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Basic Facts

Present yourself accurately and positively.

Include only enough information to encour-
age an employer to find out more.

Do not include personal data such as birth
date, height, weight, children, etc.

Do not include references or the phrase
“references available upon request.”
It is, however, a good idea to have a list
of references available to bring to inter-
views in case an employer requests
this information.

Contents

Name/Address/Phone number: Place
this information at the top of the resume.

Summary/Objective: Begin with a
summary, highlighting your background
and skills with three or more phrases.
Be specific: the reader should know
immediately in what job you are interest-
ed. You should tailor the summary to each
job or job category.

Experience: List your most recent posi-
tion first and work backward in time. Work
from strengths and use statements that
show your achievements and contribu-
tions to an organization. Stress accom-
plishments: be sure to include the benefit
they had for the company. Start each
accomplishment statement with an action
verb. Give numeric and percentage details
whenever possible. Use generic or
commonly understood job titles.

Education: List any college degree (if
relevant) but include only the city and state
of the college. Do not list the year you
graduated from college or high school, as
this may indicate your age.

Skills: Include only technical skills.
Do not include personality traits.

Professional Affiliations and
Certifications (optional): Memberships
and offices held in professional associa-
tions and professional certifications such
as C.P.A., Professional Engineer, etc.

Military (optional): List military back-
ground briefly. Do not include dates.

Community Activities (optional):
List volunteer activities and offices held.
In general, steer clear of including political
or religious organizations.

Resume-writing Rules

Use bulleted or highlighted statements
that begin with action verbs to describe
your duties and accomplishments.

Keep terminology simple and direct.
Avoid technical jargon unless the resume
is specifically targeted at a company or
industry that understands the jargon.

Target or customize the resume to fit
the job for which you are applying.

• To get you an interview, not the job

• To serve as a marketing tool

• To grab the reader’s attention in a clear and concise manner

A resume’s purpose is:

See more on back...
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Resume Checklist

� Make sure your resume has no spelling, grammar,
or punctuation errors.

� Your resume should be neat, clean, and professional looking.
Use white or ivory bond paper.

� The layout of your resume should make reading or scanning
easy. Large amounts of white space are effective.

� Give your resume relatively even margins.

� Record information in a logical fashion.

� Use a variety of action words to indicate job duties.

� Omit extraneous and personal information.

Types of resumes

Chronological: List all jobs in reverse order (the most recent first).

Advantage: Easy to follow and preferred by most employers.

Disadvantage: Does not hide flaws in employment history.

Functional: This format lists work experience in terms of one or
more specific functions you wish to emphasize (such as Finance,
Administrative, or Support Services) and gives the important
contributions made in each function. Present job date, etc. in
a brief list later in the resume. This type of resume is especially
useful if you are changing fields.

Advantage: Takes emphasis off dates and positions, hides
downward progression and emphasizes transferable skills.

Disadvantage: Employers may be suspicious of this!
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