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• Career Services has a lot of GREAT information 
about making your resume. 

• A Resume can be thought of as a summary of your 
educational history, skills, and work experience. Its 
primary purpose is to impress potential employers 
and get you an interview. Your resume may be your 
only chance to convince an employer to interview 
you. Therefore, you should put time into making 
your resume as strong as possible.

• Make sure to proofread your resume. Typos are a 
quick way for your resume to be dropped from 
further consideration. Consider having multiple 
people proof read and evaluate your resume. If you 
know someone who regularly evaluates resumes, 
make sure to ask them to review yours. 

http://career.ucf.edu/resumes
https://drive.google.com/file/d/0Bz5EjG2xJYU0a0NCWU13RTFaNGs/view


• Some General Requirements:
– Communicate your more relevant point first
– Write clearly, concisely, and so that the resume is easy to read
– Ensure your resume is free of spelling and grammatical errors
– Don’t change verbal tense throughout the resume 
– Make sure all the information is true
– Include no negative information 
– Ensure a Neat and professional appearance
– Keep at 1 page, 10 to 12 font
– Don’t include "I" in your resume. It’s obvious that the resume is about you, 

and you waste a lot of space by including "I" throughout your resume
– Organize the resume in such a way that it can be read in 20-30 seconds
– Don’t write in complete sentences but instead use bullets and telegraphic 

phrases that begin with action words specific to what you did. Check out these 
Action Words to assist you in summarizing your experience.

• Example 1: Good Example 
– Established procedures to improve office efficiency.
– Maintained payroll and tax records. 
– Communicated with customers personally and by correspondence.

• Example 2: Weaker Example 
– Established procedures to improve office efficiency, maintained 

payroll and tax records, and communicated with customers 
personally and by correspondence

Presenter
Presentation Notes
You are marketing yourself, make sure you sound good! Don’t leave out any experiences that might be useful! 

http://career.opcd.wfu.edu/files/2011/05/Action-Verbs-for-Resumes.pdf


2 Main Types of Resumes

• Chronological- Most common, lists jobs in 
chronological order with the most recent position 
first. We will focus on this resume for the course

• Functional- Focuses on relevant skills and 
experiences, not dates. This is for career changers 
or for those who haven’t had relevant experience 
in a long time. This doesn’t usually apply to most 
students. Since this isn’t as typical, it maybe 
harder for an employer to read 



Layout of a Chronological Resume
• Here is an example from UCF Career Services.
• First you will have a header with your name and contact 

information (you want the employer to get a hold of you, 
right?)

• Since you’re a current student, you will likely have your 
Education at the top

• You will want to include Relevant Experiences in 
chronological order (most recent listed first) that could be 
broken into Research Experience, Teaching Experience, 
Professional Experience, or Volunteer Experience 

• Include Skills like computer and language
• Include Professional Memberships
• Can also include relevant training, certifications, or 

anything else that you think is going to be important for the 
employer to know

Presenter
Presentation Notes
I highly recommend that you do NOT use a premade resume. They are harder to edit for the future.I also believe the Objectives are outdated, so I don’t recommend including one. 

https://drive.google.com/file/d/0Bz5EjG2xJYU0a0NCWU13RTFaNGs/view


Header

• Name and contact information that is easy to 
read including a reliable address, phone 
number, and a professional email address that 
you actually check regularly (no 
“kittybaby@gmail.com” please) 

Example 1: 

Ima Knight
12345 Address Lane

407-823-UCF
imaknight@knights.ucf.edu

Example 2: 

Ima Knight
12345 Address Lane ● 407-823-UCF

imaknight@knights.ucf.edu



Education
• This section will include the degree your currently seeking, and 

can include an AA degree that you’ve received if you have a great 
GPA and if it’s a specialty AA like Psychology. Once you graduate, 
take the AA part off…

• Highlight your track by adding a line underneath Psychology B.S. 
(or Bachelor’s of Science in Psychology) 
– If you don’t have a track, do not include anything. You can always add a list of 

Relevant Courses to highlight courses in specific areas 
• Include your GPA if it’s 3.0 or higher (if you don’t include it, it is 

assumed that it’s under 3.0).  
• GPA is important not just for graduate school, but careers too! 

• Example:

EDUCATION
University of Central Florida                                                   Orlando, FL
Psychology B.S.                                                                           May 2020
Track in Industrial/Organizational Psychology
Overall GPA: 3.2 

Presenter
Presentation Notes
HIGH SCHOOL INFO (and experiences) SHOULD NOT BE ON YOUR RESUME 



Education (cont)
• You can also include Honors and Awards related to your education. This is 

a good spot for you to put scholarships, or even study abroad 
opportunities

• You could include Relevant Coursework, though most jobs will ask for 
your transcripts, so this won’t be needed. It’s a good space filler, though. 

• Example: 
EDUCATION
University of Central Florida                                                   Orlando, FL
Psychology Bachelor of Science                                               May 2020
Track in Clinical Psychology
Overall GPA: 3.2 
HONORS & AWARDS

• Florida Bright Futures Academic Scholar
• Cross Cultural Study Abroad, Summer 2018

RELEVANT COURSES
• Academic Counseling • Interviewing & Counseling

• Group Psychotherapy • Cross-Cultural Psychology



Relevant Experience
• You can break this into what is more relevant to the position instead of what is more recent. 

Use Action words and bullets. Include as many concrete facts, numbers, and figures. Do not 
leave out any awards or recognitions

• Example:
RESEARCH EXPERIENCE
STAR Lab, Dr. Jeffrey Bedwell Orlando, FL 
Research Assistant                                              May 2018- Present

• Assisted 1 participant at a time with EEG machinery
• Coded study data into SPSS
• Reviewed and summarized 5-10 articles weekly

TEACHING EXPERIENCE
SOP 3004 Social Psychology, Dr. Alisha Janowsky               Orlando, FL 
Teaching Assistant                                                 Aug. 2017- May 2018

• Proctored during exams to discourage cheating in classroom of 300 students
• Facilitated 4 review sessions for 20- 30 students
• Graded 300 exams with scantron machine

ADDITIONAL EXPERIENCE
Movie Theater                                                                         Orlando, FL 
Customer Service                                                     Aug. 2014- Present

• Assisted customers with their movie going experience
• Awarded Employee of the Month Jan. 2015



Skills

• Include skills that are measureable. Stay away 
from “soft skills” like “interpersonal”, 
“communication”, and “team player”. Although 
these are important, they will be portrayed in 
your cover letter, interview, and bullet points

• Example:
SKILLS
• Language: Conversational Japanese
• Computer: Microsoft Office, Statistical Package for 

Social Sciences (SPSS) 

Presenter
Presentation Notes
If you know how to use Microsoft Office or at least Word, INCLUDE IT! Employers may assume you do not if it’s not included. DO NOT INCLUDE LANGUAGE IF YOU’RE NOT PREPARED TO SPEAK IT IN YOUR INTERVIEW. Don’t bother including words per minute unless you’re expected to type a lot….



Other…..

• You can include other sections such as:
PROFESSIONAL MEMBERSHIPS

• PSI CHI International Honor Society    Aug. 2014- Present
• Psychological Society                             Aug. 2015- Present

PROFESSIONAL TRAINING
• FERPA (Family Educational Rights Privacy Act) Trained
• CITI (Collaborative Institutional Training Initiative) Trained

Presenter
Presentation Notes
If you’re a leader in a membership, that could go under Relevant Experience



Additional tips:
• Start from scratch- do not use a template, but use an 

empty word doc so you can build and edit to your liking for 
years to come.

• Have everyone look at it to critique! Family, friends, 
supervisors, and coworkers might have some insight. You 
design and create your resume that you think puts your 
best image of yourself out there. Everyone will tell you 
different ways- but you decide which is the best way to 
represent and market you!

• Have a starter resume that includes EVERYTHING you've 
done- it can be several pages long. Copy and paste from 
this resume only the specific and important items into a 
new document resume that you will actually submit to the 
job. You will have several different resumes per job you're 
applying to.

• Save your resume as a pdf before uploading it online! 



Ima Knight
12345 Address Lane

407-823-UCF
imaknight@knights.ucf.edu

EDUCATION
University of Central Florida                                                               Orlando, FL
Psychology B.S.                                                                                       May 2020
Track in Industrial/Organizational Psychology
Overall GPA: 3.2 
HONORS & AWARDS

• Florida Bright Futures Academic Scholar
• Cross Cultural Study Abroad, Summer 2017

RESEARCH EXPERIENCE
STAR Lab, Dr. Jeffrey Bedwell Orlando, FL 
Research Assistant                                                               May 2018- Present

• Assisted 1 participant at a time with EEG machinery
• Coded study data into SPSS
• Reviewed and summarized 5-10 articles weekly

TEACHING EXPERIENCE
SOP 3004 Social Psychology, Dr. Alisha Janowsky                          Orlando, FL 
Teaching Assistant                                                              Aug. 2017- May 2018

• Proctored during  exams to discourage cheating in classroom of 300 
students

• Facilitated 4 review sessions for 20- 30 students
• Graded 300 exams with scantron machine

ADDITIONAL EXPERIENCE
Movie Theater                                                                                    Orlando, FL 
Customer Service                                                                   Aug. 2015- Present

• Assisted customers with their movie going experience
• Awarded Employee of the Month Jan. 2015

SKILLS
• Language: Conversational Japanese
• Computer: Microsoft Office, Statistical Package for Social Sciences 

(SPSS) 
PROFESSIONAL MEMBERSHIPS

• PSI CHI International Honor Society                     Aug. 2017- Present
• Psychological Society                                              Aug. 2017- Present

PROFESSIONAL TRAINING
•FERPA (Family Educational Rights Privacy Act) Trained
•CITI (Collaborative Institutional Training Initiative) Trained

This is how you 
highlight your 

track!

Sample Resume for 
Psychology B.S. 
majors:

Presenter
Presentation Notes
Example of a completed resume--- yours should look better since I did this on powerpoint! 



BONUS: What’s a Curriculum Vita 
(CV)?

• If you’re applying for doctoral programs, you 
need a CV instead of a resume. A CV just focuses 
on research and academic experiences over other 
types of work experiences.

• It can be as many pages long as it needs to be
– Must be FULL pages- no white space
– Need to include page numbers

• Includes Reference list at the end
• Can include Research Interests
• Here’s some Do’s and Don’ts from APA

http://www.apa.org/gradpsych/2003/09/cv.aspx
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