
 

How to Write a Nurse Resume 

A resume is a summary of your professional and personal experiences - education, clinical 

experience, employment, skills, and interests - designed to introduce you to potential employers, 

and hopefully interest them in interviewing you. Often your resume is the employer's first of 
impression of you - don't underestimate its importance.  

In order for a resume to be effective, it must be targeted to the employer(s) who are going to read 

it. A single "catch- all" resume which you expect to use in looking for various types of jobs is much 

less effective than several well-focused resumes which highlight pertinent elements in your 

experience. If, for example, you plan to apply to both hospital-based and community health center-

based positions, you might be better served by having two resumes, one focusing on your hospital 

experience, and the other on your community health background. Remember, the purpose of a 

resume is to obtain an interview, so it must make a strong argument to the reader that you have 
something to offer them.  

Your resume can be no more than two pages, and many professionals feel a one page resume is 

best. A general rule of thumb is to identify only the most pertinent information and to organize your 

information in the most concise way possible. If that requires more than one page, use the additional 

page. The only advantage to using two pages is being able to include essential information which 

would otherwise be lost. If you have a 2-page resume, be sure to put your name on the top of page 
2. Often with good editing it is possible to create a well-focused, powerful one-page resume.  

PREPARATION:  

Before sitting down to write your resume, review your educational and professional history. Make 

lists of all jobs held (paid and volunteer), schools attended, clubs joined, honors received, skills 

acquired, duties performed and any appropriate additional information. These lists will form the basis 

of the content of your resume, and will help you identify your accomplishments. Keep in mind that 

unlike a job application given to you by an employer, your resume does not need to include every 

single thing that you have done. You must make choices about what to include or exclude. Also 

during your preparation, think through the particular skills you would like to emphasize to the 

employer. For example, if you would like to stress your physical assessment abilities, you can write 

descriptions which incorporate specific accomplishments demonstrating those abilities.  

CONTENT:  

The basic information that should be included in your resume is: your name; current and/or 

permanent address and telephone number; education; honors and awards; and appropriate 

professional experiences (both paid and unpaid). These are required categories. However, many 

sections may be added, including (but certainly not limited to!): job objective, summary of 

qualifications, clinical rotations/placements, presentations and publications, extracurricular and 

community activities, certifications, professional memberships, continuing education units, and 

additional information (or background, special skills and interests). Throughout your resume, in all 
sections, information should be listed in reverse chronological order, from most recent backward.  



Name, Address(es), Phone Number(s). These can be centered on the page or in the left or right 

corners. Phone numbers must be included so that potential employers are able to reach you. If there 

are two phone numbers where you can be reached at (i.e., home and office) you may include both. 

Be sure to put your name on the top of page 2 if you have a 2-page resume. Think carefully about 

listing both current and permanent addresses. Do you know when you will leave your current 

address and if someone at your permanent address will take messages? Create a situation in which it 

is easy for an employer to reach you. If you are a frequent e-mail user, you may also wish to include 
your e-mail address.  

Objective 

If you want to use only one resume for several types of positions, a growing trend is to 

exclude an objective altogether. You should use your cover letters to target your interest 
in particular positions.  

Qualifications Statement (also called Summary of Qualifications, Profile). This category allows you 

to summarize the outstanding features of your background that are pertinent to the job(s) you are 

seeking. A well written qualifications section can direct the reader to what you want her/him to 

know, and provide clues about what to focus on. This kind of statement is generally used by 

professionals with quite a bit of experience; if you have less experience, your qualifications will be 

obvious from your descriptions of your previous positions.  

As with the job objective, your qualifications statement must make sense to the reader, and be as 

specific as possible. For example, a phrase like, "Outstanding background and clinical training in 

pediatric, geriatric, and oncological nursing, counseling, management, budgeting, German, and 
Spanish", even if true, is so hard to believe that it would be discounted.  

Good qualifications statements read, for example, as follows: "Experienced critical care practitioner 

and educator with recent work in long-term management of cardiovascular patients. Additional 

background in administration and supervision." or "Strong clinical background in individual and 

family therapy in both inpatient and outpatient settings. Track record as effective leader and 

consultant. Able to utilize systems approach in problem solving."  

To prepare an effective qualifications statement you must think carefully about what exactly you can 

offer an employer.  

Education and Awards, Honors, Activities. These categories can be combined or separated, as 

you prefer. What is crucial is that all information be easy to find on the page (see resume samples 

for different styles of presentation). This section begins with school(s) attended and degree(s) 

received. When listing dates, it is not necessary to list the years you attended the school, it is only 
necessary to list the date you received (will receive) your degree.  

If you transferred from another school, it is only necessary to list the school from which you received 

your degree, unless there is a reason to include the other school (i.e., you were very involved in 

extra-curricular activities and want to include them). Typically high school is omitted unless there is 

something meaningful to the reader about the high school that you attended. For instance, if you are 

using your resume for applying to positions in Catholic hospitals and you are a graduate of a Catholic 
school, that is information you might want to include.  



You may also want to list the title of your master's thesis (if any), research interests and relevant 

course work. Often nurses include senior leaderships and significant clinical rotations or practicums in 

this section, but they can also be presented in more detail in the "Experience Section."  

Always begin with your most recent involvements and list entries in reverse chronological order 

working your way backwards. For both activities and honors, you may want to list entries as 

subheadings of the college or university where you did or received them. If there is some reason to 

highlight them in a separate section be sure that in addition to being clearly organized, the 

information is strong enough to stand on its own.  

Even if you were very active in college and can write paragraphs about your extracurricular activities, 

you should concentrate on selecting only the most interesting/impressive ones. For example, if you 

were president of your student government during your junior year, you might want to omit the one 
semester during freshman year that you were on the hospitality committee.  

Commonly known honors (such as Sigma Theta Tau, Phi Beta Kappa) need no explanation, but lesser 

or unknown awards can be explained briefly, for example, "Eta Pi Upsilon, Women's Honorary 
Society." Be sure to include all scholarships, fellowships, grants, special awards and recognition.  

Experience. While there are many approaches you can take in presenting your experience, the two 

most common are chronological and functional. A chronological resume is organized around the 

dates of your experiences, from most to least recent. A functional resume involves arranging your 

experience around functions you have performed and skills you have developed. The most common 

form of resume is chronological; it also has the advantages of being easier to read and being more 
familiar to employers.  

The approach you take to listing your experiences on a chronological resume will depend on what 

you are looking for, and what you have done. The only criteria are that you are consistent and clear. 

In some cases, one general heading titled "Experience" will be appropriate. In other cases, breaking 

down your experience into sub-sections will be most effective. For example; if you are seeking a 

Clinical Nurse Specialist position, and have both clinical and research experience, two separate 

headings - one "Clinical Experience" and one "Research Experience" - might have more impact than 
a single "Experience" heading.  

Alternatively you may wish to separate related and unrelated experience, with sections headed 

"Nursing Experience" or "Clinical Rotations" for nursing related experience and sections entitled 

"Employment" or "Additional Work Experience" for unrelated positions. Categories are created so 

that your most relevant experience is read first. It is perfectly appropriate to include unpaid work in 

your experience section. However, it is important both that you make the reader aware that you 
have had paid work, and also that you clearly indicate whether or not a position was paid.  

Your approach will be somewhat different for the functional resume. You may decide, particularly 

where you are looking for a position which is not related to your past specific job titles, that you 

want to organize your experiences around roles you've filled or skills you possess. For example; if 

you are seeking a mid-level administrative position you might want to describe your clinical, 

management, programming, supervisory and teaching skills separately from the positions at which 

you actually used them, and then merely list positions without descriptive passages. Since most 

employers want to know what your responsibilities were for each position, functional resumes may 
not be as effective as chronological. There are ways, however, to get the best of both.  

Try to describe your experience in as interesting a way as possible, while being as brief as 

possible. However don't feel you need to sacrifice clarifying details about important accomplishments 



for the sake of brevity! The use of action verbs to describe what you did has the effect of making you 

seem direct and action oriented. Ask yourself the question "What did I do?" to identify action verbs 

that will effectively describe your job responsibilities.  

Phrases like "Responsibilities included (or duties included) referring patients to community resources" 

can be phrased more persuasively (and simply) by saying "Referred patients to community 

resources." Descriptions need not be phrased in full sentences. Ask yourself the question "So what?" 

to determine which aspects of your past are important enough to include on your resume. The 

question in the employers mind is "Why should I speak with this person? Why are they different than 
other nurses I've heard from?" Try to answer that question in your description.  

While in the preparation stage it is vital to brainstorm everything about your background, it is 

equally important to then weed out unnecessary information and highlight what is relevant. For 

example, if you've been an administrator for the past five years, a staff nurse for 10 years before 

that, and are looking for an administrative position, you may not want to include every single staff 

nurse position you ever held. You can however, find creative ways to summarize years of experience 

and take up a minimal amount of space. In general, giving more detailed accounts about the most 
recent five years and summarized versions of experiences prior to that works well.  

Identify your accomplishments, achievements and successes in each of your positions and as a 

whole. Did you chair a fund-raising drive which raised more money that any year in the past? Were 

you invited by the Director of Medicine to join a hospital-wide task force? Did you develop materials 

on health care which have been adopted by the clinic in which you worked? If so, be specific about 

these achievements on the resume! Even if the job you held is not directly relevant to nursing, it is 

likely that you learned skills (i.e., organizational, interpersonal, time management, etc.) which are 
completely relevant to nursing.  

Certifications. These can be listed as a separate category here or directly after "Education" section. 

They can also be included in your "Education" section as a sub-heading. It must be clear to the 

reader in what state and field you are certified. When listing your licenses, you do not need to give 

your license numbers. It would be sufficient to say "Registered Nurse: Pennsylvania and New 

Jersey." Before getting too far into the job search, make certain you know what licenses and 

certifications are necessary to obtain employment in your field and location of choice. Begin the 

paper work early. Your department/school or professional organization can give you detailed 
information about this.  

Community Activities. Employers are frequently interested in knowing what you have done besides 

your work experiences, or how you have become involved as a "citizen." Such things as volunteer 

work with Big Brothers/Big Sisters, charity or youth organizations, alumnae/i associations, etc. can 

help to make you stand out as exceptional.  

Publications and Presentations. These can be two separate sections or can be combined 

depending upon the quantity of material you have. They should be listed in standard bibliographic 

form for your field. If you have many entries in these areas and are applying for teaching positions in 

academic institutions, you will probably need to write a curriculum vitae (c.v.). See the section at the 
end of this article for more information on writing cvs.  

Professional Memberships. Just as "community activities" show that you are a good public citizen, 

listing professional memberships shows that you are an active professional citizen. In every 

profession there are professional associations that give members a chance to interact with each 

other and keep up with current developments in the field. It is highly advisable that you join at least 

one professional association. If you have been active in any professional organization, (i.e., held 



leadership roles or participated in important committees) you might benefit by mentioning not only 
the organization but also your level of involvement on your resume.  

Additional Information (or Background, Special Skills and Interests). This is the place to put 

interesting miscellaneous information that employers may find intriguing but that does not fit 

anywhere else. Some examples are: special skills (such as computer programming, fund raising if 

not mentioned above); certifications (if not listed elsewhere); foreign/computer languages known; 
travel/living abroad; sports background; and/or personal interests.  

Be specific about your interests. A description such as: "Enjoy Chinese cooking, high altitude 

mountain climbing and reading detective stories" is a lot more interesting than "Interests including 
cooking, mountain climbing, and reading."  

Please note that this section is optional and is generally most useful if you have limited experience 

and therefore want to give an employer a better idea of who you are as a person. If the body of your 

resume has included the things you think are important, and you feel that an "additional information" 

section is not relevant, it isn't necessary to include it.  

References. Generally there is no reason to list references on the resume. In fact, you may want to 

pick and choose which references to send to any particular job. It is sufficient to state "References 
available upon request."  

Some people consider it appropriate to omit this statement altogether as it is obvious that employers 

can obtain your references by requesting them. If however, you have referees who are so 

distinguished that inclusion of their names adds to your qualifications, then list them individually on a 
separate sheet of matching paper.  

OTHER POINTERS:  

Use the samples guides in preparing your resume. Make a draft of one or several resumes. You 

may also want to show the resume both to a person involved in the particular nursing field to which 

you are applying, and to another person with no connection at all to the nursing field. A variety of 

viewpoints will help you make more informed choices. If you would like to see additional nursing 

resumes, a copy of last year's Nursing Resume Book is in the nursing section of the Career Services 
library. This book contains resumes of many B.S.N. and M.S.N. Penn graduates.  

Layout is crucial to the impression your resume makes. Resumes are skimmed before they are 

read, so use indentations, capitalizations, spacing, boldfacing, italics, and underlining to make it easy 

for the reader to find all the pertinent information. Try to have the most important information "jump 

off the page" when readers take an initial glance at your resume. A good check for whether or not 

your resume is effective is to show the resume for 5 or 10 seconds to a friend and then ask them 
which points they remember, or what items they saw first.  

While it is important to include dates in each section (i.e., when you received degrees, worked at 

particular jobs, etc.) they do not need to be the first thing read. This could mean including them on 
the right rather than the left side of the resume or incorporating them into position descriptions.  

Omit personal information such as date of birth, marital status, social security number, height, 

weight, etc. This information does not reflect on your ability to perform the job for which you are 
being considered.  



Have your resume printed on good quality heavy bond paper. Xerox paper is not good enough 

quality. Remember, your resume will form the first impression someone has of you, so appearance 

matters. Some people prefer to use a computer package which has a professional typeface and 

options for bold type, italics, etc. Try to explore options which will allow you to add visual excitement 

to your resume. If you don't have a computer at home, the computer lab at the School of Nursing 

has computers and provides training. When printing your resume, avoid dot matrix printers - the 

best option is a laser printer. Various locations on campus and local copy stores have facilities for 

using high quality typefaces and printers (Note: Two page resumes should never be copied front and 
back on one sheet. Use two sheets. The examples in this packet are copied this way to save paper).  

CURRICULUM VITAE (OR C.V., OR VITA)  

Occasionally you may be asked to submit a c.v. or vita. What is being requested is essentially a more 

detailed resume. Generally c.v.'s are only required for upper level administrative or college or 

university level teaching positions. Sometimes an ad or employer will ask for a c.v. when they only 

require a resume. Check with the nursing career counselor if you have any questions about which is 

appropriate for a given situation. Your c.v. might elaborate on course work, research, papers written, 
positions held, courses you are prepared to teach and research interests.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Sample Nurse Resume 

Example One – New Grad RN 



MARIA SANDERS 

4858 Fremont Avenue South 

Minneapolis, MN. 55408 

{(612) {555-1212} {Cell: (651) {690-8121} 
masanders@stkate.edu 

EDUCATION: 

REGISTERED NURSE PROGRAM; College of St. Catherine, Minneapolis, Minnesota. 

G.P.A.: 3.1. Anticipated graduation: May 2005 

 

CLINICALS: 3/2004-5/2005 

HCMC: Performed nursing duties in a level one trauma hospital 

Fairview Riverside Hospital: Med-Surgery Unit 

Augusta Nursing Home: Long term care 

 

SKILLS AND CERTIFICATIONS: 

Direct care of patients  

Educated patients for home care and discharge planning 

Operated and maintained monitors of bio-medical equipment 

Medical terminology and medication administration skills 

Maintained sterile fields and application of dressings 

Catheter, IV, and suctioning training 

Charting and documentation of patient care 

Acute and chronic care experience 

P.C. and Microsoft Office literate 

N.A.R. License # 3779948, State of Minnesota, 2003 

C.P.R. and First Aid Certified, American Red Cross, 2004  

 

EXPERIENCE: 

Certified Nursing Assistant: Walker-Methodist Care, Minneapolis, MN. 11/2003-

Present 

Performed patient care in a long term, geriatric care center 

Hospice and terminally ill care of patients and families 

Responsible for patient care of 13 bed unit 

Bathing and care of patients 

Charted and documented activities  

Worked in teams with doctors, H.U.C.’s and ancillary personnel 

 

Resident Advisor: College of St. Catherine, Minneapolis, MN; 12/2003- Present 

Supervision and support of students in a dormitory setting 

Organize and implement social and academic activities 

Acted as tutor for students in college learning center 

 

Sales Clerk: TJ Max, Bloomington, MN; 9/2000-9/2003 

Assisted customers for sales and marketing of clothing items 

Operated cash register, kept inventory and trained new employees 

 

Example 2 – Experienced RN 

Kate Koffman 
1234/56 Albany Street 
Atlanta, Georgia 30339 



Home: (544) 555-1234 
   Cell: (544) 555-1235 

katekoff@abcompany.com 

 

EDUCATION: 

Bachelor of Arts in Nursing 

Date of Graduation:  May 1998 

 

EMPLOYMENT: 

 

February 2001- September 2005    Medical Advanced Pain Specialists and Minnesota Surgery Center 

RN Staff Nurse   

Performed sterile tray set up for specialized spinal procedures 

Administered IV conscious sedation 

Started IV’s on patients 

Monitored patients in recovery post procedure 

Completed daily phone triage 

Performed neurological assessments 

Managed Medtronic Synchromed pumps 

Provided education on clinic procedures, medication use and side effects, spinal cord stimulators 

Synchromed pumps 

Assisted with clinic flow 

Assisted patients with handling emotional issues associated with chronic pain 

Completed monthly RN scheduling 

 

September 1998 - February 2001  Abbott Northwestern Hospital 

RN Staff Nurse   

Performed neurological assessments 

Performed direct patient care 

Administered oral and IV medications 

Monitored for change in a patient’s medical status 

Provided education on strokes, brain tumors, aneurysms, pain management, epilepsy, and post 

spinal surgery care. 

Anticipated patients’ needs by developing a plan of care 

 

May 1998 - August 1998   Courage Center 

RN Staff Nurse   

Performed client medical assessments 

Performed direct cares with spinal cord and head injury clients 

Developed a plan of care to help clients’ function more independently once discharged into the 

community 

 

LICENSURE:   

MN license 138726-9       

AZ license RN128125 

 

 

NOTICE: Placement University has provided this content for general informational purposes only. 
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