
     Resume Format 

 

Heading:  The Heading of a resume should be centered at the top of the page. A consistent 

margin of 1” should be observed for all sides of the resume.  The Heading needs to include 

the Name, Street and City Address, Phone number, e-mail and web site(if needed) The 

information needs to be clear and presented in a font size that is easy to read. A well done 

Heading will look like the following: 

 

   John B. Smith 
   2345 East Belmont Ave 

   Chicago, IL 60600 

   773-000-0000  

   Jbsmith101@topmail.com 

   www. Jbsmith101show.com 

 

It’s acceptable to use a larger font and bolding for the name. The rest of the Heading can be 

left in bold using a normal sized font. Headings are important because it contains contact 

information employers need to follow up with the candidate. Headings that are sloppy or 

poorly organized will not make a good impression on employers. 

 

Objective: There has always been some confusion regarding putting an objective on a 

resume. A concise, well-written objective can make a resume stronger. It shows the 

employer what job the candidate is seeking and how his or her experience and academic 

background supports that choice. On the other hand a poorly written objective will not 

communicate effectively to an employer. It may be too vague and not relate to the 

candidate’s experience.  

 

A Strong Objective: 

Seeking an entry level position in nursing with an emphasis on emergency medicine and 

surgery 

This objective tells the employer the job level sought and the candidate’s area of interest. 

 

A Weak Objective: 

Seeking a challenging position with a dynamic organization where I can grow 

professionally. 

This objective didn’t give the employer any indication as to the specific position the 

candidate is looking for. It merely states the obvious.  

 

mailto:Jbsmith101@topmail.com


While a well written, targeted objective can make one’s resume stronger, they are not 

absolutely required on the resume. The objective can always be incorporated into the cover 

letter. In this way the candidate can be specific when applying to a particular employer. 

 

Education: For most recent graduates, Education will come right after the objective on the 

resume. Schools should be listed in reverse chronological order starting with the school you 

are currently attending and working back.  You only need to list the schools from which 

you’ve earned a degree. The only exception would be a special school program that 

provided a unique educational experience such as, study abroad programs. If you are a 

recent graduate, you may want to list your significant coursework that matches with job 

requirements.  

Example: 

 

A A  Malcolm X College Chicago, IL    2011 – Present 

 Nephrology/Renal Technology 

   Significant Coursework 

- Hemodialysis Procedures I & II 

- Heparinization/Bacteriology in Dialysis 

- Diagnostic Test Procedures in Nephrology 

       AA  Harold Washington College Chicago, IL   2009 – 2011 
  General Studies 
 
 

State the degree earned AA, BA, BS etc., the college attended, city and state and the dates of                      
attendance on the first line. On the second line give the exact title of the degree and GPA if 
desired. Significant coursework can follow. 
 

Honors/Awards: These would include academic awards, scholarships or additional recognition 
for academic or personal accomplishments. These should be listed after Education 
 
Internships/Clinical/Practicum:  These are quasi educational/work experiences. They should be 
placed after the Education and Awards Section on the resume. For many disciplines the 
internship or clinical experience is a required part of the curriculum and needs to be listed on 
the resume. For others, an internship or related work experience is a way to add actual work 
experience while still in school and before securing full time employment.  It should be listed 
after Education and before Employment. 
 
Internship: 
 
DaVita Dialysis Treatment Center   Chicago, IL    9/2012 – 6/2013 
 Dialysis Intern 

- Set-up hemodialysis machines to provide treatment for patients 
- Transported patients to dialysis room and positions patient on lounge chair at 

hemodialysis machine 



- Takes and records pre-dialysis weight, temperature, blood pressure, pulse and 
respiration rates. 

 
The internship is presented in the same manner as a regular job with skills and duties stated 
with an active verb and a bullet point. 
 
Clinical: 
 
University of Illinois Hospital  Chicago, IL   9/2012 – 5/2013 
 Nursing Clinical Intern 
    Clinical Rotations 
 

- Medical/Surgery 
o Prepared and administer (orally, subcutaneously, through IV) and recorded 

prescribed medications  
o Initiates patient education plan, as prescribed by physician 
o Provides bedside care to a variety of patients 

- Pediatrics 
o Create a comfortable environment for children undergoing medical 

procedures 
o Developed an awareness of children’s nonverbal communications to 

enhance the medical treatment and healing process  
o Educate parents in home care for child patients 

- Geriatrics 
o Recognized and managed geriatric syndromes common to older adults such 

as, cardiovascular, respiratory, neurological, gastrointestinal, and 
psychological. 

- Maternity 
o Provided advice and care to women throughout the entire pregnancy, 

including neonatal care, birthing and post natal care.  
- Rehabilitation  

o Coordinates nursing care activities in collaboration with other members of 
the interdisciplinary rehabilitation team to facilitate achievement of overall 
goals. 

 
For many medical related fields such as nursing and physician’s assistants students will be 
expected to move through a series of clinical rotations as part of their advanced training. It is 
important to describe the major skills developed and duties performed in each rotation as they 
are actual skills that can directly transfer to a job. 
 
Employment: 
 
Employment or work history is a critical part of any resume. You should present your 
employment history in reverse chronological order; that is starting with your current position 
and working backward. It is important to focus on your duties, skills and accomplishments, 
especially as they relate to the requirements of the position you are seeking. Employers make 
judgments on your ability to perform successfully in their position based on your past work 
history.  



 
Candidates with less experience will list all of the positions they have held. These can include 
full, summer and part time jobs. The important thing is to show that one has a work history and 
has demonstrated responsibility on the job. 
 
For the more experienced candidate organizing their work history can be more challenging. It is 
important to analyze one’s work history in light of the requirements of the position being 
sought.  If the desired position is similar to the candidate’s previous work history, then each 
position should be listed with the duties, skills and accomplishments indicated. 
 
For the candidate with a more varied work history, the Employment section can be divided into 
two parts: Relevant Experience and Other Experience.  By consolidating the relevant experience 
into a separate category, the candidate will present his/her most related experience to the 
employer. These positions should be fully detailed. The Other Employment section will simply 
list the employer, title and dates of employment and any relevant skills that may be appropriate.  
 
As a general rule, one doesn’t have to list positions over ten years old.  
 
 
List the employer’s name, city and state, dates of employment on the first line and the position 
title on the second.  Then indicate the duties, skills and accomplishments in bullet points . You 
should use at least three but no more than ten bullet points for each position. 
 
Rush University  Chicago, IL    2008 to Present 
 Emergency Room Nurse 

- Managed basic life support needs and stabilized patients until the attending 
physician is available 

- Performed triage, while considering the patient’s physical and psychosocial needs 
- Prepared and administered prescribed medication to patients under physician’s care 
- Initiated corrective action whenever information from monitoring equipment shows 

adverse symptomatology 
Rush Hospital   Chicago, IL   2003 – 2008 
 Floor Nurse 

- Documented patient care services by charting in patients and departments records 
- Assured quality of care by adhering to therapeutic standards 
- Maintained continuity among nursing teams by documenting and communicating 

actions, irregularities and continuing needs 
- Identified patient care requirements and established a compassionate patient care 

environment 
   

When writing the skill statements always begin with an active verb phrase that describes the 
basic skill. In the second part of the statement provide some context or information supporting 
that skill. Try not to repeat the active verb more than twice. Employers will lose interest when 
statements are too repetitive.  
 
 
 



Special Skills:  These are any skills, accomplishments or experiences that may give the candidate 
an edge in the job hunt. These may include computer and technical skills, special licenses or any 
other skill or ability one has raised to a recognizably high level. Not all Special Skills will be 
directly related to the job target but they give the employer a better sense of the candidate’s 
personality and preparation 
 
Examples of Special Skills: 

- Expert in the use and application of Microsoft Office Products 
- Licensed Water Safety Instructor 
- Amateur actor in Community Theatre 

 
Individuals with technical skills that are directly related to the position they are seeking should 
list those skills under the Employment section if they were developed on the job or under the 
Education section if they were developed in school.  
 
Professional Organizations:   It is important for job seekers to become aware of the professional 
organizations associated with their particular field. Becoming a member shows the employer 
that you have made a serious commitment to your field. The benefits of membership are many. 
Primarily, it gives the candidate access to current and specialized information, information on 
members and the opportunity to participate in professional conferences and meetings.  
 
Most professional organizations have reduced membership fees for students and often have 
opportunities for students to volunteer at conferences and other events. A student can begin 
establishing their professional network by joining and participating in professional organizations. 
 
International Society for Nephrology     2012 – present 
 Student Member 

- 2012 Fall Conference Volunteer 
 

Community and Volunteer Activities:  Individuals who participate in community service and 
volunteer activities can gain skills and expertise that they may not be able to get at work or in 
school. These activities whether for a church, service, or charitable organization a person with a 
wealth of experience that can be directly related to a job.  
 
In many cases a volunteer will assume responsibilities they may never get to do on their jobs.  
Conducting fund raisers, promoting services to the public, preparing flyers and promotional 
materials, teaching children and training other volunteers’ are just some of the skills individuals 
get a chance to learn and practice as a volunteer. Employers view these types of activities in a 
positive light, especially with organizations that cater to the public.  
 
List the organization, location and dates of service. In addition you should describe your role in 
the organization and what services you helped provide. 
 
West Side Community Center  Chicago, IL  2009 – Present 
 Volunteer:  

- Managed community fund raising campaign which raised $60K for 5 local food 
banks 

 



References:  All job seekers need at least three references to verify their employment and speak 
to their work and academic performance. Typically, references will be former employers or 
supervisors and teachers or college professors. Many employers believe that the best indicator 
of future performance is past performance. Thus, individuals who can speak to and verify a 
candidate’s past performance can be a valuable asset. 
 
References should be nurtured. Students need to cultivate key faculty members as potential 
references early in their academic careers. Don’t wait until the end of the senior year to begin 
looking for faculty references.  As to employers, references should be former employers , bosses 
or supervisors who can speak to the candidate’s work performance. 
 
Friends and relatives are generally not accepted as references. 
 
Most resumes will have the statement References Available on Request at the end. Don’t list 
the names and contact information of the references on the resume. That information can be 
kept on a separate sheet that can be supplied to the employer when requested. Also employers 
generally check references when they are close to hiring an individual. This means when they 
request information on references, the smart candidate will contact those references and let 
them know that a call is forthcoming. In that way the reference will be better prepared to speak 
to the employer. 
 
 
 
 
  
 

  
  

 

   

 

 
 

 

 

 

 


