
 

RESUME ROADMAP 

HOW TO USE THIS DOCUMENT 

Every resume is unique. This roadmap is meant to show basic formatting concepts, including how 

the formatting of a resume might differ from industry to industry. Using samples that are based on 

several different fields, this document provides a variety of formatting options that you can tailor to 

your own needs.  

OVERVIEW 

This document contains: 

 Generic Sample Resume Roadmap 

 Biology Sample Resume Roadmap 

 Business Sample Resume Roadmap 

 Computer Science Sample Resume Roadmap 

 Education Sample Resume Roadmap 

 Mental Health Sample Resume Roadmap 

 



 

 

Formatting: To make it easier for employers to read 

your resume, we recommend putting the dates on the 

right margin (they must be in reverse chronological 

order for each section), and everything else generally 

goes on the left margin. Centering your header makes 

it stand out on the page. 

Education: Once you’re in college, you can start 

leaving out your high school information, unless you 

received honors that you’d like to highlight. In 

addition, make sure the date you received the degree 

is on the same line as the degree name, not the name 

of the school. 

Certifications: If you do not have any formal 

certifications that might be relevant to your job 

search, feel free to leave this section out!  

Experience: Your resume lists what you’ve done in 

the past, but it’s also about what you can do in the 

future, so try to phrase your bullet points in ways that 

might transfer to your next job! In addition, if you’ve 

held multiple positions with the same company, you 

only need to list the company info once, as shown 

here with this student’s experience at Highland High 

School.  

Activities: This section allows a lot of flexibility, 

since your activities don’t necessarily have to relate 

to the job you’re looking at. Instead, they show that 

you’re a well-rounded individual who’s engaged in 

your community.  

Skills: In the context of a resume, “skills” refers to 

hard skills, which are measurable, quantifiable, or 

objective. Soft skills, by contrast, are things that you 

can’t really measure or prove, such as “people skills” 

or “hard worker.” Your cover letter is a place where 

you can incorporate soft skills, but your Skills section 

should really focus on hard skills.  



 

 

In this document, we’ve color-coded some important 

features so that they’ll stand out: the items in red are 

action verbs. You’ll notice that each bullet point starts 

with one. Instead of words like “helped with” or “assisted 

in,” these verbs focus on direct action and highlight the 

hands-on responsibilities involved in this student’s prior 

work experience. Check out our website for a helpful list 

of action verbs! 

Unlike the generic professional resume, this document 

contains additional sections: laboratory techniques, and 

relevant coursework. These are ways of highlighting 

industry-specific knowledge, and some of the “hard 

skills” that are essential to a career in research, lab 

settings, and the life sciences. 

The items written in green are industry-specific jargon. 

As you can see, they make up a large portion of the 

resume. It’s important to tailor each resume you write so 

that it matches the specific job or industry that you’re 

interested in; this shows the employer that you really want 

to work there, and you’re not just copy-and-pasting a 

generic document. 

Not every prior experience will be easily incorporated 

into a future job search. Since past experiences must be 

listed in reverse chronological order, one way to make 

sure the most relevant experiences are at the top of the list 

is to sort your past jobs into two categories: “Relevant 

Experience,” as shown here, and “Additional 

Experience.”  



 

In this document, we’ve color-coded some 

important features so that they’ll stand out: the 

items in red are action verbs. You’ll notice that 

each Experience bullet point starts with one. 

Instead of words like “helped with” or 

“assisted in,” these verbs focus on direct action 

and highlight the hands-on responsibilities 

involved in this student’s prior work 

experience. Check out our website for a helpful 

list of action verbs! 

 

Unlike in the generic resume, this student 

chose to highlight some of their relevant 

coursework in their education section. This is a 

way of showing off their industry-specific 

knowledge. 

 

Similarly, this student made a smart choice to 

move their Skills section closer to the top, 

since these hard skills may be highly valued in 

the business sector. You’ll notice they use very 

specific language for their skills, not something 

vague such as “working with data” or “using 

computers.”  

 

The items written in green are industry-specific 

jargon. As you can see, they make up a large 

portion of the resume. It’s important to tailor 

each resume you write so that it matches the 

specific job or industry that you’re interested 

in; this shows the employer that you really 

want to work there, and you’re not just copy-

and-pasting a generic document. 



 

It’s not necessary to include your GPA on your resume, but it can be 

a great way to showcase grades that you’re proud of: if you’re not 

happy with your current GPA, leaving it out is perfectly acceptable. 

The education section is also a place to add awards and honors that 

you’ve received related to your coursework and projects.  

This student decided to include a selection of their relevant 

coursework, which can be a great way to highlight technical skills 

and industry-related knowledge. Tailoring a resume for a specific 

field/industry shows the employer that you really want to work in 

that field, and you aren’t just copy-and-pasting a generic document 

for any job posting that you see.  

 

Instead of simply listing all of their “computer skills” in one list, this 

student has chosen to break it down into more specific categories, to 

make it easier for the reader to process their lengthy repertoire of 

hard skills. They also made a smart choice by deciding to move their 

skills section up toward the top of their resume. 

 

In this document, we’ve color-coded some important features. The 

words in green are industry jargon; as you can see, they make up 

most of the resume. Computer science and technology are fields 

where hard skills and industry-specific knowledge are especially 

important, and highlighting them on your resume will strengthen 

your candidacy for the job. 

 

The red words in this document are action verbs. These are essential 

when conveying your hands-on responsibilities at your prior jobs. 

For a longer list of action verbs, check out our website!   

 

Notice how detailed this student has been when describing their 

responsibilities at previous jobs. Remember, the resume isn’t just 

about what you’ve done in the past… it’s about showing the 

employer the many responsibilities that you can handle in the future! 

In addition, though we generally don’t recommend using 

abbreviations in a formal document, you may use them to save space 

if you’re absolutely certain that the potential employer will 

understand your meaning.  



 

 

 

 

 

The items written in green are industry-specific jargon. 

As you can see, they make up a large portion of the 

resume. It’s important to tailor each resume you write so 

that it matches the specific job or industry that you’re 

interested in. 

This student has chosen to divide their technical skills 

into several subsections, to make it easier for the reader to 

process their repertoire of classroom technology tools.  

 

Notice how this student has departed from the 

traditional/generic content sections: they’ve included 

Teaching Credentials, Classroom Technology, 

Coursework, and Experience (with children and in 

education). This tailors the resume for the industry 

they’re interested in, so employers know they really want 

to be in this field, and are not simply copy-and-pasting a 

generic document for any job posting that they see. 

As you can see, this student has made a simple job, 

babysitting, into a well-written and formal example of 

their prior employment. “Independent Childcare 

Provider” is stronger resume language than “babysitter.” 

The items in red are action verbs. You’ll notice that each 

bullet point starts with one. Instead of words like “helped 

with” or “assisted in,” the majority of these verbs focus 

on direct action and highlight the hands-on 

responsibilities involved in this student’s prior work 

experience. Check out our website for a helpful list of 

action verbs! 

 



 

 

 

If you’ve completed a prior degree in addition to the one 

you’re currently working toward, it’s important to include 

each degree/institution, to give the reader a full picture of 

your educational background.  

In the mental health field, certifications can be especially 

important, and are often required for various jobs. This 

student has chosen to highlight their certifications toward 

the top of their resume, for that reason.  

The items written in green are industry-specific jargon. As 

you can see, they make up a large portion of the resume. 

It’s important to tailor each resume you write so that it 

matches the specific job or industry that you’re interested 

in; this shows the employer that you really want to work 

there, and you’re not just copy-and-pasting a generic 

document. 

 

The items in red are action verbs. You’ll notice that each 

bullet point starts with one. Instead of words like “helped 

with” or “assisted in,” the majority of these verbs focus on 

direct action and highlight the hands-on responsibilities 

involved in this student’s prior work experience. Check out 

our website for a helpful list of action verbs! 

Not all of your prior work experiences will translate 

directly into the job that you currently want. This student 

has done a nice job of highlighting the aspects of their high 

school experience that could translate well into the mental 

health field, including listening to understand a person’s 

needs, representing their best interests, and attending team 

meetings to assess how things are going. They’ve also 

highlighted their communication and organization skills, 

even though this job wasn’t in the mental health industry. 


