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YOUR RESUME IS THE FIRST MEETING BETWEEEN YOU AND THE INTERVIEWER!
Since the employer/recruiter will spend only 15 seconds reviewing your resume, it is important that you present a perfect document that will grab the reader’s attention. You want to show why you are the candidate for the position. You want to get the interview!

APPEARANCE												
· Reverse Chronological format is most commonly used by employers				
· Keep your resume simple and brief – no more than one single spaced page		
· Your resume should be neat, clean and pleasing to the eye							
· Add a space between sections 									
· Margins should be either half an inch (.5) to one inch (1), all around				
· Use the same font throughout the resume (i.e.: Ariel, Courier, Helvetica, Times Roman)	
· Use 10, 11- or 12-point typeface; black ink							
· Proofread several times checking for errors							
· Make sure your resume is accurate, informative, and consistent in structure
· The objective statement on the resume is not necessary 
· Use conservative resume paper (white or off white)					
· Be sure to bold the headings								
· Be sure to properly align each section							
· Do not use abbreviations or acronyms on your resume					
· Do not list references on your resume	or “references upon request”		
· Do not bend, fold or staple your resume
· Avoid using personal pronouns such as: “I”, “me” or “my”
· Avoid using resume wizard/template (Can cause difficulties in electronic scanning)	

CONTACT INFORMATION
· Your name, phone number, and e-mail address centered at the top of the paper		
· Your e-mail address should be professional
· Use current, local or permanent address							
· Your telephone message should have a professional message					
· Remove the automatic hyperlinks on your e-mail address and your URL so that it does not show blue on your resume					

EDUCATION SECTION
· Pay attention to where you put your education – do not include high school unless you are a freshman

EMPLOYMENT EXPERIENCE SECTION
· Use key words associated with the position you are applying for on your resume			
· List relevant work history that is no more than 10 years back					
· Use bullets to highlight your accomplishments						

LEADERSHIP, ACTIVITIES, AND VOLUNTEER EXPERIENCE
· Make sure you are involved in activities and include those on your resume

AWARDS AND HONORS
· Scholarships, special recognitions, and special honors should be added to your resume

ADDITIONAL INFORMATION
· Be sure to include skills: multimedia, computer, foreign languages, etc.
· Do not put soft skills: “excellent communications, leadership, analytical in the skills section
