Hot Tips for Resume Writing

· What’s the purpose of a resume?


A resume is a marketing tool—not an obituary or a confessional.  Its purpose is to sell your skills and qualifications for a particular job.

· Where do I start?


Supply your name and contact information in a heading.  Various styles and formats are acceptable.  Normally, your name should be the largest words on the page, but not so large as to suggest a huge ego!  
· What’s the next step in writing a resume?


Decide on a job target (objective) that can be stated briefly and concretely.  Avoid fluffy, rambling objective statements (e.g. “Seeking challenging work leading to career-building possibilities that maximize my potential”).  Instead, simply state what sort of job you want and where you want to work, as specifically as possible (e.g. “Seeking systems analysis position with CenturyTel” or at least “Seeking computer support position with growing firm”).

· Then what?


After your Objective heading, list the other headings in order of importance or relevance to the desired job.  For instance, if your education is more impressive than your work experience, list your educational history first.  

· What else do I need to include?


Other heading possibilities are as follows (but not limited to these):  Skills Summary, Summary of Achievements, Relevant Skills, Activities and Honors, Professional Memberships, Leadership Activities, Volunteer Activities, and Interests (list only those that relate to the desired job).  The last heading should be References, with the following text--either See attached page or Available upon request.  Do not list your references on the resume itself.

· How should I organize educational and work experiences?


Traditional resumes (the most common type) are organized in reverse chronological order.  In other words, both educational and work experiences are listed with the most recent first and the rest listed in reverse order.  

An alternative for applicants with a great deal of work experience is a “functional” or “skill-based” organization.  In these types of resumes, experience is organized into skill groups in order to emphasize relevant skills rather than exact work history.  (These usually also include a brief Work History section.)
· What if you have little or no applicable work experience?


Get some!  Volunteer your services through your professional organization or civic group; apply for an internship; apply to work as a tutor in your subject area.  Even one day per week or month gives you some training that you can put on your resume.

· How far back should mature students go in describing their work history?


Usually 10-15 years is enough, but if your “juiciest” work experience is farther back, list it.  Experience gained before high school graduation is almost never appropriate for a resume.

· What’s the best way to show seasonal jobs?


Instead of listing dates, use words like “Summer 2008” instead of “6-04-08—8-29-08.”
· What if you haven’t quite finished a degree or credential?


Write “Bachelor of Business Administration degree expected May 2003” or “MBA studies in progress” or “Eligible for US credentials.”

· What if you are interested in jobs in more than one career area?


You should write a different resume for each different job target if possible.  Generic resumes are not as strong as specific ones.

· What about the resume’s appearance?


For paper resumes, use 24-lb., 100% cotton paper, either white or off white.  Most employers hate parchment paper, brochure-folded resumes, etc.  Remember, you want to project a businesslike image.  Print in black ink, with font size of 10-12 point (sans-serif fonts such as Arial can be read easily at 10 point while Times New Roman is too small at that size).  Make the resume visually appealing (check on such design qualities as vertical and horizontal balance, correct alignment of lists, etc.).  

· What are some definite DON’Ts?


Don’t include hobbies unless they somehow apply to the job.  Don’t include personal information (inviting pre-interview discrimination) such as religious or political affiliations, marital status, age, etc.  Don’t put the word “Resume” at the top.  Don’t include salary information, names of supervisors, full addresses of past employers, or reasons for leaving jobs.  Don’t include references on the same page as the resume (you may include a reference page as an attachment).  Don’t include sentences or paragraphs.

