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What a résumé
should include:

Contact information

Objective

Work experience

Education

Special skills, licenses

Awards, hobbies

Empl. restrictions
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What works here:

• College level competition 
• “Black belt” or other 

mastery of a martial art
• State/national rank in 

chess, poker or other 
games of skill

• Eagle scout or similar
• Foreign exchange programs
• Side business and personal 

investments
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Personal information

Dense text

Multiple pages

Unusual presentations
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What a cover letter 
should include:

Contact information

Date

Employer contact

Salutation

Objective

Answer why

Close
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