
  

 
 
 
 
 
 
 

RESUME FAQs 
 
What should I include in my resume?  
The role of the resume is to present your experience and 
skill set in the cleanest package possible. 
 
Candidates often feel the need to include every experience 
at every job they’ve had or to follow specific formulas and 
present information in a particular way. Instead, focus on: 
• Skills or experiences important in your field 
• Tasks you’ve done in the past and would like to do 

again 
• Formatting that reflects your personality and style  
This is your fact sheet – ultimately, it has to reflect who 
you are and how you would present your career.  
 
Always remember to tailor your resume to the job. You 
don’t have to totally rewrite it, but you do want to describe 
your skills and experiences using language and keywords 
similar to what you see in the job posting or on the 
company website.  
 
 

How long should it be?  
The average first glance of a resume lasts 7-10 seconds. 
That’s not a lot of time – make sure the most important 
parts of your experience for that job are seen first.  
 
• Include your most relevant information in the first 

half of page one.  
• Different fields and roles place different emphasis on 

experiences like internships, job history and education. 
Find out what is most important in your field and at 
your experience level.   

• Generally, a resume is no longer than 1-2 pages. If you 
have a second page, include your name in a header or 
footer in case the two get separated.  

 
 
 
 
          
 
 

Do I have to list everything chronologically?  
No. A resume can include anything, in any format, to show 
experience and capability. Once you’ve decided what 
content you want to highlight, take a look at how you 
structure the information.  
 

• Common formatting styles:  
o A chronological resume lists experience 

and education in reverse chronological 
order, starting with the most recent and 
working backward. This style, used often 
by new professionals or recent graduates, 
is good if you want to show that your 
experience tells a story.  

o A functional resume organizes 
experience by skill, focusing on what you 
can do instead of where (or when) you’ve 
done it. This style is useful for anyone 
trying to minimize gaps in work history, 
changing careers, or wanting to pull focus 
away from dates.  

o A combination resume uses elements of 
both chronological and functional resumes 
– this style puts initial emphasis on skills, 
then uses work history to tell the story of a 
candidate’s experience. This is a good 
style for anyone with a long work history 
in one field.  

• To minimize gaps think about what you did when 
you weren’t working professionally. Did you have 
any activities or experiences that make you a 
better candidate? Using a functional or 
combination style, list those skills and experiences 
like those you learned on the job.  

 

A few thoughts on font . . .  
• Italics are hard to read: Avoid putting important 

information in hard-to-read fonts or styles. On the 
other hand, Bold Gets Attention: If something needs 
to stand out, bold font will help. 

• Generally, size 10-12 is best for body, 14-16 for 
headers.  

• Be careful with color! Navy or dark red will print well 
in black and white. Pastels or lighter tones might 
disappear when printed.  
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Need more help? Contact the Division of 
Continuing Studies for individual help with 
resume and cover letter critique services.  
 
https://continuingstudies.wisc.edu/writing-
critique-services/ 
 
There is a fee for this service.  
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