise statements to clearly articulate your relevant experiences. This will capture the interest of your reader and 

motivate him or her to read your resume more carefully.
• Rather than complete sentences, phrases are generally more effective to help the potential employer easily understand 

your experiences.
• Use a variety of active action verbs to bring your skills and experiences to life. Avoid using each verb or adjective more than 

once. (See the Action Verb Handout)
• Do your homework! Investigate each potential employer and consider any preferences for length, format and content. Be 

sure to follow special instructions for supplemental application materials. You should only send additional materials if asked. 
• A well-written cover letter should be included with each resume you send, unless otherwise stated. The cover letter is your 

mechanism to introduce yourself to the potential employer as well as further display your written communication skills.
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CON
• Many companies still prefer traditional resumes 

and their keyword search engines have difficulty 
determining your accomplishments

• Graphics, visuals, colors and shapes may not be  
necessary and could be a distraction for employers

• Difficult for recruiters to input your information into the 
candidate management system

PRO
• Creatively display your skills and qualification, 

particularly in creative industries
• Allows personalization to match a company’s theme 

colors or create a specific brand using visual elements
• Trendy and new formats show a potential employer that 

you can adapt and learn new technologies quickly

LinkedIn: 
College of Media at Illinois

Twitter: 
@IllinoisMCS

Pinterest: 
Career Services at Illinois

Instagram: 
@illinoisMCS
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