Resume Tips
Have two resumes prepared one for humans to read and one that is scannable for computers. Employers spend only about 10-15 seconds reading a resume! 

Things you need to know: 

· The purpose of sending out resumes is to secure job interviews.  It’s your chance to persuade an employer to consider you for an interview. 

· Directing your resume to the appropriate person increases your chances for success.  That person may be the head of the department to which you are applying, the director of college relations, or the personnel director. 

· Never lie or exaggerate a truth; employers and interviewers will be able to determine fact from fiction. 

· Be sure to send a cover letter with each resume.  Make sure the cover letter is succinct and clearly states your objective. 

Choosing a format: 

· Any format you choose should be: easy to read, free of typos, use simple everyday language and with a career objective. 

· If you have a double major or you're looking at several career options, you may want to have two or more targeted resumes with different career objectives. 

· Visually appealing, one inch margin on all four sides, avoid fancy script, double space between sections and single space within sections, must look professional the font should be no smaller than 11. 

· Informative, but concise and clear, remember to design your resume for the job you are applying, use skills mentioned in the job posting. 

· Choose white or cream paper 

Resume Sections: 

Present information in sections for clarity.
Some appropriate sections are listed:

· Identification (name, address, e-mail and phone). 

· Education (include college, degree, major and minor, special courses of study) 

· Job or Career Objective (be as concise as possible) 

· Work Experience 

· Community Service Experience (if relevant) 

· Skills and Capabilities (interpersonal, athletic, computer, etc., if relevant to job) 
· Extracurricular activities: campus organizations, and leadership roles 

· References:  One page only, no less than three names, no more than six, be sure to center and put your name at the top, (i.e., References for John Smith). Be sure to ask individuals if you may use them as a reference.  Let them know what kind of job you are applying for and with whom. 

You do not have to use all of these sections to build a good resume.  Pick and choose which sections fit your needs.
Personal information such as marital status, social security number, race, or religion should not be included on resumes.  Offering this type of information may hurt your chances.  The same is true of a photograph of yourself. 

Quick Resume Tips:
· Keep the length of your resume to one page if possible!!! 

· Avoid unnecessary personal information 

· Center and balance your resume on the page 

· Highlight skills and capabilities 

· Use action words (verbs) and quantity when possible 

· Name marketable skills 

· Don’t clutter with dates and places 

· Emphasize by underlining, italicizing, using bullets, and bold print 

· Use good quality “resume” paper (8 1/2 x 11) 

· Proofread to eliminate all errors (have another set of eyes read your resume) 

· Include relevant data only 

· Stress accomplishments—don’t just list duties 

· Design your resume for easy skimming 

· Be sure to mention academic honors and awards 

