
RESUME TIPS 
 
Red text = example 
 

1.​ MUST HAVES 
a.​ First and last name 

i.​ Holly Norman or Holly M. Norman 
1.​ Pick one and stick with it! 

b.​ Education (university + degree title + expected graduation if applicable) 
i.​ BS in Microbiology- Clinical Laboratory Science and Public Health 

1.​ Can also be B.S., Bsc, or B.Sc. or you can spell out Bachelor of 
Science. If you haven’t declared BS or BA yet, you can say 
“Major”. 

2.​ Do not abbreviate your degree title (for example: CLS instead of 
Clinical Laboratory Science or PH instead of Public Health). 

ii.​ Minors in Chemistry and Honors Interdisciplinary Studies 
iii.​ Expected graduation: May 2019 

1.​ Once you graduate, you do not need to have your graduation year 
on your resume. 

2.​ If you put your expected graduation date or year of schooling in 
your professional summary you do not need to include it again 
anywhere on your resume. 

c.​ Contact information 
i.​ Email, phone number, preferred mailing address*  

1.​ *if you want, sometimes I don’t include an address, it just depends 
on what you're comfortable with! 

2.​ Keep all of this info somewhere towards the top of your resume. 
 

2.​ SECTION TITLES + TIPS 
a.​ Professional Summary 

i.​ A sentence or two at the top of your resume that explains who you are and 
what your goals are. 

1.​ This is not necessary if your resume will be reviewed by someone 
you have recent work history with, or if you need extra space on 
your resume for more relevant information.  

ii.​ Can be titled 
1.​ Professional Summary 
2.​ Statement of Purpose 
3.​ Summary 



4.​ Purpose 
5.​ About 
6.​ About Me 

iii.​ Titles vary based on personal preference. My general advice is for more 
professional opportunities use options 1 or 2, but for a casual job at a 
coffee shop or applying to be a camp counselor, use option 5 or 6! Options 
3 and 4 can be used in any circumstance. You can also not title this and 
just have it at the top of your resume. 

1.​ Examples of professional summaries 
a.​ Motivated biosciences graduate with 3 years experience in 

bacteriophage research, looking to gain knowledge in 
bioinformatics and data analysis.  

b.​ Reliable third year biochemistry student eager to contribute 
to research projects in environmental science.  

c.​ Enthusiastic second year chemistry student looking to gain 
experience in a hospital setting.  

d.​ Organized and detail-oriented microbiology graduate, 
prepared to excel in a lab technician role requiring strong 
aseptic and PCR techniques. 

iv.​ General tips for professional summaries 
1.​ Change it to be specific to the job you’re applying for 
2.​ Keep it brief 
3.​ Do not use I/me 

 
b.​ Professional Experience 

i.​ Can also be titled  
1.​ Work Experience 
2.​ Work History 
3.​ Professional History 
4.​ Experience 
5.​ History 

ii.​ Put all your relevant and recent work experience in this section. 
1.​ Nothing from high school unless you’re a 1st or 2nd year college 

student.  
2.​ Don’t include jobs that the person reading your resume wouldn’t 

care about. 
a.​ For example, if you’re applying to work in a lab as a data 

analyst, they don’t care if you were a waitress 2 years ago. 
3.​ Include dates during which you held those positions. 



4.​ DO NOT JUST LIST JOBS AND POSITIONS, include bullet 
point descriptions of what you did! 

a.​ Use present tense for work descriptions for positions you 
currently hold, and past tense for those you do not. 

b.​ Descriptions should be as specific as possible! Don’t put 
“managed a team of interns”, put “mentored 4 other 
undergraduate students who assisted with sample collection 
for a 3 month research project.” Always include numbers 
when possible! 

c.​ Involvements and Achievements  
i.​ Typically the last section on your resume, includes extra curriculars, 

volunteer work, awards, scholarships, certifications, etc. 
ii.​ Can also be titled (choose based on what your section includes most of) 

1.​ Campus Involvement  
2.​ Volunteer Work 
3.​ Extra Curricular Activities 
4.​ Honors and Awards  
5.​ Certifications  
6.​ Publications   
7.​ Achievements  

iii.​ I've also seen people call this section “affiliations”, but I believe that 
belittles your involvement, making it look like you’re a minimally 
participating member of something when you might be much more than 
that! 

iv.​ Be sure to include any leadership positions you may have held. 
v.​ This is a great section to include being on the dean's list if you’d like! 

 
3.​ OTHER TIPS 

a.​ Spell/grammar check your resume!  
b.​ Including your headshot is a choice that varies out of personal preference. My 

general advice would be that for a professional scientific opportunity, do not 
include your headshot. However, it might be appropriate to include your headshot 
for a more casual or social opportunity. 

c.​ Including your GPA is also up to your personal preference. I’ve never had anyone 
ask me for my GPA and I have never included it on my resumes. If there is a 
minimum GPA requirement for something, maybe include it IF there is no 
external application that asks for your transcript, but otherwise it’s not needed. 

d.​ Your resume should be one page only. 



e.​ If you have space to include a “skills” section, go for it! It’s definitely not 
necessary though if your work descriptions are detailed enough.  

f.​ Always send your resumes as pdfs when sending them electronically, and include 
your name or initials in the file name. 

 
EXAMPLE RESUME: 
 
Below is an example resume of my resume! This resume was sent to a mentor of mine for a 
public speaking opportunity at a university donor dinner. So, I included my headshot, no 
professional summary, added in my study abroad experiences and campus involvement (things I 
know I would include in my speech if chosen), and highlighted the grants and scholarships I’ve 
received that I could directly thank donors for funding.  
 



 
 



If I were to use this resume for an academic research lab position, I would remove my headshot, 
replace the study abroad section with my research publication citations, and swap out the two 
study abroad scholarships (in “Honors and Awards”) for conferences where I presented my 
research. I would also add a statement of purpose along the top explaining why I am applying for 
a new position when I have already been in a research lab for several years! Something like: 
Experienced bacteriophage researcher seeking new opportunities in environmental science. 
 
 
 
 
 
 
 
 

 
 
 


