
RESUMES



What is a resume?

A brief summary of a job 
seekerôs background

Similar to a job application
however you create the layout

Used more for full-time careers
rather than part-time jobs

The purpose of a resume is to 
win an interview



Resumes are skimmed ïare 

not read word for word

Resumes are a professional

document

Resumes are a summary of 

what you can do ïa sales 

brochure trying to sell you



Tips for resume writing:

Use action verbs and lots of 

them!  Emphasize your skills & 

accomplishments! (Especially if 

you donôt have work 

experience)

¸Examples: planned, coordinated, 

directed, organized, helped



Use standard English ïavoid 
slang.  Do not use email slang 
such as lol, brb, etc.

Be positive ïstress your strengths 
ïwhat you do well!

Keep resumes to 1 page in length

Appearance counts ïcorrect 
spelling/grammatical errors; 

No long sentences ïuse lists & 
phrases



Be honest and accurate

Use good quality paper

Be consistent ïeach section 

should should similar 

characteristics (periods, commas, 

etc.)

Spell out everything!  NO 

abbreviations except for states.


