
NUTS & BOLTS OF A RESUME 
 

1. Heading:  Tell employers where they can reach you.  At the top of the page, type 
your full name, mailing address, telephone or cell phone number with area code, and 
e-mail address if you have one. 

 
2. Job Objective: (OPTIONAL) In one short sentence, tell what kind of work you are 

looking for, e.g. “Seeking full-time position in…”  If you have no experience, state 
that you are “Seeking a full-time entry-level position in…” 

 
3. Education:  Show that you are capable of learning.  Include any apprentice training, 

on-the-job training, special workshops, seminars, military training, self-study, and 
colleges you have attended.  Start with your most recent school or program.  Give the 
school’s name, the school’s city-state address, the degree or certificate awarded, and 
the date of completion. If relevant, list a few of the courses you took that would help 
you to get the job. 

 
4. Skills and Abilities: (OPTIONAL) List relevant skills and abilities.  Include specific 

examples that relate to what you are applying for, e.g. “Microsoft Publisher”, “Web 
Page Design”  

 
5. Work Experience:  If you have never worked a day in your life, show your experience 

through the skills and abilities section.  If you do have some work experience – full-
time, part-time, casual, civic, volunteer, or charitable – put it in your resume.  Start 
with your most recent employer.  Give your job title, the name of the company, the 
company’s city-state address, and length of employment (if you are still employed 
there, state “Present”).  Under that information, bullet specific duties and 
achievements. 

 
6. Military Service:  If you served in the armed forces, put it in your resume.  Give your 

date of separation, your highest rank and rate, and your branch of service.  Include 
your security clearance, special assignments, and decorations.  List technical and on-
the-job training under “Education.”  Put duty stations under “Work Experiences.” 

 
7. Personal: (OPTIONAL) This can be a place to mention your special talents, skills, 

interests, accomplishments, or experiences.  You can call this section “Interests”, 
“Hobbies”, etc. You should not include your age, sex, race, marital status, family size, 
or handicaps.  Employers cannot legally ask for this information.  


