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Resume Summary Guidelines

· A resume is an advertisement or personal brochure, not a technical spec or proposal!  Keep it short (two pages maximum).

· Emphasize your key personal brand attributes, not your career history.  What are your brand attributes?

· What you can accomplish for a company (business benefits)

· Your key skills

· Your personality and passion

· Your past employers

· Show business benefits and accomplishments, not just activities. Quantify where possible. Don’t recite your job description. 


· Your resume should have a theme that starts with your career summary and is supported throughout.

· Avoid using long paragraphs, long sentences or large blocks of text. Leave plenty of white space.

· Use action verbs. Avoid weak verbs and phrases such as “helped”, “supported”, and “was involved in”, and “coordinated.” Begin summary and accomplishment statements with a strong action verb.

· Make it easy to scan.


· Use a simple, clean format on plain white paper. Avoid italics, underlining, complex fonts and textured paper.

· Tell the truth!

· Customize it for markedly different employers or positions.

· Emphasize (give detail for) your experience for the past 10-12 years.


· Do not include personal information (e.g. height, weight, race, hobbies).


· Don’t use personal pronouns (I, we, they, you).


· Use past tense.


· Spell out acronyms.


· Include key words that employers look for in screening.


· Use reel good. gramer, spellin and punctation” Proofread it carefully! Use spell and grammar check on your computer.  

The Five Most Common Resume Mistakes

Hiring managers see the same mistakes over and over. These were the top annoying errors that they find on job candidates resumes, according to a May, 2007 CareerBuilder.com survey of 360 hiring managers (multiple answers were permitted):

1. Spelling errors – 63%

2. Resumes not customized for the job opening – 30%

3. Lies – 23%

4. Contain too many minor details on job duties - 21%

5. Resumes longer than two pages – 21%
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