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What’s in a resume?

 A resume is a formal overview of your educational and 
professional experiences that are applicable to the 
position you are seeking.
What’s the purpose of a resume?

 It should list your experiences concisely and provide a relevant job 
history

 Entice the reader to invite you to an interview

 Convince the employer that you are qualified for the position



Resume v. Curriculum Vitae

Resume

 One page 
 Concise overview of job history
 Showcases competence and 

work experience

CV

 Several pages
 Overview of academic history
 Showcases credentials

 Publications, presentations and 
research



Common Resume Formats

Chronological

• Reverse-chronological 
order

• Most common resume 
on the market

• Most employers prefer 
this format

Functional

• Highlights skills and 
experiences

• Great for career 
changes

• Sometimes includes a 
resume summary at the 
top of the document, 
describing skills and 
achievements 

Combination

• Mixes Chronological 
and functional

• Focuses on relevant skills 
while providing a 
reverse-chronological 
work history

• Gives the employer 
desired information but 
also emphasizes your 
strengths



Types of Resumes

Performance

What kinds of work?

• Orchestras

• Ensembles

• Festivals

• Cultural organizations

• Professional companies

Teaching

What kinds of work?

• Teaching organizations

• Schools

• Community programming

• Private Studios

Administrative

What kinds of work?

• Arts organizations

• Office jobs

• Student on-campus work



Performance

Classical
 Orchestral experience

 Chamber Music experience

 Solo Performances

 Solos with Orchestras

 Community performances

 Solo Recitals

 Honors/Awards

 Principal Teachers/Coaches

 Masterclasses

Jazz
 Festivals

 Ensembles

 Clubs

 Venues

 Tours

 Recordings

 Collaborations

 Honors/Awards

 Principal Teachers/Coaches

 Masterclasses

Vocalists
 Operatic Roles

 Partial Roles / Studied

 Choral experience

 Solo Recitals

 Musical Theater

 Ensemble work

 Young Artist Programs

 Honors/Awards

 Principal Teachers/Coaches

 Masterclasses

What’s most important?



Performance
Resume
Example



Teaching
What’s most important?

• Experience as an educator

• Range and variety of your teaching

• Knowledge and ability of the subject matter



Administrative
What’s most important? 

• Organizational skills

• Management/leadership experience

• Previous relevant experience



Additional 
Experience
If you want to include work 
experience that is unrelated to the 
position to which you’re applying, 
but does offer insight into your job 
history, include a category labeled 
“Other Experience” or “Additional 
Experience”.

This is a great way to highlight soft 
skills, or qualities that enable 
someone to interact effectively 
with others in a particular 
environment.

Soft Skills:

Leadership

Teamwork

Communication

Problem solving

Work Ethic

Flexibility/
Adaptability



Quantitative 
Data &
Keywords
Hiring Managers look for 
tangible and quantitative 
results in your job history.

Companies use software 
systems that search out 
keywords from the posted 
job description in your 
resume. 
• Use/Copy phrases in 

your resume



Resume Formatting
 Include a document Header

 Margins should be no smaller than .5 on all edges

 Fonts should be no smaller than 10
 Use basic print fonts like Arial and Times New 

Roman

 Bold section headers or increase the font size

 Use dates when listing your job history 
(be consistent!)

 Avoid the use of underlining (too similar to URLs)



Sending Your Resume
1. Follow the directions listed in the job description
2. Send the resume as an attachment, not as the body of your email
3. Use the suggested file format (PDF or .DOCX are preferred)
4. Name your attachment: ex) “Lastname_Firstname_Resume”
5. Always include a body content introduction

a. “Dear Hiring Manager…” –

b. If you know the name of the hiring manager, always address them 
personally

6. Use a clear subject line: “Job Title – Your Name”
7. Send a test message to yourself first!



SAVE YOUR RESUMES!

Save ALL versions of your resumes in both 
.docx and PDF format. 

Create a Master Resume with all data for 
easy access.



Recommended Resources

 Thebalancecareers.com

 Google Doc Templates
 Drive > New > Google Docs > From a Template

 DePaul School of Music Career Services Resources Tab
 Handbooks for Resumes, Cover Letters & Career Documents



QUESTIONS?
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