
Your experience section should be
tailored to the position you're

applying to.

Responsibilities:
- Start with an
action verb to
describe your
achievements.
- Be specific and
quantify your
accomplishments.
- Focus on what
you contributed
to.
- Be concise and
include key skills.
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Highlight
your soft
skills. 

Reverse
chronological
order (newest to
oldest).
Dates on the
right can save
space and be
easy to read.

Dates:

Include the
name of your
school,
degree,
achievements,
or academic
awards.  

Naming your files is more important than you think! Be intentional.
For example:

 Emilia Mercado_Resume_Vogue Paris

Titles: Use bold
or font size to
make the
position title
and company
easy to read.

Your resume is your
marketing tool and your
name is your brand.
Make it pop!

Hyperlink
your
LinkedIn or
website so
employers
can acess it
in one click. 

Group your
technical
computer
skills 
together. 

Sample

Resume

ENGLISH

Add
"Relevant
coursework"
if you are
light on
professional
experience. 

Languages:
English (fluent), French (advanced)



Start by building a master list in a simple Microsoft Word document. Write down all the
relevant information to add to your resume - your contact details, your current and past
academic, professional and volunteer experience, and your skills and certificates. 
Keep this simple and comprehensive copy of your resume for reference at all times. Make
sure it is always up-to-date. 
Watch out for unnecessary words - very, really, just, rather, quite - that take up valuable
space you could be using to market yourself.
Hiring managers are busy - they want your resume to be THE one! Make it easy for them:
make the format clean and tailor the content to the offer. Plug-in key skills directly from
the offer.
Other sections to consider based on your experiences and the opportunity you're applying
for: languages, publications, relevant projects. 

Tips and Ideas

Helpful Resume Building Resources

Microsoft Word offers useful templates to keep your resume clean and crisp!
Canva and Novoresume are useful for creative inspiration. 

Strong Writing is concise and clear. Ideally, when writing, you'll use as few
words as possible to convey your message as clearly as possible.

 

AUP Job & Internship Database
AUP Global Talent Portal
LinkedIn
Vault
Welcome to the Jungle
Indeed
GoinGlobal
Job Monkey
Internships.com
CIDJ

Don't forget the power of networking
with your classmates, professors, Alumni,
working professionals, family and
friends. 

BE PROACTIVE! If you're interested in
working for a specific company or
organization, send in a sponaneous
application expressing your interview in
interning there. 

Helpful Resources for your Job Search


