
RESUME TIPS

RESUME LANGUAGE SHOULD BE:

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

TOP FIVE RESUME MISTAKES:

1. Spelling and grammar errors

2. Missing email and phone information

3. Using passive language instead of “action” words

4. Not well organized, concise, or easy to skim

5. Not demonstrating results

DON’T:

Use personal pronouns (such as I 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

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



Be sure that your formatting will translate properly if

converted to a .pdf

ACTION VERBS FOR YOUR RESUME

LEADERSHIP

Accomplished Achieved Administe

red

Analyzed Assigned Attained Chaired Consolidate

d

Contracted Coordinat

ed

Delegated Developed Directed Earned Evaluated Executed

Handled Headed Impacted Improved Increased Led Mastered Orchestrate

d



Organized Oversaw Planned Predicted Prioritized Produced Proved Recommen

ded

Regulated Reorganiz

ed

Reviewed Scheduled Spearheade

d

Strengthen

ed

Supervised Surpassed

COMMUNICA

TION

Addressed Arbitrated Arranged Authored Collaborate

d

Convinced Correspon

ded

Delivered

Developed Directed Document

ed

Drafted Edited Energized Enlisted Formulated

Influenced Interprete

d

Lectured Liaised Mediated Moderated Negotiated Persuaded

Presented Promoted Publicized Reconciled Recruited Reported Rewrote Spoke

Suggested Synthesiz

ed

Translated Verbalized Wrote

RESEARCH

Clarified Collected Conclude

d

Conducted Constructe

d

Critiqued Derived Determined

Diagnosed Discovere

d

Evaluated Examined Extracted Formed Identified Inspected

Interpreted Interviewe

d

Investigat

ed

Modeled Organized Resolved Reviewed Summarize

d



Surveyed Systemati

zed

Tested

TECHNICAL

Assembled Built Calculated Computed Designed Devised Engineered Fabricated

Installed Maintaine

d

Operated Optimized Overhauled Programm

ed

Remodele

d

Repaired

Solved Standardi

zed

Streamlin

ed

Upgraded

TEACHING

Adapted Advised Clarified Coached Communica

ted

Coordinate

d

Demystifie

d

Developed

Enabled Encourag

ed

Evaluated Explained Facilitated Guided Informed Instructed

Persuaded Set Goals Stimulate

d

Studied Taught Trained

QUANTITATIV

E

Administered Allocated Analyzed Appraised Audited Balanced Budgeted Calculated

Computed Develope

d

Forecaste

d

Managed Marketed Maximized Minimized Planned

Projected Researche

d



CREATIVE

Acted Compose

d

Conceived Conceptuali

zed

Created Customize

d

Designed Developed

Directed Establishe

d

Fashioned Founded Illustrated Initiated Instituted Integrated

Introduced Invented Originated Performed Planned Published Redesigne

d

Revised

Revitalized Shaped Visualized

HELPING

Assessed Assisted Clarified Coached Counseled Demonstra

ted

Diagnosed Educated

Enhanced Expedited Facilitated Familiarized Guided Motivated Participate

d

Proposed

Provided Referred Rehabilita

ted

Represente

d

Served Supported

ORGANIZATIO

NAL

Approved Accelerate

d

Added Arranged Broadened Cataloged Centralized Changed

Classified Collected Compiled Completed Controlled Defined Dispatched Executed

Expanded Gained Gathered Generated Implement

ed

Inspected Launched 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 AI 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 AI 
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 AI should not be the primary 
author—not least because its output will likely be very generic.



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


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


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


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

A.B./S.M. Computer Science, GPA 3.6

OR

Cambridge, MA

May, 2025

Harvard University

A.B./S.M. Computer Science; Concurrent S.M. Computer Science

OR

Cambridge, MA

May, 2025

Harvard University

Concurrent Degrees: S.M. Computer Science; A.B. Applied Mathematics

Cambridge, MA

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


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


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


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/


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”.

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.

SAMPLE COVER LETTER

September 1, 2025

Morgan Smith 

Director of Communications Jumpstart 

308 Congress Street, 6  Floor Boston, MA 02110 

Dear Morgan Smith: 

I am a senior at Harvard College studying History and Literature. I 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

th



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, I 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. I 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, I 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, I 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 I developed through this

experience to the Marketing and Communications role at Jumpstart. 

Thank you for your consideration. I very much look forward to the opportunity

to speak with you in person about my interest in this position. 

Sincerely, 

Alex Crimson 




