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 Personal information

• Name, address, mobile phone & email, date 
of birth.

 Education  (work experience ≤ 2)

• Master, Bachelor and High school for 
starters,

• Thesis  (grades, average (8≥),

• Relevant  educational successes, certificates, 
additional courses.

 Experience 

• Internships,

• Jobs, summarize if irrelevant, e.g. various 
jobs  (at company X).

 Extracurricular experience

• Board experience: study and student 
association,

• Sports at competitive level,

• Time consumption, responsibilities, 
successes and study grants,

• Summarize if less relevant.

 Skills 

• Languages only if necessary and if level is 
advanced,  

• IT skills (ms office, matlab, spss etc), 

 References (optional)
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Resume structure checklist
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o Content:

• Adjust content  to company you are applying to,

• Name programming languages if you are able and 

willing to work with them,

• Use bullets to describe your 

duties/responsibilities. They create the illusion 

your resume will be quick and concise to read. 

Begin each bullet with an action verb,

• Think Relevance:  it is a compilation.

o Lay-out:

• Be consistent throughout the entire resume with 

display techniques, punctuation, verb tense, dates, 

and spacing,

• Your resume should look professional. Use white or 

cream paper.

• Margins: 1 inch (ideal): ½ inch (minimum).

o Save as: resume Marieke van der Klip

o Content

• Incomplete personal data

• Avoid abbreviations or explain them first before 

using them throughout the resume

• No function titles 

• Motivation in Resume

• Unprofessional email address: e.g. 

Petitcherie@gmail.com,  Joeblow@gmail.com

o Lay-out:

• Do not squeeze everything on one page

• 10 (minimum), 12 (maximum); Headings may be 

larger

• Avoid spelling and/or grammatical errors. 

• Do not include fancy fonts, pictures of yourself or 

unusual bullets.
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Resume tips and tricks 

Do’s Don’ts
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Resume templates
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Resume temlate examples
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