
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Writing a Fresher Resume 
A definitive guide to help you kickstart your 
Career with the Right First Job 
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“Luck is where opportunity and preparation meet.” 
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INTRODUCTION  
 

For most of us, resume is the first ever professional document we create.  
 
It summarizes our education, work experience, skills, and other relevant information 
to showcase our suitability for a particular job role.  
 
So, it is the document, that gets you THAT JOB, you’ve been dreaming about all 
these years.  
 
Here’s why you need to make sure it stands out:  
• Recruiters only spend an average of 6 seconds of time on your resume. YES, you 

are that short of time 
• Applicant Tracking Systems screen your resume before they reach the recruiter. 

You lose the game if you don’t enrich your resume with the right keywords  
• Layoffs are on an all-time high, and technology is cutting jobs. So you need your 

resume to do the work for you 
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HOW TO WRITE A RESUME FOR BEGINNERS & FRESHERS 

 

 
A resume acts as a first point of contact between you and your employer 
therefore it is important for your resume to clearly demonstrate how capable 
you are. 
 
An ideal resume contains the following sections:  
 
1. Contact Details 
Your name and contact details form the topmost section of your resume. This 
section should be clearly visible, short, and crisp.  
 
How to list contact details? 
Start with writing your name in bold capitalized letters followed by location, phone 
number, and email address. You can include links to professional websites like 
LinkedIn, your portfolio, or your website. 
 
2. Title 
A Resume always starts with a Job Title where you briefly mention the position you 
are striving for in addition to you degree/qualification.  
 
Examples:  
• Aspiring Tax Accountant  
• Certified Data Analysist  
• B.Tech (CS) from IIT, Delhi   
 
3. Resume Summary or Objective 
A summary is a brief representation of your resume in a readable yet impactful 
form. A resume objective demonstrates the skills, you want to leverage for a 
particular job role.  . 
 
Write a powerful objective or summary and motivate the recruiter to read your 
entire resume. 
 
How to write a resume summary  
Step 1: Define Your Goal 
Brainstorm and identify what you want to convey through the summary: 
• Is it any specific achievement? 
• A stack of skills? 
• A particular part of your career? 
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Step 2: Draw important points from your targeted job description 
Once you know your differentiating factors in terms of your experience, 
achievements, education, and/or skills, check your targeted job description and 
see what the recruiter is looking for. 
 
Pay attention to the job descriptions of the positions that interest you. Review 
categories such as "Requirements," "Experience," or "Education" to determine which 
abilities or experiences you should mention in your summary. 
 
Step 3: Combine the two to create a resume summary 
Once you've taken some time to reflect on your relevant abilities and 
accomplishments and how they connect to the role, writing an excellent resume 
summary becomes much simpler. 
 
Pick what among your abilities matches with the job description to create a 
summary. Talk about your soft skills as well. 
 
Objective for a resume with no experience 
Marketing graduate looking for a position at a digital marketing agency, where I 
can apply skills in market research, competitive analysis, communication, social 
media management, and team coordination to support lead generation growth 
and success. 
 
Summary for a resume with no experience 
An aspiring digital marketer, with the ability to communicate brand stories through 
various social media channels and campaigns. Skilled in implementing a proactive 
social content calendar and coordinating all aspects of digital marketing projects 
from conception to delivery and optimization. 
 
4. Experience/Internship  
An experience section of the resume, as the name suggests, lists out your 
employment journey. It is made of employment details of all or some of your most 
significant employments. 
• Job/Position Title: What is the role you were hired for? For instance, Marketing 

Manager, Content Writer, Software Engineer 
• Dates of employment: These include the month and year of your joining a 

particular job and the month and year of finishing it. 
• Name of the employer and location:  Mention the name of the company you 

worked for, followed by the location of your office. If your company is 
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headquartered in the USA, but they have an office in India, where you work, your 
location would be the city in India. 

• Job description: This is what you did during the job. This is the most extensive 
part of your entire experience section. 

 
5. Education & Certifications 
Education is one of the most important sections for a resume with no experience. 
Your academic background (high school and university education) displays your 
skills and acts as proof of your knowledge.  
• If you are a college graduate with specialized education, mention your 

coursework. 
• If you do not have any work experience or projects, place this section on top of 

your resume. 
 
This is what an education section looks like: 
California State University – Long Beach, CA 
BA in Interior Design 
Dec. 2021 
 
Skills  
Skills are equally important for a resume with no experience as in a resume of 
experienced professionals. You can enlist skills you have acquired so far through 
your academics and other engagements. 
 
You can include two types of skills in your resume: soft skills and hard skills. 
 
Soft Skills 
Soft skills are transferable skills that help you operate in a professional environment. 
They are job-specific and immune to automation. Employees look for transferable 
skills like teamwork, time management, problem-solving, and flexibility. 
 
Hard Skills 
These skills enable you to perform your core job. They are different for each job, and 
you need specialized training to develop them. Your academics act as proof of your 
soft skills. 
 
Use these tips to write a skill set:  
Step1: Know your strengths 
The first step is to identify the skills you already have. While doing this, focus on your 
hard skills only. 
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For instance, a B.Com graduate will have skills in accounting, taxation, financial 
management.  
 
Step 2: Check job requirements 
An ideal skill section is that which not only represents the candidate but also those 
what the recruiter is seeking. 
 
Look at your target job description and see what keywords are mentioned in there. 
Focus more on hard or job-related skills. Do not miss the soft skills too if they are 
the topmost priority in your job profile. 
 
Step 3: Create a Skills Section 
Use the above two steps to create a skills section. 
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EXPERIENCE ALTERNATIVES FOR A RESUME WITH NO EXPERIENCE 
 

 
Work experience alone is not the only deciding factor for recruiters. Your 
background and the value you can add to the organization propel the hiring 
decision. Internships, Volunteering, Projects, or Extracurricular activities are some 
alternatives to work experience. These show your time management and 
prioritization skills, as well as your drive to excel. 
 
1. Internships: 
Internships are a great substitute for work experience if you are still in university or 
just out of it. 
 
Here is an example: 
HR Intern 
360-degree Staffing Solutions – New York, NY 
09/2022 - 12/223 
 
• Updated internal databases with new employee information 
• Gathered payroll data like leaves, working hours, and bank accounts. 
• Assisted the recruiter with screening resumes and application forms. 
• Scheduled and confirmed interviews with candidates. 
 
2. Volunteering 
Volunteering or community contributions show your commitment and service 
orientation. All employers look for these qualities. The next best thing about 
volunteering is you can write the smallest of your contributions to the community. 
 
Here is an example: 
Animal Care Volunteer 
Queen Elizabeth Animal Protection Shelter 
7/2021- Present 
 
3. Projects 
Projects are the ultimate tools to fill in the knowledge gaps in a resume with no 
work experience. These include research projects, assignment projects, or any 
other independent projects. 
 
Here is how to represent projects in a software engineering resume with no 
experience: 
Android Local Train Booking System 
Independent project 
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Built a local train ticketing software that allowed users to book tickets for local 
trains and receive online booking receipts via the app. For local train travel, they 
were able to print the online booking receipts as hard copy proof. 
 
Bug Tracker 
B.S. Project 
Developed a bug tracking tool to assist in the identification and tracking of defects 
in projects and systems. 
 
4. Extracurricular activities 
These are activities outside the scope of your course curriculum. They help with 
developing essential professional skills like networking, communication, etiquette, 
cultural competence, and much more. They include arts, athletics, student clubs, 
sports teams, and student government. In a resume with no experience, they show 
how you have developed your skills. Employers always prefer candidates with some 
engagement in activities. 
 
Extracurricular activities example for an entry-level resume  
Clubs and Societies – University of California, Long Beach 
07/2021 – 04/2022 
President of Economics Society 
Volleyball Club 
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 USE OF COLOURS IN YOUR RESUME 
 

 
Should you use colours in your resume? 
Most text resumes we see are black and white. 
 
But it is not an industry standard. No authority has prescribed any standard for 
resume development. 
 
It is what you see everyone doing and apply that. 
 
So there are NO rules about using colours in your resume? 
 
You can use any colour of your choice in your resume, provided the resume is easy 
to read and is not heavy on the eye due to bright colours. But try to stick to one 
colour. Do not make it too colourful. 
 
Colours are attractive and they have the power to influence humans. And the 
case is no different in a professional space. Even after automation and scanning 
of your resume by ATS, your resume will be reviewed by a human.  
 
Using colours is most likely to play in your favour. But, it may not give certain results 
in case of using too many colours or if the recruiter has a personal bias.  
 
How to select the right colour for your resume 
Using a colour or not using any in your Resume is a completely personal choice, 
here are some factors that will help you decide on it further. 
 
• Industry-standard: Though plain resumes are universal, a hint of blue is widely 

acceptable. A general notion about resumes in corporate jobs like finance, 
accounting, IT is that of clean, black resumes, a little colour, if used wisely is 
acceptable. 

 
• Your profile: A lot of how your resume looks and feels depends on the type of 

profile and your seniority. As you grow in your career, more straightforward and 
achievement-oriented resumes are preferred. If you are 10-15 years in your 
career already, use colours subtly and only where it is required. 

 
• What you want to convey: Before you put your resume in place, decide how you 

will be using it. Is it a generic resume, for a specialised company, or a career 
change one? There can be so many scenarios. Understand what you want to 
convey, and use colour to your benefit. 
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Where to Use Colour in Your Resume 
Using colour in your resume is a proven way to stand out, but it cannot be where. It 
can neither be in amounts so less, that the resume loses its purpose. 
 
• Use in Graphic Elements: Infographic resumes are the most colourful resumes 

you will ever find. And they are widely accepted. They are only of the most 
common ways to incorporate colour in your Resume. They bring focus to the 
right place without making the resume look light. 

 
• Highlight Important Sections: Infographic resumes are the best if you want to 

highlight colours. But you can use colours in the text. Text like headings, bullets, 
important information, or your name can be highlighted to draw attention. 

 
• Add aesthetic elements: A simple black and white resume with just a few 

colourful elements go a long way in making your resume aesthetic. You do not 
need to colour your entire resume, but just working out some sections shows a 
balanced use of colour. 
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HOW TO EFFECTIVELY USE BULLET POINTS IN YOUR RESUME 
 

 
You use bullet points across your resume to make it compact and effective. Here 
are a few tips to write bullet points that differentiate you from the rest: 
 
Show your skills 
Let each bullet point speak about your skills, and make the recruiter think -“Let me 
interview her, she seems to be a perfect candidate” 
 
List the not-so-obvious items to show your skills through the resume 
 
Show accomplishments and impact 
Bullet points are a great way to show the results you’ve generated. Instead of using 
long paragraphs, focus on short sentences talk about accomplishment and 
impact. This means showing the result of work done. 
 
Start with an action verb 
Sentences that start with action words create a larger impact than those without 
them. 
 
Without action verb: Responsible for making sales calls, negotiating with clients, 
and singing contracts 
 
With action Verb: Conducted sales calls, negotiated with clients and signed 
contracts. 
 
Which one do you think will make a higher impact? 
The one which starts with an action verb, because: 
• It removes the fluff i.e. “responsible for making” 
• It shows you in action with the word “conducted” 
 
Keep Bullets Short and Simple 
Your work does not end with using bullet points. Bullets points should serve their 
purpose - be clear and improve readability. 
 
Make sure your bullet points are: 

• Not redundant 
• Not as long as a paragraph 
• Convey a maximum of one or two ideas 
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Examples 
• Identify and turn consumer insights into a beneficial impact on the growth of 

the business 
• Assist in agency management & project coordination (media, creative, 

shopper, influencer & PR) 
• Manage cross-functional efforts to sustain the operational rhythm of the core 

portfolio 
 
One Bullet Point Says One Thing 
Your bullet point loses its meaning as soon as it talks about many things. A 
paragraph focuses on many things, not a bullet point. 
 
Example 
• Teach instrumental techniques, scales, sight-reading and music theory. 
• Help prepare students for auditions and live performances. 
• Organise and facilitate musical performances for the school community. 
 
The three different points here talk about three things: 
• Teaching students 
• Preparing students for events 
• Organising events at school 
 
Do not overuse 
We know you are inspired to put all your data into your resume to impress the 
recruiter, but it is not the right approach. Too many bullet points create overwhelm 
and demotivate the recruiter from reading your resume. 
 
Keep up to 8 bullet points for each job description if you cannot contain your 
information in less than that. You can also club your bullets under sub-heading for 
a neat format. 
 
List in order of importance  
Include the most important information in your first bullet point. Continue to list 
things in order of importance and relevance so they stand out the most to 
employers. 
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RESUME WRITING MISTAKES TO AVOID 
 

 
Grammatical mistakes 
A grammatically erroneous resume either conveys that you aren’t good at English 
or not professional enough to proofread your document. This reduces your 
chances of being hired even if you are skilled enough.  
 
How to avoid: Run a spell check, use online tools or ask a friend, guide or family 
member to review it for errors 
 
Incorrect contact details   
This is the most common mistake found in resumes. With wrong contact details, 
recruiters will be unable to contact you, and you tend to lose any opportunities 
that might be coming your way.  
 
How to avoid: When you check for grammar, also run a quick check on contact 
details. Check for wrong digits or typos in email address.  
 
Writing it too long or cutting things too short 
There are no real rules governing resume length because employers have 
different expectations, preferences and requirements. For a fresher, a single page 
resume is ideal. However, this does not mean cutting off important information 
out of your resume. 
 
How to avoid: Don’t include each and every detail about each and every job or 
project. Just try to incorporate all the information necessary for the job you are 
targeting  
 
Including irrelevant details 
There are few things that shouldn’t be included in your resume like your personal 
information including your marital status, nationality, age, gender, and religious or 
political affiliations.  
 
How to avoid: Stick to information that’s relevant to getting your target job. Use 
relevant details on the top including your contact information, key skills, awards 
and accomplishments etc. 
 
Not using action words that describe your contributions 
Try to replace passive resume writing with more action verbs that not only clearly 
describe your work but also add value to your resume. However, using too many 
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resume action words can sometimes make the content coarse and difficult to 
read. It is therefore necessary to use language in balanced way. 
 
How to avoid: Write straight-forward sentences starting with action verbs 
like Performed, Completed, Delivered, Contributed, Assisted, etc. 
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 ADDITIONAL TIPS FOR CREATING AN IMPACTFUL RESUME 
 

 
Always write in reverse chronological order:  
Write your data in a sequential manner. Begin from the current and end at writing 
about the past information. Remember, to add information which is considered to 
be relevant for the job. 
 
Keep it formal:  
Restrict your language to formal and avoid usage of too many adjectives. Don’t be 
creative enough as they may not take you seriously. 
 
Naming your resume:  
Your file containing your resume should be named formal. Avoid adding any fancy 
names, which could make a negative impact.  
 
The ideal way to name your resume file is “YourName_Resume” 
 
Keep it updated always:  
Have you learned any new skills? Have you gained any work experience? Ensure 
that you should update it regularly to avoid late submissions. 
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FRESHER RESUMES BUILT ON RESUMOD.CO 
 

 
Resume of a Computer Science Engineer built on Resumod  
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Resume of Assistant Relationship Manager on Resumod  
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Resume of LLB Graduate 
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 Resume of a Video Journalist built on Resumod  
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THAT’S IT! 

We hope you liked this e-Book and we hope it helps you build a strong 
and powerful resume J 

 
 

 

 

 

 

 

 
 

THIS GUIDE WAS DEVELOPED BY RESUMOD.CO 
 

Resumod.co is an intelligent resume 
building tool that lets you build world-

class resumes in minutes! 
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