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Rules of Thumb for Writing Resumes

Here are some general tips and approaches that may help you create a better resume.

A Few Important Guidelines:

· Understand what the reader wants to know. 
· What basic transferable skills do you have that will be productive in our organization? 
· What current or prior experience do you have that can illustrate your level of mastery of these skills?”

· Be concise. A resume should be no longer than two pages. 

· Provide all vital information. Be sure to include telephone numbers, names of current employers, and dates of employment. 

· Be honest. Never misrepresent information on your resume! 

· Resumes are your advertisement. Use selling statements and selling words to point out the benefits of the product—you—to the employer.

· Play your strongest suit first! Is education your strongest seller or is it your experience? 

· Personal/military information should be brief. It can be used but should be considered optional.

· Be lively. Use colorful action verbs in describing what you have done. 

· Be visual. Make your resume visually pleasing. Never use smaller than 10 pt. type.

Final Check Your Resume:
Did you:

· Choose the proper type of resume to convey your career information: chronological, functional, combined, or targeted?

· Arrange information in an attractive format, making it easy for the reader to understand and absorb the information? Use wide margins, large enough font, and appropriate spacing?

· Avoid lengthy paragraphs? Sentences should be short and crisp. Use bullets.

· Use action verbs in the past tense to create a livelier resume?

· Sell yourself and your talents so the reader will want to meet you? You need not explain everything you have ever done. Rather, provide just enough information to create a desire to know more about you.

· Provide quantified, measurable, results-oriented details?

· Omit unnecessary information about work experience?

· Stress the last 5-10 years of your job history as the most important?

Peer Critique: 
A very useful technique is to have someone critique your resume and/or vice-versa. This can be done with a single partner or in a group. If done in a group, be sure to only critique one resume at a time. The purpose of peer critiques is twofold: 

1. As the writer, you get the benefit of additional reader(s) and feedback on how you have put the resume together. 

2. As the reader, you get the benefit of seeing examples of others’ resumes and how you might revise your own document.

Directions: Make notes, as needed, on your copy of the resume itself, but in general give the writer your responses orally. At the end of the critiquing session, you are to return the writer's copies to him or her.

Follow this sequence for your critique:

1. Turn over the resume and read through it in 60 seconds [60 seconds may be all that your resume will get from potential employers]; have the writer time you. When the 60 seconds are up, put the resume down and tell the writer what your overall impression of the resume is: 
a. What stood out? 
b. What do you recall? 
c. Were you able to absorb the essential information in the resume? 
d. What is the writer's name? 

2. Has the writer included an objective? 
a. What is particularly notable about the objective? 
b. Is it related to a specific job? 
c. What skills, experience or education are highlighted?

3. Has the writer decided to use a chronological or functional format? 
a. Is it effective? 
b. Why or why not? 
c. Do you have any questions about the format or suggestions for revision?

4. How well is the resume laid out? 
a. Does it appeared cluttered, wordy, or flashy? 
b. Is there plenty of white space, careful bulleting, and consistent capitalization?

5. What has the writer told you about his or her work history? 
a. What questions do you have?

6. What key words and action verbs has the writer used? 
a. Are they effective? 
b. Would you recommend revising any for clarity or precision? 
c. Do you have a sense of what the applicant could “do” for the company? 
d. How so?

7. What do you know about the writer's educational background?

8. What indications do you see on the resume that tells you the writer is considering his or her audience (potential employee)?

9. Has the writer included extracurricular activities and interests? 
a. Are these relevant to the job application? 
b. How so?

10. Are there any grammatical or spelling errors?

11. Would you interview this applicant? Why or why not?
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