RESUME TIPS

RESUME LANGUAGE SHOULD BE: TOP FIVE RESUME MISTAKES:

Specific rather than general

Active rather than passive

Written to express not impress

Articulate rather than “flowery”

Fact-based (quantify and qualify)

Written for people who / systems that scan quickly

DON'T:

Use personal pronouns (such as | or We)
Abbreviate

Use a narrative style

Use slang or colloquialisms

Include a picture

Include age or gender

List references

Start each line with a date

1
2
3
4
5

. Spelling and grammar errors

. Missing email and phone information

. Using passive language instead of “action” words
. Not well organized, concise, or easy to skim

. Not demonstrating results

DO:

Be consistent in format and content
Make it easy to read and follow, balancing white
space

Use consistent spacing, underlining, italics, bold, and

capitalization for emphasis

List headings (such as Experience) in order of
importance

Within headings, list information in reverse
chronological order (most recent first)

Avoid information gaps such as a missing summer



e Be sure that your formatting will translate properly if
converted to a .pdf

ACTION VERBS FOR YOUR RESUME

LEADERSHIP
Accomplished  Achieved Administe  Analyzed Assigned Attained Chaired Consolidate
red d
Contracted Coordinat  Delegated Developed Directed Earned Evaluated Executed
ed
Handled Headed Impacted Improved Increased Led Mastered Orchestrate

d



Organized

Regulated

COMMUNICA

TION

Addressed

Developed

Influenced

Presented

Suggested

RESEARCH

Clarified

Diagnosed

Interpreted

Oversaw

Reorganiz
ed

Arbitrated

Directed

Interprete
d

Promoted

Synthesiz
ed

Collected

Discovere
d

Interviewe
d

Planned

Reviewed

Arranged

Document
ed

Lectured

Publicized

Translated

Conclude
d

Evaluated

Investigat
ed

Predicted

Scheduled

Authored

Drafted

Liaised

Reconciled

Verbalized

Conducted

Examined

Modeled

Prioritized

Spearheade
d

Collaborate
d

Edited

Mediated

Recruited

Wrote

Constructe
d

Extracted

Organized

Produced

Strengthen
ed

Convinced

Energized

Moderated

Reported

Critiqued

Formed

Resolved

Proved

Supervised

Correspon
ded
Enlisted

Negotiated

Rewrote

Derived

|dentified

Reviewed

Recommen
ded

Surpassed

Delivered

Formulated

Persuaded

Spoke

Determined

Inspected

Summarize
d



Surveyed

TECHNICAL

Assembled

Installed

Solved

TEACHING

Adapted

Enabled

Persuaded

QUANTITATIV

E

Administered

Computed

Projected

Systemati
zed

Built

Maintaine
d

Standardi
zed

Advised

Encourag
ed

Set Goals

Allocated

Develope
d

Researche
d

Tested

Calculated

Operated

Streamlin
ed

Clarified

Evaluated

Stimulate
d

Analyzed

Forecaste
d

Computed

Optimized

Upgraded

Coached

Explained

Studied

Appraised

Managed

Designed

Overhauled

Communica
ted

Facilitated

Taught

Audited

Marketed

Devised

Programm
ed

Coordinate
d

Guided

Trained

Balanced

Maximized

Engineered

Remodele
d

Demystifie
d

Informed

Budgeted

Minimized

Fabricated

Repaired

Developed

Instructed

Calculated

Planned



CREATIVE

Acted

Directed

Introduced

Revitalized

HELPING

Assessed

Enhanced

Provided

ORGANIZATIO

NAL

Approved

Classified

Expanded

Compose
d

Establishe
d

Invented

Shaped

Assisted

Expedited

Referred

Accelerate
d

Collected

Gained

Conceived

Fashioned

Originated

Visualized

Clarified

Facilitated

Rehabilita
ted

Added

Compiled

Gathered

Conceptuali
zed

Founded

Performed

Coached

Familiarized

Represente
d

Arranged

Completed

Generated

Created

[llustrated

Planned

Counseled

Guided

Served

Broadened

Controlled

Implement
ed

Customize
d

Initiated

Published

Demonstra
ted

Motivated

Supported

Cataloged

Defined

Inspected

Designed

Instituted

Redesigne
d

Diagnosed

Participate
d

Developed

Integrated

Revised

Educated

Proposed

Centralized Changed

Dispatched

Launched

Executed

Monitored



Operated Organized Prepared Processed Purchased Recorded Reduced Reinforced
Retrieved Screened Selected Simplified Sold Specified Steered Structured

Systematized Tabulated  Unified Updated Utilized Validated Verified

USING Al TO WRITE OR EDIT YOUR DOCUMENTS

Your resume and cover letter should authentically represent who you are and what you have to offer. To this end, generative Al
can be a useful tool in the editing process. For example, it can help you brainstorm revisions to bullet points, incorporate
keywords gleaned from a job description, or otherwise improve what you already have. Generative Al should not be the primary
author—not least because its output will likely be very generic.



Always use your @callege email

account and chedk it frequenty, even . o D COV o
{f you have enabled forwarding, RESUMES AND COVER LETTERS
RESUME SAMPLE
If an employer asks for your SAT,
ACT scores or GEA, Include in
Firstuame Laztname your Education section.

17 Main Street » Los Angeles, CA 92720 » youremail o college harvard.edu » (714) 358-98357

Education
Harvard Universzity Cambndgze, MA
A B Honors degres in History, GRPA 373, M 2024
Felavant Coursework: International Political Econonies and the European
Comrmt 25 howrs per wesk to Harvard Varsity Fis
University of London London, UK

Study abroad coursework in European History and Econy My - Angust 2022

Loz Angeles High School Ifincluding coursework, be sureits | oz Angeles, CA
Graduated wath lugh honors. SAT I- M TEQA-T60. mlﬁ:"“-”t to the position to which Juna 2020
Mational Honor Society. Member of Varsity Field Hockey Team. wou're applylng.

) Experience | Use different verbs.
Pepsi-Cola North America Beverage: e Femote
Marketing Analyst Interm ______————" May - August 2023
Examined peeft=iility of foreizn market for new fmit drink usin vsis of comparable brands. BManaged focus groups
and consumer surveys gathering over 300 data points. Cr 1deas for niche marketing campaigns inchiding usa of
soctal netwoiks and viral marketms. Presented fimdierss to senior managers using quantitative analysis and creative visuals
in combined PowerPolint presentation.

Thomas Wilek Azsociat - Londoz, UK
Asas:aw May - Auzust 2022
Fezaarc aszamblad raquests for proposals for medium-sized public relations and commumications fom. Actrvely

participated m staff meetngs and brainstorming sessions. Generated comespondance with top executive oficers.

HMote that relevant interests and skdlls can be
Tech Hills demonstrated through campus and volunteer Laguma Fills, CA
Technology Intern activities as well as through previous employment. | Mav - August 2021

Implemented new web site, meluding back end databaze storage svstem and defanue web pages.

Leadershi
Harvard Undergraduate Women in Busines: (WIB) Cambridze, MA
Executive Committee Member February 2021 - Prasent
Orgamized marketing and advertising campaign to merease membership. Coordinated business conference and networking
recaption for 50 business professionals and 300 stadents,

Harvard College Marathon Challenge
Training Program Director

Developed trainmg program for 25 charity nmmers. Ratsed over $7%;
znd The Cambaridzs Food Project.

Cambridgze, MA
Tammary - Mav 2021

to support Phullips Brocks House Association

Skills & Tnterests Be consistent presenting data. Use

Techaical: Stata, SQL, R (intermediate), SPSS (bezinzer). o L
Language: Fluent French and Comversational Spamsh.

Tntaracte: TTHmate Frichas RBhanera dAznea and French Almes



https://cdn-careerservices.fas.harvard.edu/wp-content/uploads/sites/161/2024/07/resume-sample.pdf
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https://cdn-careerservices.fas.harvard.edu/wp-content/uploads/sites/161/2024/07/resume-sample.pdf

RESUMES AND COVER LETTERS

OPTIONAL CATEGORY EXAMPLES

You maywish to adopt these categories if relevant to your experience or the opportunity you are apphying for. If you have
significant experience in a specialized category, consider using that as your primary “Experience” section. Both paragraph
and bulleted formats are options, but be consistent with the formatting within your resume. Students in creative and
performing arts can develop resumes, portfolios, and websites to support their specific job search. MCS advisors can help!

Leadership Experience
Harvard Society of Black Scientists & Engineers Cambridze, A
President September 2023 - Maw 2024
Provided strategic direction and developed ammal zoals for this 90-member smdent group. Organized board and zeneral
mestmgs. Chversaw existing activities, programs, and collzborations with other student crgamizations. Fepresented group in
Black Commavmoty Leaders Orzamization

Harvard Computer Society Cambridze, MA
Membership Coordinator / Board Member Jamuwary - My 2023
Organized marketmz and advertismz campaizn wsmg Malchimp, resulting m 20% merease m memberslop, Coordinated tach
conference and networking reception for 30 professionals and 75 smdents, Upsraded and enhanced website,

Public Service Experience
Cambridze Deparanent of Social Services Cambridze, MA
Intern Saptember 2023 — Present
#  Conduct site visits to local somal service agencies to assist m evaluatng effectvensess of service delivery. Obsarve
axperenced counselors and social workers m private settimgs with chients,
¢ Analyre data wsing Python to determme trends m sarncs usage.

Phillip= Brooks House Aszociation Dorchester, MA
Summer Urban Program Senior Counselor Time — Angust 2023
#  (hegamzed actnaties at simmer camp encouragmg academue achevement among mner city and mmder-resourced
children Managed §1500 actnaties budzet.
¢  Created and implementsd cwneuhim for gnls ages 11-12 comnecting campers to famale leaders in commmputy,
commmnty service, and health education.

. . Technieal SHuS For tech (computer sclence) resumes, Include
Programming: C, C+, C# SQL, E_ Parl, Python, MATTAB, JavaSenpt, OCaml. | Technical Skills after the Education section.

Operating Systems: Wmdows, MAC 05, and Lo,

Web Design: Desizmed waw.zbe.com, woanw vz com

Eesearch Experience

Stanford Nanotech Rezearch Center Falo Alte, CA
EResearch Intern Jme — Angust 2022
Project: Microfzbreation of Thin-film Heaters to Smulate Haotspots.

¢  Fabnicated devices for testing effectivenss: of nanoscale patch used to cool down hotspots on nucroprocessors.

¢  Tlihzed cleanroom facilites to create devices with hotspot heater and temperatre sensors to simoulate heat generation.

Performing Arts Experience

Mainly Jazz Diance Company Cambndze, MA
Dancer | Choreographer October 2022 — Present
Parform tradittomal jazz, Iyrical, bup hop, funk, and meodem dance at performances open to public tuoughout the year. Teach
dance routines weakly to 20+ smdents at local elementary school.

Activities
Lowell House Commitres Cambndze, MA
Member. Collaborata on socizl and commmmety sarvics activites. September 2022 — Present

L L LI = PRRF | = RS AN



https://cdn-careerservices.fas.harvard.edu/wp-content/uploads/sites/161/2024/07/category-sample.pdf

DL A UL Ao R L LS LOGUSLL, LA

Haspital Volonteer. Commt 5 howrs per wask greetmz patiants. Jammary — Wiy 2023

Joint or Double Concentration:

When including your Harvard degree, you may also indicate a joint or double concentration, a secondary, and/or a concurrent
master's degree. Here are some formatting options to consider:

A.B. in Biomedical Engineering with a joint concentration in Computer Science
OR

A.B. in History with a double concentration in Statistics

OR

A.B. with a joint (or double) concentration in Government and Computer Science

Concurrent Degree:

Harvard University Cambridge, MA
A.B./S.M. Computer Science, GPA 3.6 May, 2025

OR

Harvard University Cambridge, MA
A.B./S.M. Computer Science; Concurrent S.M. Computer Science May, 2025

OR

Harvard University Cambridge, MA
Concurrent Degrees: S.M. Computer Science; A.B. Applied Mathematics May, 2025

RESUME TEMPLATE 1 (WITH BULLET POINTS)

(Click on sample for editable Word and Google docs versions.)


https://cdn-careerservices.fas.harvard.edu/wp-content/uploads/sites/161/2024/07/category-sample.pdf

RESUMES AND COVER LETTERS

ResuUME TEMPLATE I (wiTH BULLET POINTS)

Firstname Lastname

Home or Campus Street Address = City, State Zip » youremail@college. harvard.edu = phone number

Education
Harvard University Cambridge, MA
Degres, Concentration. GPA [Note: GPA is Optional] Graduation Date
Thesis [Mote: Optional]
Relevant Coursework: [Mote: Optional. Awards and honors can also be listed here.]

Study Abroad [Mote: If Applicable] City, Country

Study abroad coursewaork in . MMaonth Year — Month Year

High School Name City, State

[Note: May include GPA, SAT/ACT scores, or academic honors an employer may want to know] Graduation Date
Experience

Organization City, State (or Remote)

Pasition Title Month Year — Month Year

*  Beginning with your most recent position, describe your experience, skills, and resulting outcomes in bullet or
paragraph form.

*  Begin each line with an action verb and include details that will help the reader understand your
accomplishments, skills, knowledge, abilites, or achievements.

*  Qwantify where possible.

* [Donotuse personal prenouns, each line should be a phrase rather than a full sentence.

Organization City, State
Paosition Title Fonth Year — Month Year
* With your next-most recent position, describe your experience, skills, and resulting outcomes in bullet form.
*  Begin each line with an action verb and include details that will help the reader understand your
accomplishments, skills, knowledge, abilites, or achievements.
*  Qwantify where possible.
* [Donotuse personal prenouns,; each line should be a phrase rather than a full sentence.

Leadership & Activities
Organization City, State
Role Month Year — Month Year
*  Thiz section can be formatted similarly to the Experience section, or you can omit descriptions for activities.
*  [f this section is more relevant to the opportunity you are applying for, consider moving this above your
Experiznce section.

Skills & Interests [Mote: Optional]
Technical: List computer software and programming languages and your level of fluency
Language: List foreizgn languages and your level of fluency
Laboratory: List scientific / research lab technigues or tools [If Applicable]
Interests: List activities you enjoy that may spark interview conversation



https://careerservices.fas.harvard.edu/resources/bullet-point-resume-template/



https://careerservices.fas.harvard.edu/resources/bullet-point-resume-template/

RESUMES AND COVER LETTERS

To help you design a strong resume, MCS offers formatted templates. On the MCS website,
search “templates” and click on MCS Guides and Templates. Choose bulleted or paragraph
style, fill in your information, and then bring your draft to drop-ins for editing and feedback.

ResuME TEMPLATE II (paragraph format)

Firstname Lastmame
Home or Campus Street Address = City, State Zip * youremail@college harvard.edu » phone number

Education
Harvard University Cambridge, MA
Degree, Concentration. GPA [Note: GPA is Opticnal] Gradustion Date
Relevant Coursewaork or Thesis: [Mote: Optional. Awards and honors can also be listed herz. ]

Study Abroad [Mote: If Applicable] City, Country

Study abroad coursework in . Month Year — Maonth Year

High School Name City, State

[May include GPA, SAT scores, or academic honors an employer may want to know] Graduation Date
Experience

Organization City, State (or Remote)

Paosition Title IMonth Year — Month Year

Beginning with your most recent position, describe your experience, skills, and resulting outcomes in paragraph

form. [Mote: Begin each line with an acton verk and include details that will help the reader understand your
accomplishments, skills, knowledge, abilities, or achievements. Quantfy where pessible. Do not use personal pronouns;
each line should be a phrase rather than a full sentence.]

Organization City, State
Pasition Title Month Year — Maonth Year
With your next-most recent position, describe your experience, skills, and resulting cutcomes in paragraph form. [Note:
Begin each line with an action verb and incude details that will help the reader understand your accomplishments, skills,
knowledge, shbilities, or achievements. Quantify where poszible. Do not use personal pronouns; each line should be a
phrase rather than a full sentence. Avoid the use of articles so descriptions flow more smoothly.]

Leadership & Activities
Organization City, State
Raole Month Year — Maonth Year
[Mote: This section can be formatted similarly to the Experience section, or you can omit descriptions for activities. If this
section is more relevant to the opportunity you are applying for, consider moving above your Experience section.]

Organization City, State
Raole Month Year — Maonth Year
[Mote: This section can be formatted similarly to the Experience section, or you can omit descriptions for activities. If this
section is more relevant to the opportunity you are applying for, consider moving above your Experience section.]

Skills & Interests [Note: Opticnal]
Technical: List computer software and programming languages and your level of fluency
Language: List foreign languages and your level of fluency
Laboratory: List scientific / research lab technigues or tools [If Applicable]
Interests: List activities you enjoy that may spark interview conversation



https://careerservices.fas.harvard.edu/resources/harvard-college-paragraph-resume-template/

WRITE AN EFFECTIVE COVER LETTER

Your cover letter is a writing sample and a part of the screening process. By articulating why you are a fit for a particular role, you
can increase your

chances of being interviewed. A good way to create a response-producing cover letter is to highlight your skills or experiences
that are most applicable to the job or industry and to tailor the letter to the specific organization to which you're applying.


https://careerservices.fas.harvard.edu/resources/harvard-college-paragraph-resume-template/

Use complete
title and address.
(optional section
if you need to
save space)

Address to a
particular person
if possible and
remember to use
a colon.

Make the ad-
dressee want to

read your resume.

Be brief, but
specific.

Remind the
reader of what
you can do for
the organization.

Date of Letter

Contact Name
ContactTitle
Company Name
Street Address

City, State, Zip Code

Dear

Opening paragraph: Clearly state why you're writing, name the
position or type of work you're exploring and, where applicable, how
you heard about the position or organization. A summary statement
may work well here by including three reasons you think you would be
a good fit for the opportunity.

Middle paragraph(s): Explain why you are interested in this employer
and your reasons for desiring this type of work. If you've had relevant
school or work experience, be sure to point it out with one or two key
examples; but do not reiterate your entire resume. Emphasize skills or
abilities that relate to the job. Be sure to do this in a confident manner
and remember that the reader will view your letter as an example of
your writing skills.

Closing paragraph: Reiterate your interest in the position, and
your enthusiasm for using your skills to contribute to the work
of the organization. Thank the reader for their consideration of
your application, and end by stating that you look forward to the
opportunity to further discuss the position.

Sincerely,

Your name typed



https://cdn-careerservices.fas.harvard.edu/wp-content/uploads/sites/161/2024/07/cover-letter-template.pdf

Some general rules about letters:

Address your letters to a specific person if you can.

Tailor your letters to specific situations or organizations by
doing research before writing your letters.

Keep letters concise and factual, no more than a single
page.

Avoid flowery language.

Give examples that support your skills and qualifications.
Put yourself in the reader’s shoes. What can you write that
will

convince the reader that you are ready and able to do the
job?

Don't overuse the pronoun “I".

SAMPLE COVER LETTER

Remember that this is a marketing tool. Use plenty of
action

words.

Have an MCS advisor provide feedback on your letter.
When converting to a .pdf, check that your formatting
translates

correctly.

Reference skills or experiences from the job description
and

draw connections to your credentials.

Ensure your resume and cover letter are prepared with the
same font type and size.

September 1, 2025
Morgan Smith
Director of Communications Jumpstart

308 Congress Street, 6™ Floor Boston, MA 02110

Dear Morgan Smith:

| am a senior at Harvard College studying History and Literature. | am writing
to apply for the Marketing and Communications position at Jumpstart posted
in Harvard's Crimson Careers database. I'm very excited about the field of
education, and would welcome the opportunity to bring my strong




communication skills, creativity, and marketing experience to your growing
team.

Jumpstart's commitment to early education for every child is of particular
interest to me and relates to my passion for youth development. This past
summer, | worked as a senior counselor in the Summer Urban Program, which
is dedicated to preventing summer learning loss for children in the Boston and
Cambridge area. | designed and taught fun, interactive classes to a group of 10
fifth graders, and planned and led local field trips and workshops daily with a
junior counselor. Throughout the summer, | consistently strived to create
math, science, and reading lessons and activities that were engaging and
tailored to my students’ needs.

Additionally, in my role as the Director of Marketing for the Social Innovation
Collaborative, I led our team in creating a social media strategy to drive our
member recruitment efforts and promote our programs and events on
platforms including Facebook, Twitter, and Instagram. With so many
competing events on campus each day, | had to continually be creative in my
approach to developing and delivering content that would be compelling and
effective. As a result of my efforts, our group experienced a 20% increase in
our membership base and a 15% increase in our social media engagement. I'm
excited at the prospect of bringing the skills | developed through this
experience to the Marketing and Communications role at Jumpstart.

Thank you for your consideration. | very much look forward to the opportunity
to speak with you in person about my interest in this position.

Sincerely,

Alex Crimson






