
A detailed checklist on how to write an effective journalism

resume:

Contact Information:

● Include your full name, professional email address, and phone number.
● Ensure that your contact information is clear, professional, and up-to-date.

 Professional Summary/Objective:
● Write a concise summary or objective that highlights your passion for

journalism and your unique qualifications.
● Tailor your summary/objective to match the job description and company

culture.
● Showcase your relevant experience and skills in this section to grab the

recruiter's attention.
 Education:

● List your educational background, including the name of the institution,
degree earned, and graduation date.

● Include any relevant coursework, honors, or awards related to journalism.
● Highlight any additional certifications or training programs relevant to the

field.
 Experience:

● Highlight your relevant journalism experience, including internships,
freelance work, and any published articles or multimedia projects.

● Use action verbs and quantifiable achievements to describe your
responsibilities and accomplishments in each role.

● Prioritize experiences that are most relevant to the job you're applying for.
 Skills:



● Showcase your proficiency in relevant software and tools commonly used in
journalism, such as Adobe Creative Suite, content management systems
(CMS), and social media platforms.

● Highlight both technical skills (e.g., writing, editing, photography) and soft
skills (e.g., communication, teamwork, time management).

● Tailor your skills section to match the requirements of the job and company
you're applying to.

 Portfolio:
● Include a link to your online portfolio or website, if applicable, where

recruiters can view samples of your work.
● Ensure that your portfolio is well-organized and showcases a variety of your

best work across different formats (e.g., articles, videos, photos).
 Formatting and Design:

● Choose a clean and professional layout for your resume.
● Use bullet points, bolding, and white space to improve readability and

highlight key information.
● Incorporate multimedia elements, such as hyperlinks to published articles or

your portfolio website, to make your resume stand out.
 Proofreading and Editing:

● Proofread your resume multiple times to catch any errors or inconsistencies
in grammar, spelling, or formatting.

● Consider seeking feedback from peers, mentors, or professional resume
writers to ensure clarity and effectiveness.

● Double-check that all contact information, dates, and details are accurate
and up-to-date.

 Tailoring to the Job:
● Customize your resume for each job application by researching the target

company and position.
● Incorporate keywords and industry-specific terminology from the job

description to optimize for applicant tracking systems (ATS).
● Highlight experiences and skills that are most relevant to the specific job

and company you're applying to.



By following this checklist, you can ensure that your journalism resume effectively

showcases your qualifications, experiences, and skills, increasing your chances of success in

securing a job in the journalism industry.


