
Résumé samples and more:   https://career.engineering.asu.edu/resumesandresources/resumes/

Not an “Objective”: summarize qualifications and identify “what you are looking for”. 

Most recent experience is listed first in all sections. Graduation date and GPA

Create meaningful categories (differ by major) and list skills in order of proficiency.

Semester and year

Use action verbs and industry terminology. Show skills applied & results.  

Typically include 2-5 projects.

Demonstrate work ethic and initiative: describe role, scope, results.  Be brief.

Show engagement in your profession, university, community.  If leader, show role, scope, results.

No hobbies.  No information on references.

Month and year

General Points:  This is “Engineering and Other Majors” on our website.
1. All of the information in our workshops comes from inputs given to us from our 

industry partners, including our Industry Advisory Council.  Our resume samples are 
based on their direction to us about the information on the resume and the order of it.

2. You want your resume to look like this.  Different?  No – use the standard format, so 
that it is easier to find your unique qualifications and experiences.

3. What is the standard?  This sequence of sections.  You can use different font, spacing, 
color – but keep to this sequence of information. 

4. This format is ATS friendly – many that you find on the internet are not.
Specific points:
1. Name – as you will use for applications.
2. Contact info:  no icons or motifs here.
3. Summary:  Be clear about your qualifications.  You can describe your professional 

interest areas as industries, functions, or roles – and then use something general like, 
“…and related areas” if you are open to other options.  What’s an industry?  Here you 
see two examples (medical device…).  What’s a function?  Manufacturing, assembly, 
test, design, marketing, accounting, …  What’s a role?  Software developer, data 
scientist, process engineer…

4. Education:  Relevant coursework:  use this to confirm you have or will take coursework 
reqd in the job description, or to identify special courses taken, or reinforce your areas 
of concentration.  If taking next semester, note as such using parentheses (Spring 202X) 
or similar.

5. Skills:  Create categories and identify skills.  If you have certifications that are relevant 
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to the job, show them.  
Rest of the resume is designed to show your experience applying your skills.  
1. Prof Experience:  these are roles where you used your technical skills (paid or not).  If you 

don’t have this experience, just delete this section completely.  Start bullets with action 
verbs.  Need help with that?  We have a list on our website.  Show skills used.  Results:  
show these if you have them, but don’t exaggerate or make stuff up.  Industry 
terminology – see the example here:  IQ/OQ/PQ.  What is this?  A procedure specified by 
the FDA.  Ensure that terminology is right for the job:  here, the resume might need to be 
modified if the student is applying to jobs in other areas, like aerospace or any area 
outside of those using FDA regulation.

2. Academic projects:  Give projects titles and show skills applied.  Note the award – better 
to put the section describing the accomplishment than in a separate section.

3. Other work experience:  These jobs are important on the resume, but don’t go into much 
detail – you are not seeking a job as a [tutor, retail, …].

4. Activities:  just a member?  See the next sample.

5.  No hobbies. What's a hobby and what is an activity?
Hobby - play the guitar
Activity - part of a group that performs musical events at 
community centers three times a year

Is your hobby job-related? If so, describe it as a project.
Project:
Drone Construction and Operation
Design, build and operate [some description detail] drones 
for hobby photography. Created a demonstration of safe 
and compliant drone operation for two classes of middle-
school photography students.

References:  those are typically provided in your 
application and not here on your resume.

6. Other “don’t” items:  no photo.  No tables.  No motifs, graphics.
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Personal project on resume?  Yes!  Label as such.

“Just a member” on resume?  Yes!  Show why you were there.

Résumé samples and more:   https://career.engineering.asu.edu/resumesandresources/resumes/

General:  this is “Software – related majors”  on our website.
Same format:  we made this resume to have content that was more appropriate for 
software – related majors.
Few differences:
1. Different format – keywords are in the text, and not at the end of the bullet
2. Projects:  include personal projects – employers like these (display of your interest, 

initiative).  
3. “Just a member” – here’s how you show that.

2



Résumé samples and more:   https://career.engineering.asu.edu/resumesandresources/resumes/

PROFESSIONAL EXPERIENCE 

Includes brief description of role.  

Bullets show accomplishments,  
including projects,  demonstration 
of influence, training others, system 
improvements, and awards 
received.

This resume is for those students with full-time work experience in the area where they are 
seeking a job.
In this case, the professional experience is the “star” of the resume. 
Show off all of your accomplishments:  you want to show that you have experience as an 
accomplished, results-oriented professional.

If you are not currently a student and are already an experienced professional, then the 
typical format is a bit different.  In that case, your EDUCATION section moves toward the 
bottom of the resume.  The resume focus is on your professional experience and any 
related professional activities/volunteer work.  
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This is a special version for students with less experience at the college level.
See the formatting differences:  larger font for heading and section headings, and more 
space between sections.
High school information is OK up through 2nd year – typically drops off then, as college 
experiences replace those high school ones.
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What job?  Where did you find it?  Any connection you have with the organization.

Expand on relevant experiences and soft skills identified in the job description.

The goal of the cover letter is to add more information, not to repeat information.
1. Identify the job and where you found it, along with any contact you have had with the 

company.
2. Add more information on relevant projects and/or include “soft skill” experiences.

Do not send the letter addressed to Nike over to Texas Instruments….?!  Happens all the 
time.
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Additional Information

• Resume samples
https://career.engineering.asu.edu/resumesandresourc
es/resumes/

• SkillsFirst
https://skillsfirst.com/organizations/asu-engineering
– AI tools to review content, check for keywords, and

compare to a job description

– Submit your résumé for staff review without an 
appointment

• Fulton Schools Career Center website
https://career.engineering.asu.edu/
– 24/7 access to presentations and tools

• 1:1 appointments
Left side of your Handshake landing page:  Select “Career Center” 

– Follow the prompts for “Appointments”->”Schedule a New 
Appointment”->”Fulton Schools of Engineering…”->select your 
appointment type
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Additional Information:
Online tools that we have:
Resume samples, video, and presentation materials: see our website
List of action verbs for your resume:  same location (our website)
SkillsFirst –
AI tools are available. Note, these do NOT check formatting.  
You can submit your resume offline for review by the Career Center staff (including 
graduate peer coaches), whether or not you have used the AI tools.  Expect 1-7 days to get 
the results of that review – response times vary by time of year.
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