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HOW TO CREATE A
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BY-STEP GUIDE

Walking  into  your  first
job  fair  or  submitting
your  first  internship
application  can  feel
o v e r w h e l m i n g ,
especially  when  you
real ize  you  need  a
resume  and  have  no
idea where to start. As
a college student, you
might wonder how you
can  fill  an  entire  page

when you have limited
work  experience.  The
good  news  i s  that
hiring managers do not
expect  you to  have a
decade of professional
h i s to ry .  They  a re
looking  for  potential,
transferable skills, and
a  clear  demonstration
o f  you r  ab i l i t i e s .
Learning how to create
a resume for a college
s t u d e n t  i s  a b o u t
showcasing  what  you
have  accomplished  in
the  c lassroom,  on
campus,  and  in  your
community. This guide
will  walk  you  through
every  section,  from
formatting  to  content,
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ensuring  you  present
yourself  as  a  strong
candidate even without
a lengthy employment
background.

WHY COLLEGE
RESUMES ARE
DIFFERENT

A resume for a college
s t u d e n t  s e r v e s  a
unique purpose. Unlike
an  executive  resume
that highlights decades
of  leadership,  your
r e s u m e  m u s t
emphasize  potential,
trainability,  and  soft
sk i l l s .  Employers
recruiting  interns  or
entry-level  candidates
k n o w  t h e y  a r e
investing  in  future
t a l e n t .  T h e y  a r e
looking for evidence of
r e l i a b i l i t y ,
communication  skills,
t e a m w o r k ,  a n d  a
strong work ethic. This
means  your  part-time
job  at  the  campus
b o o k s t o r e ,  y o u r

leadership  role  in  a
club,  and  even  group
projects  in  class  all
hold  significant  value.
Understanding  this
distinction  is  the  first
step in learning how to
create a resume for a
college  student  that
stands out. You are not
trying  to  fabricate
experience;  you  are
f r a m i n g  y o u r
e x p e r i e n c e s  i n  a
professional context.

ESSENTIAL
SECTIONS EVERY
COLLEGE RESUME
NEEDS

B e f o r e  y o u  s t a r t
writ ing,  it  helps  to
u n d e r s t a n d  t h e
standard structure of a
college  resume.  While
you  can  customize
sections based on your
background,  most
effective  resumes
include  the  following
c o r e  a r e a s .  E a c h
s e c t i o n  s e r v e s  a
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specific  purpose  and
p r o v i d e s  h i r i n g
managers with a quick
s n a p s h o t  o f  y o u r
qualifications.

Contact
Informati
on
T h i s  s e c t i o n  i s
straightforward  but
often  contains  errors.
At a minimum, include
you r  f u l l  name ,  a
professional  email
address,  and  a  phone
number.  Avoid  using
email  addresses  that
sound  unprofessional,
l i k e
"partygirl1999@email.c
om."  Instead,  use  a
combination  of  your
first  and  last  name.
You can also include a
link  to  your  LinkedIn
profile  if  it  is  complete
and professional. If you

h a v e  a  p e r s o n a l
webs i te  o r  on l ine
portfolio  showcasing
projects,  add  that  as
wel l .  Your  contact
information  should
appear at the very top
of  the  page,  centered
or  aligned to  the left.
M a k e  s u r e  y o u r
voicemail  greeting  is
professional  too,  in
case an employer calls.

Education
This  section  is  your
strongest  asset,  so
place it near the top of
your resume. List your
college name, location,
degree  program,  and
expected  graduation
date.  Include  your
major  and  minor  i f
applicable. If your GPA
is 3.0 or higher, include
it.  You  can  also  add
relevant  coursework,
academic  honors,  and
d e a n ' s  l i s t
achievements.  For
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example,  if  you  are
a p p l y i n g  f o r  a
marketing  internship
and  you  have  taken
courses  in  consumer
behavior  and  digital
analytics,  list  them
here.  This  shows  you
have  foundational
knowledge even if you
l a c k  f o r m a l  w o r k
exper ience.  When
learning how to create
a resume for a college
student,  remember
that education is often
your  primary  selling
point.

Experienc
e
Do not skip this section
just because you have
not  held  a  corporate
job. Experience comes
in many forms. Include
paid  posit ions  l ike
retail,  food service,  or
campus  jobs.  A lso
include  unpaid  roles

l i ke  i n te rnsh ips ,
volunteer  work,  and
freelance projects.  For
each  entry,  l ist  the
organization  name,
your title, location, and
dates. Use bullet points
t o  d e s c r i b e  y o u r
responsibilities  and
achievements.  Focus
on  action  verbs  like
" m a n a g e d , "
" c o o r d i n a t e d , "
"assisted," "organized,"
and  "deve loped."
Q u a n t i f y  y o u r
accomplishments when
possible.  For  instance,
ins tead  o f  say ing
"helped  customers,"
say  "assisted  over  50
customers  per  shift
while  maintaining  a
98%  sa t i s f ac t i on
r a t i n g . "  T h i s
demonstrates  impact,
w h i c h  i m p r e s s e s
employers.
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Leadershi
p and

Activities
C o l l e g e  i s  f u l l  o f
opportunities  to  lead.
I n c l u d e  c l u b s ,
organizations,  sports
teams,  and  fraternity
o r  s o r o r i t y
involvement.  Highlight
any  leadership  roles
such  as  president,
t r e a s u r e r ,  e v e n t
coordinator,  or  team
captain. Describe what
you  accomplished  in
t h e s e  r o l e s .  F o r
example,  "Organized
three  campus-wide
events with attendance
e x c e e d i n g  2 0 0
students"  is  much
more  compelling  than
" M e m b e r  o f  t h e
Student  Act iv it ies
Board."  This  section
shows  employers  that
you can take initiative,

work  with  others,  and
m a n a g e
responsibilities  outside
of  class.  It  is  a  vital
c o m p o n e n t  w h e n
figuring  out  how  to
create a resume for a
college  student  who
has  been  active  on
campus.

Skills
Create  a  dedicated
skills  section  where
you list both hard and
soft  skills.  Hard  skills
i nc lude  so f twa re
proficiency,  languages,
data  analysis,  graphic
design,  coding,  and
s o c i a l  m e d i a
management.  Soft
s k i l l s  i n c l u d e
c o m m u n i c a t i o n ,
problem-solving,  time
management,  and
teamwork.  Be  specific.
Instead  of  "computer
skills,"  write  "Proficient
in  Microsoft  Excel,
P y t h o n ,  A d o b e
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P h o t o s h o p ,  a n d
Salesforce."  Tailor  this
section to the job you
are applying for. If the
j o b  d e s c r i p t i o n
ment ions  p ro jec t
management  tools,
include Asana or Trello
if you have used them.
Ski l ls  sections  are
scanned  quickly  by
recruiters,  so  make
every  word  count.

Projects
(Optional
but
Highly
Recomm
ended)
If you have completed
significant academic or
personal  projects,  add
a projects section. This

could include capstone
projects,  research
p a p e r s ,  c o d i n g
projects,  business
plans,  or  creat ive
portfolios. Describe the
project goal, your role,
and  the  outcome.  For
example, "Developed a
mobile  app  prototype
for  campus  parking
availability as part of a
senior  design  project.
Conducted user testing
with  30  students  and
presented  findings  to
facul ty ."  Pro jects
demonstrate  practical
application  of  your
knowledge  and  are
particularly  valuable
f o r  s t u d e n t s  i n
technical  or  creative
fields.

HOW TO FORMAT
YOUR COLLEGE
RESUME

Formatting  matters
more  than  you  might
think. Recruiters spend
an  average  of  six  to



How To Create A Resume For A College
Student 7

7

ten seconds scanning a
r e s u m e  b e f o r e
deciding  whether  to
read  further.  A  clean,
organized layout helps
you  pass  that  initial
scan.  Use  a  standard
font  like  Arial,  Calibri,
or  Times  New  Roman
in 10 to 12 point size.
Keep margins between
0.5  and  1  inch.  Use
bold  text  for  section
headings and job titles
t o  c r e a t e  v i s u a l
hierarchy.  Avoid  using
images,  graphics,  or
t a b l e s  b e c a u s e
applicant  tracking
systems  often  cannot
read them.  Save your
r e s u m e  a s  a  P D F
unless  the  employer
r e q u e s t s  a  W o r d
document.  Learning
h o w  t o  c r e a t e  a
resume  for  a  college
student  also  means
understanding  that
s i m p l i c i t y  a n d
readability  are  your
allies.

TAILORING YOUR
RESUME FOR EACH
APPLICATION

O n e  o f  t h e  m o s t
effective  strategies  is
cus tomiz ing  your
resume  for  every  job
you apply to. This does
not  mean  rewriting
e v e r y t h i n g  f r o m
scratch .  I t  means
adjusting  your  skills
section,  reordering
bul let  po ints ,  and
e m p h a s i z i n g
experiences  directly
relevant  to  the  job
d e s c r i p t i o n .  F o r
instance,  if  you  are
applying  for  a  social
media  internship,
move  you r  soc i a l
media  experience  to
t h e  t o p  o f  y o u r
experience  section.
Add relevant keywords
from  the  job  posting,
s u c h  a s  " c o n t e n t
c a l e n d a r , "
"engagement metrics,"
o r  " c o m m u n i t y
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m a n a g e m e n t . "
T a i l o r i n g  s h o w s
employers  that  you
have  paid  attention
a n d  t h a t  y o u
understand  what  the
role  requires.  This
small  effort
significantly  increases
your chances of getting
an interview.

WRITING
POWERFUL BULLET
POINTS

Bullet  points  are  the
h e a r t  o f  y o u r
experience  section.
Weak  bullet  points
s imp ly  l i s t  tasks .
Strong  bullet  points
show results.  Use  the
formula: action verb +
what  you  did  +  the
impact  or  result.  For
example,  instead  of
"Respons ib l e  f o r
answering  phones,"
write  "Answered  an
average  of  30  phone
calls per day, directing
inquiries to appropriate

depar tments  and
m a i n t a i n i n g  a
professional  tone."
Instead of "Worked at a
summer  camp,"  write
"Supervised a group of
15  children,  planned
daily  activities,  and
resolved  conflicts,
ensuring  a  safe  and
e n g a g i n g
environment."  When
you  are  learning  how
to create a resume for
a  col lege  student,
mastering bullet points
is  one  of  the  most
valuable skills you can
develop.

COMMON
MISTAKES
COLLEGE
STUDENTS MAKE

Avoid ing  common
pitfalls  will  help  your
resume  stand  out  for
the right reasons. Here
are several mistakes to
watch for:

Including
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irrelevant
information:
Your high school
job from four
years ago may
not be relevant
unless it
demonstrates
transferable
skills. Similarly,
do not list your
high school
unless you are a
freshman.
Using generic
language:
Phrases like
"hardworking"
and "team
player" are
overused.
Instead,
demonstrate
these qualities
through specific
examples.
Making
spelling or
grammar
errors:
Proofread
multiple times.

Ask a friend or
career center
advisor to review
your resume.
One typo can
create a negative
impression.
Using an
unprofessional
email address:
Create a simple
email address
using your name
if you have not
already.
Lying or
exaggerating:
Never claim skills
or experiences
you do not have.
Employers can
verify
information, and
dishonesty
damages your
reputation.
Going over one
page: For
college students,
a one-page
resume is
standard. If you
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need to cut
content, focus on
the most
relevant and
recent
experiences.

SHOULD YOU
INCLUDE A
RESUME
OBJECTIVE?

Resume objectives are
a  top ic  o f  debate .
Some experts say they
are  outdated,  while
others find them useful
f o r  e n t r y - l e v e l
candidates.  I f  you
choose to include one,
keep  i t  sho r t  and
specific.  Instead  of  a
generic  objective  like
"Seeking a challenging
position  where  I  can
grow," write something
targeted:  "Motivated
marketing  student
seeking  a  summer
internship where I can
apply  skills  in  social
media  management,

content  creation,  and
d a t a  a n a l y s i s  t o
support brand growth."
An  objective  can  be
helpful  when  you  are
applying for a role that
is  different  from  your
c u r r e n t  m a j o r  o r
experience. However, if
y o u  h a v e  s t r o n g
experience,  you  can
skip the objective and
let your resume speak
for itself.

LEVERAGING
CAMPUS
RESOURCES

Most colleges offer free
career  services  that
can help you build and
refine  your  resume.
Career  advisors  can
provide  feedback,
review formatting, and
suggest improvements.
T h e y  o f t e n  h a v e
samples  of  successful
resumes from students
in  your  major.  Attend
resume  workshops  or
career  fairs  to  get
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d i rec t  i nput  f rom
r e c r u i t e r s .  Y o u r
college's career center
is  an  underuti l ized
resource  that  can
make  a  significant
difference.  When  you
are figuring out how to
create a resume for a
college  student,  take
advantage  of  every
tool  available  to  you.
This  includes  online
templates,  university
career  guides,  and
even LinkedIn Learning
courses  on  resume
writing.

CREATING A
MASTER RESUME
AND CUSTOMIZING
FROM IT

A useful strategy is to
c r e a t e  a  m a s t e r
resume  that  includes
everything  you  have
ever  done:  every  job,
project, volunteer role,
club, course, and skill.
This document can be
two  or  three  pages

long. Then, for each job
application,  you  pull
the  most  re levant
items from your master
resume  and  create  a
tai lored  one-page
version. This approach
s a v e s  t i m e  a n d
ensures  you  do  not
forget  to  include  key
experiences.  It  also
makes  i t  eas ier  to
adapt your resume for
different  industries  or
roles.  For  example,  a
finance  internship  will
emphasize  different
skills  than  a  nonprofit
internship. Your master
resume gives  you  the
flexibility  to  pivot
quickly.

USING ACTION
VERBS TO
STRENGTHEN
YOUR WRITING

The language you use
o n  y o u r  r e s u m e
matters.  Start  each
bul let  point  with  a
strong action verb. This
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creates  a  sense  of
e n e r g y  a n d
accomplishment.  Here
a r e  s o m e  v e r b s
categorized  by  skill
type:

Leadership: led,
coordinated,
supervised,
managed,
directed,
organized
Communication
: presented,
wrote, edited,
negotiated,
communicated,
facilitated
Analysis:
analyzed,
evaluated,
researched,
assessed,
interpreted,
identified
Technical:
programmed,
designed,
developed,
configured,
implemented,
built

Creative:
created,
designed,
developed,
produced,
launched,
illustrated
Support:
assisted,
supported,
helped,
contributed,
volunteered,
collaborated

Us ing  va r i ed  and
specific  verbs  keeps
your  resume  dynamic
and  engaging.  Avoid
starting  every  bullet
with  "Responsible  for"
or "Helped with." Those
phrases are weak and
do not convey impact.
As  you  learn  how  to
create a resume for a
c o l l e g e  s t u d e n t ,
bu i ld ing  a  s t rong
vocabulary  of  action
verbs  will  serve  you
well  throughout  your
career.
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FINAL STEPS
BEFORE
SUBMITTING

Before  you  send  your
resume,  take  a  few
final  steps.  First,
convert it to a PDF to
preserve  formatting
unless  the  employer
requests  a  Word  file.
Name  the  file
professionally, such as
"YourName_Resume_2
025.pdf"  rather  than
"resume_final_v2.pdf."
Second,  send  a  test
email  to  yourself  to
m a k e  s u r e  t h e
attachment  opens
correctly. Third, review
the job description one
more  time  to  ensure
your  resume  aligns
w i t h  t h e  k e y
requirements.  Finally,
p r e p a r e  a  b r i e f ,
professional  email  to
a c c o m p a n y  y o u r
application.  A  well-
written cover letter can
complement  your

resume  and  provide
additional  context,
especially  if  you  are
changing  majors  or
have  gaps  in  your
experience.

CONCLUSION

Learning how to create
a resume for a college
student  is  a  practical
ski l l  that  wil l  open
doors  to  internships,
part-time  jobs,  and
e a r l y  c a r e e r
o p p o r t u n i t i e s .
Remember  that  your
resume is a marketing
d o c u m e n t ,  n o t  a
biography.  It  should
h i g h l i g h t  y o u r
strengths, demonstrate
your  potential,  and
m a k e  i t  e a s y  f o r
employers to see why
you  are  a  good  fit.
F o c u s  o n  c l e a r
formatting,  specific
achievements,  and
relevant  content.  Use
campus  resources,
proofread  carefully,
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a n d  t a i l o r  e a c h
application.  With  a
well-crafted  resume,

you  can  confidently
s t e p  i n t o  t h e  j o b
market  and


