RESUME’ TIPS

GENERAL TIPS

· Organize logically………no strict rules……clear, factual, easy to read.

· Attractive placement on the page. (Use white space attractively.)

· Must be PERFECT……no errors allowed.  Proofread, proofread, proofread!!!

· Limit to one page, if possible.  (Two pages maximum)

· CAPITALIZE section headings. (Maybe bold or underline to make them stand out.)

· Keep sentences short.

· Do not write in paragraphs.

· Be honest…….don’t lie or exaggerate.

· Choose quality paper in white, ivory, or gray.  Avoid “flashy” colors.

CONTENT

Identifying Information:

Name (make it stand out), address (no abbreviations except for the state), phone number (including area code), email address (if it’s appropriate).

EDUCATION:


Reverse chronological order………start with most recent.  Be sure to include GPA if it’s a 3.0 or above…….otherwise, leave it off.  WASL test information is optional.  The “Special Skills/Courses” section should include courses or skills that are different from mainstream courses.  Anything that makes the person stand out from the ordinary curriculum.  This is also where computer skills should be listed.

WORK EXPERIENCE:


Reverse chronological order…..start with current job and work backwards.  Can be volunteer, part-time, etc.  Use simple, everyday language.  Be specific. Give examples.

HONORS, AWARDS, ACTIVITIES:


Include all activities, sports, awards, honors, leadership positions, club memberships, community service, and personal interests.  This is a place to “brag,” not a place to be humble.


(Note:  If you don’t have any awards, change the title to “INTERESTS AND ACTIVITIES”…….everyone has some of those!  What do you like to do in your spare time?)

REFERENCES:


No relatives.  No teenage peers.  Include names, how you know them, addresses, phone numbers.  ALWAYS ask permission to include someone as a reference on your resume.  Try to use three people from different “walks of life” because they all know you in a different way.  Teachers (or counselors) know one side of you, an employer (or coach) knows a different side, and a family friend knows another.  It’s good to have a variety until you’re old enough to have several former employers.  Of course, you should only ask people who would say nice things about you!

