Fourteen Suggestions For Improvement of a Resume:
1. Make easy to scan.

· Use examples in the textbook.

· Use formats from online and the textbook.

· Use ideas from other resumes.

2. Make it concise.

· Use indents, bold font and spacing, etc.

· Ask:  Is this information important?
3. Make it relevant.

· Customize the resume to prove you are applying for that specific job.

· Use the body of the resume to show the following:
a.  Highlight a set of KNOWLEDGE.

b. Focus upon your pertinent ABILITIES.

c. Tell about the SKILLS you are uniquely trained to do.
4. Proofread your resume.

· A resume will get thrown-out if “mistakes” are found.

· Double-check punctuation and the “small stuff.”

5. Look professional.

· Use Times New Roman or Arial (standard-type) font.
· Use ivory or white (resume) paper.  
· * Special resume paper with cotton-fibers is even better!
6. Make it Standard.

· It should “look-like” other resumes.

· It should also “stand-out” in a good way.
7. It should be Employer-focused.

· It shouldn’t be “self-focused.”

· It should talk about how awesome you will be for the employer.

8. Use Bold-faced print and Indent (as needed).
9. Use Font to separate – not bullets.

10.  Use Industry vocabulary.
· It shows you’ve done research.

· It can show your expertise (as long as it is not over-done).

11. Explain any Gaps in your work history.

12. It should be Functional.

· It should emphasize your skills and capabilities.

· Do NOT put your references on the resume.

13. Use 1” (one-inch) margins.  (1.25” is acceptable and ½” margins are okay for this particular assignment.)
14. Do not use an introduction or out-paragraph.

· The cover-letter will “introduce” you.

· Skills are good to have on the resume.

· An “Objectives” statement is not necessary.

· “References furnished on request” – (not necessary).
