
Building Success: Steps to Building a Resume 
What is a Resume?  A Resume is a one page formal document summarizing your work, school/training, and 

leadership experiences. When applying for a position, a resume accompanied with a cover letter provides your 
potential employer with your qualification for the specific job you’re applying to.  

Let’s breakdown a resume:  

Step 1. Choose a Format  

There are three types of resumes: chronological, functional, and combination. The resume format depends on the 
job that you are applying for. We are focusing on the chronological format.  

 Chronological is the most traditional format and lists experiences according to the order in which they took 
place. This is a popular format, easy to read and appealing to employers.  

Step 2. Create a Header  

A header should include your name, phone number, mailing address, and email address.  

Key things to consider:  

1.  Use a phone number that you plan to answer and take the extra step to change your voicemail to something 
more professional.  

2. Make sure your email address is professional, for example, if your current address is moomilk123@gmail or 
hottie101@gmail.com it is time to set up a new email. Consider setting up a new email, such as 
Jill.Jersey@gmail.com or JJersey99@gmail.com.  

Example header shown below: 

Step 3. Write a Summary 

Summarize what position you are applying for in one or two sentences. Keeping this summary strong and simple 
will assist in making your resume stand out. Summaries are not always needed, but strongly encouraged!  

Example summary shown below:  

  

 

Jill P. Jersey  
123 Milking Parlor Lane · Milkville, NY 13445 · (315) 132-3256 · JJersy99@gmail.com 

Resume Objective:  

To obtain the (Position/Job Title) with (Business Name or “at a reputable company”). As an accomplished 
(Professional Title),  I have the experience to bring professional knowledge and skills to this position.  



Step 4: List Your Education  

Start by listing the schools you’ve attended, starting with the most recent. Include details such as GPA, class rank, 
or special awards and/or recognition.  

Examples shown below: 

 

 

 

 

 

 

 

Step 5: List Your Work Experiences  

 Start this section by listing your most recent or current job, continue listing your previous work experiences.  
 List where you have worked and include when. Be sure to make note of specific accomplishments for each 

position or job. 
 Pick experiences that seem most relevant to the position you seek. For inspiration, think of your full-time or 

part-time work, summer jobs, occasional jobs, internships, fieldwork and special projects. 
 Use key words like; accelerated, achieved, expanded, influenced, solved, maintained, generated, effected, ad-

vised, controlled, trained or utilized. 
 Do not worry if there are gaps in the timeline, but keep everything in chronological order, with most recent 

jobs at the top. 
 
Examples shown below:  

 

 

 

 

 

 

 

 

 

 

 

Education 

Whitesboro High School, Whitesboro, NY         2012 

Advanced Regents Diploma  

 

Morrisville State College, Morrisville, NY        2016 

Bachelor of Business Administration in Agriculture Business Development 

 President’s List  

 GPA: 3.97 

Work Experience  

MayWhoo Company          June 2016- 
Customer Service Coordinator          Present  
 Partnering in the development of marketing campaigns to increase member awareness, participation, and lending volume  
 Coordinate and create promotional materials for trade show events, member outreach, and cooperative meetings  
 Handle vendors payments, customer transfers, and the reconciliation of department expenses  
 Deliver exceptional customer service to current borrowers, our farmer owners, including loan and lease inquires 
 
Apple Tree Farm Market          April 2013-  
Sales and Merchandising          June 2016 
 Responsible for early morning store merchandising, including the management of daily cash and credit card transac ons   

 Deliver excep onal customer service to in‐store customers and those at remote loca ons   

 Provide training to new store employees in strict standard opera ng procedures   

 Communicate product informa on to customers and employees   



Step 6: List Your Leadership and Involvement  

Do not be shy about mentioning awards and achievements you have earned. This shows the employer that you 
are a well-credentialed candidate who has been recognized for your accomplishments.  

This part of your resume allows you to mention your community involvement. Do you volunteer? Are you involved 
with organizations like FFA, 4H, Girl Scouts, Boy Scouts, Dairy Promotion, etc.? Think about your involvement in 
these activities and how they may have helped prepare you for future careers.  

Step 8: List Your Skills and Interest 

Have you heard of the term soft skills? Soft skills or “social skills” are character traits, such as being self-
motivated, creative, or reliable; these positively affect how you work and interact with others. In the skills section 
of your resume, include skills that would be relative to the industry or position that you are applying for.  

For example, if you are applying for a position at a veterinary clinic, skills such as; adaptability, communication, 
conflict resolution, critical thinking, flexibility, etc. would be appropriate. 

 

 


