
RESUMES 
 

The purpose of a resume is to get you an interview.  It is a marketing piece and often your first point 

of contact with potential employers.  Employers often look at resumes for less than a minute, so 

make every word count.  Your resume should be appealing to the eye, easy to read, and contain 

information an employer wants to read.  Put yourself in the shoes of the reader – do not assume the 

reader will know what you mean so be specific and be clear.   

 

GETTING STARTED 

Make a list of the following: 

 Everything you have done since high school graduation, including your education, jobs, 

volunteer work, achievements, awards, internships, hobbies and language skills. 

 Any experience you have acquired prior to or during your MJ program. 

 Any research and writing skills you have acquired prior to or during your MJ program. 

 Other transferable skills you have acquired such as (1) leadership; (2) work ethic; (3) 

attention to detail; (4) team work; (5) organizational skills; (6) public speaking skills; (7) 

ability to handle multiple tasks; (8) ability to meet deadlines.  

 

STYLE, PAPER, FONT STYLE, FONT SIZE AND LENGTH 

 Create an easy to read, organized and error-free resume. 

 Use a simple font such as Times New Roman, Arial or Century Schoolbook – nothing fancy. 

 Font size should preferably be 12 for content of resume and 14 – 18 for your name. 

 Use bold, italic or underline commands to emphasize information in your resume. 

 Do not use personal pronouns such as “I did this and I did that.” 

 Margins should be 1” on all sides and no smaller than ½” if trying to fit everything on one 

page. 

 Spacing – double space between schools, jobs, and headings. 

 Use high quality, resume paper in white, off-white or pale cream with matching envelopes. 

 If the employer requests that you email the resume rather than mail a hardcopy, send all 

materials requested (e.g. cover letter, resume, and writing sample) as one PDF document. 

 

RESUME FORMAT 

Heading: Your name, address, phone number and email address should appear at the top of the 

page and can be centered or located anywhere at the top that makes sense. Your email address 

should be professional and one you check often. For phone messages, leave a professional-sounding 

outgoing message on your voicemail. As for the rest of your resume, sections should include 

Education and Experience and may include Volunteer Activities, Personal Interests, or a few 

possible other topics. 

 

Education: If you have less than two years of experience in the industry that you are pursuing, your 

resume should list your education first, then experience, etc. If you have more than two years of 

experience in your industry, your resume should list your experience first. This section should be 

written in reverse chronological order (most recent first).  List the city and state, degree received (or 

to be received) the month and year of graduation and major field of study for each school.  

 Ensure that the names of the schools you have attended are titled accurately (i.e.  Loyola 

University Chicago School of Law, NOT Loyola Law School).  



 Your degree is a “Master of Jurisprudence.” Be sure to also include the area of study, 

e.g. Master of Jurisprudence, Children’s Law & Policy or Master of Jurisprudence, Business 

Law & Compliance 

 Time Period – Include only your graduation date (not when you began your MJ program or 

undergraduate school).   

o Example:  Loyola University Chicago School of Law, Chicago, Illinois 

         Master of Jurisprudence, Health Law, Anticipated May 2018 

 Grade Point: Your official GPA from our registrar will include 3 digits to the right of the 

decimal. We recommend that you use this entire GPA on your resume (i.e. do not round it). 

Your official GPA is the only GPA that the registrar can confirm if an employer contacts the 

registrar’s office to check on your credentials.   

 Honors, scholarships and school activities/organizations: List directly below the 

educational institution where you performed them, rather in a separate section. Also include 

your major, minor or area of concentration. 

 Publications: A published paper or other publication should be cited completely. Consider 

creating a separate section titled “Publications” if you have written extensively but only if 

they are relevant to your industry. 

 Coursework: If you want to highlight an area of emphasis in order to appeal to a certain 

industry, feel free to list relevant courses.  
 
Work Experience:  

 List all paid and unpaid work in reverse chronology, with your latest job listed first. 

 Include full-time and part-time relevant work experience and volunteer work. 

 Include the employer’s name, city, state, your dates of employment, title and job 

responsibilities. 

 Use bullet points when listing responsibilities to make reading easier. 

 Lead with your most impressive achievements – not necessarily what you did most often. 

 Omit descriptions of particular jobs if self-explanatory (Caddy, Waitress). 

 Use active, not passive language (see the list of action verbs).  

 Be specific:  
o E.g. “Managed a team of up to six Child Welfare Specialists; provided individual 

therapy services for a client in specialized foster care; served as the Educational 

Liaison for the program; acted as the Intake Coordinator for Specialized Foster Care; 

supported and guided team members; maintained client caseload as needed.” 

o E.g. “Create and implement training compliance manuals for organizations to 

minimize internal and third party risk that prevent increased revenue.” 

 Include skills applicable to your industry, such as: writing, analyzing, researching, 

organizing, arguing, advocating, public speaking, coordinating, creating, persuading, 

delegating, editing, assessing, estimating, planning and supervising.   

 Gear your resume to the responsibilities the employer lists in the job description.  If the 

job requires that you research and write – highlight your research and writing 

skills/experience and provide specific examples.  

 Describe your current job in the present tense. Describe past jobs in the past tense. 

 If you held several positions with the same employer, list the employer name and location 

once and underneath list each position with descriptions for each. 

 



Volunteer Activities: These activities may communicate aspects of your talents and personality 

which may not be apparent in your other resume information.  They may show leadership qualities, 

social awareness, community involvement, and other attributes important to potential employers.   

 

Licenses and Professional Associations: Include any professional associations that are relevant to 

your industry or the position for which you are applying. 

 

Languages: Include a foreign language and describe your proficiency.  Terms often used include 

“Fluent in …,” “Proficient in …,” “Conversant in …,” but don’t overstate your proficiency – you 

may be tested in an interview. 

 

Computer Skills: Leave off computer skills unless they are directly relevant to the job you seek.  

Most employers assume that you have basic computer skills, so there is no need to mention this.   

 
Personal Interests: This section can be a good ice breaker in an interview.  Include interesting 

activities and again, be specific.  Instead of listing “Sports” list “Volleyball.”  Or, instead of 

“Reading” list “American Poetry” or “Stephen King novels.”  The more specific you are, the easier 

it will be for the interviewer to ask about it. 

 

WHAT NOT TO INCLUDE ON A RESUME 

 Typos: Be sure to have several people read your resume to uncover grammatical, spelling, 

punctuation or typographical errors. 

 Marital status, date of birth, age, height, weight, religious affiliation, etc., do not belong on 

your resume.  They are not relevant to legal employment and employers are often restricted 

from discussing these issues. 

 Inconsistent formatting. 

 Abbreviations, acronyms, symbols and terms of art – do not assume employers know what 

you mean. 

 Political and Other Sensitive or Controversial Information – Include this information only 

after careful consideration. Although hiring decisions should not be based on this type of 

information, the first person who sees your resume at a law firm is a receptionist, secretary 

or recruiting coordinator and if he/she disagrees with your politics your resume may never 

reach the hiring chair’s desk. In other words, a decision to not interview you may not be the 

hiring committee’s decision. 

 

EDIT AND PROOFREAD! 

 Proofread your resume several times before sending or emailing it out. Have someone you 

know or the Career Services staff read it as well. 

 

TELL THE TRUTH 
Be certain that all information on your resume is true and accurate, including dates, names, 

organizations and titles. Employers may verify any point raised. Inaccuracies can lead to lost 

offers or lost jobs. 

 

 

 

 



SAMPLE ACTION VERBS FOR RESUME WRITING 

Avoid passive verbs or phrases.  The following is a list of action verbs which may be helpful to you. 

 
accelerated 

accomplished 

achieved 

acquired 

activated 

adapted 

administered 

adopted 

advanced 

advised 

analyzed 

approved 

arranged 

assessed 

assigned 

assisted 

attained 

attracted 

audited 

authorized 

bought 

broadened 

brought 

built 

calculated 

centralized 

closed 

collaborated 

completed 

composed 

conceived 

concluded 

conducted 

confined 

consolidated 

constructed 

consulted 

contributed 

controlled 

coordinated 

created 

cut 

decreased 

delegated 

delivered 

demonstrated 

designed 

determined 

developed 

devised 

directed 

distributed 

documented 

drafted 

earned 

edited 

eliminated 

employed 

enforced 

engineered 

established 

evaluated 

examined 

exceeded 

executed 

expanded 

expedited 

financed 

forecasted 

formed 

formulated 

found 

founded 

fulfilled 

generated 

guided 

handled 

headed 

hired 

identified 

implemented 

improved 

improvised 

increased 

influenced 

initiated 

instituted 

instructed 

insured 

integrated 

interpreted 

interviewed 

introduced 

invented 

invested 

investigated 

launched 

lectured 

led 

liquidated 

located 

made 

maintained 

managed 

marketed 

mediated 

minimized 

modernized 

modified 

monitored 

motivated 

negotiated 

obtained 

opened 

operated 

ordered 

organized 

originated 

overcame 

oversaw 

participated 

performed 

persuaded 

pinpointed 

pioneered 

planned 

prepared 

presented 

prevented 

processed 

produced 

programmed 

projected 

promoted 

proposed 

proved 

provided 

published 

purchased 

realized 

recommended 

reconciled 

recruited 

redesigned 

reduced 

regulated 

reinforced 

rejected 

related 

renegotiated 

reorganized 

reported 

represented 

researched 

reshaped 

resolved 

restored 

reviewed 

revised 

revitalized 

revived 

saved 

scheduled 

selected 

served 

set up 

settled  

shaped  

showed 

simplified 

sold 

solved 

specified 

sponsored 

staffed 

standardized 

started 

stimulated 

streamlined 

strengthened 

structured 

studies 

suggested 

summarized 

supervised 

supported 

surpassed 

surveyed 

sustained 

taught 

terminated 

tested 

tightened 

traded 

trained 

transacted 

transferred 

transformed 

translated 

trimmed 

tripled 

undertook 

unified 

used 

utilized 

verified 

vitalized 

withdrew 

worked    

wrote

 

 

 

 



 

 

 

MARTIN M. MAJOR 
1640 S. Main Street, Apt. 205 ● Chicago, IL 60623 ● martymajor@test.com ● 312-555-5678 

 

EXPERIENCE 

 

Stone Water Group NFP, Chicago, Illinois                               

Founder and Chief Executive Officer, December 2011 to Present  

 Ensure effective board-staff relationship whereby all levels of management can effectively 

execute company mission. 

 Create and implement training compliance manuals for organizations to minimize internal and 

third party risk that prevent increased revenue. 

 Execute strategic planning, goal oriented, entrepreneurial minded, and motivated to complete 

company objectives.  

 Have grown client portfolio 50 percent in a five-year period. 

 Create and develop budgetary plans that will consistently increase client portfolio over a  

20-year cycle. 

 Ensure the institution maintains its legal status. 

 Researched and acquired the U.S. federal government’s System for Award Management 

designation for the purpose of securing Federal financing of projects. 

 

Langston Credit Union, Skokie, Illinois                        

Bank Compliance Officer, July 2004 – November 2011                                                                                     

 Oversaw compliance practices and procedures of company and subsidiary personnel in regard 

to consumer regulations and laws. 

 Monitored compliance implications for all new products, services and systems. 

 Managed databases providing extensive reports as required by regulatory bodies. 

 Identified and organized compliance training needs for company units and groups. 

 Co-chaired the credit union’s Deposit Compliance Committee. 

 

EDUCATION 

 

Loyola University Chicago School of Law, Chicago, Illinois                                                                       

Master of Jurisprudence in Business Law & Compliance, May 2017   

GPA: 3.362/4.0 

Relevant Coursework:  Business Organizations | Legal Research and Writing | Cases in 

Corporate Compliance | International Business Transactions | Financial 

Institutions | Real Estate Transactions | Statistical Analysis | Methods of 

Critical Reasoning | Securities Regulations | Ethics | International 

Negotiations    

                                                                                                                                                                                          

Roosevelt University, Chicago, Illinois                                                                                                                             

Bachelor of Business Administration in Finance, May 2004                                                                                                                   

 

VOLUNTEER ACTIVITIES  

 

 Loyola University Chicago School of Law, Designated Alumni Ambassador  

 Roosevelt University, Treasurer of Business Club 


