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    DO make sure your name is the  
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most visible section of your resume. 
Emphasize it by increasing the size or 
using bold format. Your name should 
be followed by your phone number and 
email address. 
DON'T include your home address.

DO use an objective to let the 
employer know what you want 
to do. I.E. Are you looking for an 
internship or career position? 
DON'T use more than two or 
three sentences to explain this. Be 
brief and concise.

DO list your degree first along 
with your expected graduation 
date. DO make sure to list the 
name of the university correctly. 
DON'T list the schools you 
attended but did not receive a 
degree. 

DO list technical and personal 
skills. DON'T over-use big 
words.

 DO    include the name of the company,    
the position, and the dates. A brief 
description of your duties should also 
be included. DON'T include jobs that 
are more than five years old unless 
they are relevant to the position which 
you are applying.

DO list campus and 
community involvement.

DO watch your margins. All 
dates should be right side 
justified. DO use only one type of 
font. You may use different sizes, 
but DON'T exceed two. DON'T 
use more than two colors of ink.

DO make sure to include one or  
two projects. Be specific in your roll 
if it was a group project. DON'T 
leave out the details. If the project 
included the use of software or 
specialized tools, be sure to include 
it.

For more information please visit: 
career.ecs.csus.edu

(916) 278-6756
Santa Clara Hall 1204 
Career@ecs.csus.edu




