Online Resume Advice
Things to think about: 

· How will it be used? 

· Who will view your resume? 

· Who supplies the form? 

· How is the information accessed? 

· Can the information be modified? 

· Is it an application or resume? 


Where to post an resume: 

· Employer's Web Page 

· Professional Association Web Sites 

· Resume Sites

These are things you need to know when posting online: 

· Skills are key words, use verbs not nouns. 

· Look at job qualifications and use key words from descriptions and skills provided in posting. 

· If using a Word document and cutting and pasting, be sure to leave out bold, underline and italics. 

· Use space bar to move document  around do not use the tab key. 

· Use font size 12 to develop a scannable resume. 

· The rules still apply: error free, use "spell check", target your resume for the job you are applying for, neatness and completeness still count. 

· Suggestion: Pick-up a free e-mail account for your job search that will be used strictly for job responses. 

If requested to send resume by E-mail be sure to ask these two questions: 

· What file format is acceptable? 

· What resume format is acceptable? 

