10 HELPUL RESUME

WRITING TIPS

Putting together an effective resume is the key to a successful job search. You want to present yourself in the best light possible,
and yet sometimes it can be difficult to know what employers are looking for in a resume, and what will represent you best.

Luckily, there are some definitive rules to resume writing, and we're here to share them with you. Here are just a few tips that will
help you hit the metrics hiring managers to evaluate.

1. BE CONCISE:

Chances are the recruiters looking over your resume are also looking over a large number of other resumes. They don't necessarily
have a lot of time to devote to each one, so as much as possible, limit your resume length to one page—two if necessary. Be as
concise as possible with information. Including unnecessary information to fill out your resume does you no favors.

2. PRACTICE SIMPLICITY & CONSISTENCY:

An important resume-writing tip is to avoid going overboard with graphics or fonts. Your resume should be simple to read and easy
on the eyes—getting super fancy will make your resume look busy. Choose a simple typeface with a complementary font for
headings and use this style throughout the resume. Pick one style of organization and use it consistently: if youre using bullet
points for one job description, you shouldn't be using full sentences for another.

3. KEEP IT ORGANIZED:

Organization goes hand in hand with practicing simplicity and consistency. Use headers for different categories (such as education,
employment history, etc.). Organizational tools, like headers, will make reading your resume a smoother process for recruiters.

4 REVERSE CHRONOLOGICAL ORDER:

It is standard practice for the information to be listed in reverse chronological order, meaning your most recent job comes first,
followed by your next most recent, and so forth. This goes for any information that has an affixed date, including employment and
education history.

5. ORDER INFOMATION BASED ON YOUR STRENGTHS:

You want to play up your strengths on your resume. If you don't have much work experience, but you have a strong educational
background, list your education history first and employment history second.

6. USE EFFECTIVE TITLES:

Job titles should always be specific. They are one of the first things employers look at when they get your resume, so they should be
clear and authoritative. Your job title shouldn't just refer to the department or field you worked in; they should also convey what your
position was. For example, instead of “customer service,” your title should read “customer service specialist.”

1. AVOID GENERALIZSTIONS:

Be specific when it comes to your qualifications and previous work experience. Recruiters should immediately get a clear idea of
what you did at your last job and what skills you have. Anything vague that doesn't give any real indication of your employment
history can derail your resume.



8. CITE ACCOMPLISHMENTS INSTEAD OF DESCRIPTIONS:

When describing previous work experience, avoid simply listing what you did for your former employer. Instead, list any
accomplishments or milestones you achieved in the role. Citing achievements instead of describing the position demonstrates your
hard work ethic and your ability to evolve in a given role.

9. BE VIGILANT ABOUT GRAMMER

We cannot stress this enough about resume writing: proofread, proofread, proofread! No matter how much time you've put into your
resume, if your prospective employer sees a grammatical error, theyre going to assume you're not serious about the position.

10. TAILOR YOUR RESUME:

While you may be applying for a variety of different jobs, using the same resume for each application is a bad idea. Different
companies are looking for different things, so tailor each resume to the specific job requirements. Recruiters can tell when you're
sending out a blanket resume, and since they are looking over so many at once, a tailored resume can make a huge difference.
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