How to Write a Better Resume





“A resume doesn’t get you the job—


it simply gets you in the door” 





Always





Print your resume on standard letter size, white, ivory or light-colored rag paper.


Leave plenty of space between paragraphs, and allow for adequate margins


Use conventional English.  Stay away from multi-syllable words when a one-or two-syllable word is clearer.


Use short paragraphs—preferably no longer than five lines.


Make sure the resume and the cover letter are error-free.  Proofread, and have others proofread too.


Revise a resume to fit the position for which you are applying.  It’s extra work, but may very well pay off.


Include your significant contribution at each one of your jobs.


Allow the most space to the work experience that is most relevant to the position for which you are applying.


List your activities with professional, trade and civic associations—but only if they’re appropriate.


Keep a permanent file of your achievements, no matter how inconsequential they may appear to be.  This is the basis for a good resume, and it is also essential information to negotiate a raise or promotion.


Give each of your references a copy of your resume.


Send a brief, customized letter with each resume.


Re-read your resume before every interview—chances are the interviewer did just that too.
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Never





Never give reasons for termination or leaving a job on the resume.  In almost all cases, the reader can find negative connotation to even the best reason.  You’re far better off explaining it in person.


Never take more than two lines to list hobbies, sports and social activities.  When in doubt, “leave them out.”


Never include your social security number, your spouse’s occupation or your personal philosophies/beliefs.


Never list references on the resume.


Never use exact dates.  Months and years are sufficient.


Never include your company phone number unless your immediate boss is aware of your departure.


Never include your height, weight or remarks about your physical appearance or health.


Never list your high school or grammar school if you’re a college graduate.


Never state an objective on your resume that is not targeted to the particular job or occupation you are applying to.


Never use professional jargon unless you’re sure the resume will be read by someone who understands the buzz words.


Never provide salary information on the resume.  Save it for the interview.  If you are required to give that information, reveal it in the cover letter.


Never lie.








 


