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Link Seminar
Tips on Resume Writing

The purpose of your resume is to represent yourself on paper in the best light possible, and as succinctly as possible.  

Here are some basic guidelines to follow as you draft your resume.

TIPS:

· BE HONEST.

· Keep wide margins

· Double space between sections.

· Use sentence fragments or phrases
· Use action verbs, concrete nouns, and positive modifiers  (See list on back)

· Put the education section of your resume at the top (before experience).  This changes once you are several years into your career, when experience should come before education.
· List most recent jobs, activities, and honors first, and work backward in time.  Reverse chronological order as you list your accomplishments.

· Write an objective, which clearly states your intent for the position/opportunity you are seeking.

· Tailor your resume to the situation.  You don’t need to list any accomplishment/award you’ve ever won; you want to represent those that best relate to the position/opportunity you’re seeking.

· Be innovative. Individualize your resume, so that it best represents yourself as a professional or as a candidate.

DO NOT:

· Be overly humble.

· Include any information that someone could interpret negatively, or as unprofessional

· Use the word resume

· Use “I” or “me” 

· Use “cute” typefaces, fonts, or symbols

