
 

Place “Honors” and “Activities” in 
Education, unless including non-
academic items.  Then create a separate 
“Honors & Activities” section. 

Heading:  Use the name you go by.  
List a “Permanent Address” for a 
geographic tie. Make sure your phone 
number and e-mail are current! 

Reverse 
chronology is 
typical order. 

“Experience” is 
broader than 
“Employment.” 
Includes volunteer, 
externships, etc. 

Education: 
List degrees in reverse 
chronology. 
Only list degree-
awarding institutions, 
unless it establishes a 
geographic tie. 

Brief, active 
discussion of top 
responsibilities. 

Definitely include 
language skills.  Possible 
levels: “Basic knowledge 
of ,” “Conversational”, 
“Proficient,” or “Fluent.” 

Hobbies are great for 
interviews.  Include if space 
allows, but jettison if lines are 
needed for Education or 
Experience sections.

Never include illegal  
hiring considerations (age, 

weight, marital  
status, etc.)!


