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Tips for a Standout Resume

How to get started

· Consider what the employer is seeking, as well as your own skills, interests, and abilities.  Self-reflection is critical to writing an effective resume.  
· Complete a resume worksheet, available from the CDO.  After you have completed the worksheet, stop by the CDO during resume advising hours to discuss how to create a resume from your collected information.  
· Come back to resume advising hours to have a draft of your resume reviewed.
· Schedule an appointment with a staff member in the CDO to focus your resume for particular positions.
Content

· When writing your resume, always represent yourself in the most positive light.  This is YOUR advertising tool.  Let your employer see all of your most POSITIVE qualities.

· Always tell the truth on your resume.  Facts can be checked from former employers.

· Let your resume draw the employer’s attention to your qualifications and abilities.

· Use action verbs, such as led, developed, and organized, instead of passive phrases to give your resume strength.

· Qualify and quantify your skills.  Use numbers and adjectives to give a factual weight to your experience.  For example, “Increased sales by 20% in 2000.”

· Revise your resume to fit the position for which you are applying.  It’s extra work, but it will pay off.  Draw parallels between your qualifications and the job requirements.  

· Emphasize the work experience that is most relevant to the job for which you are applying.

· Depending on the style of your interviewer, your resume may set the tone for the interview.  Be sure to include topics on your resume that you would like to talk about in your interview, such as international and volunteer experience.

· List your high school information only if it really makes you stand out.

· Avoid salary information on your resume.

· For companies that scan resumes, try to use “key words” that are used in the job advertisement, such as specific computer skills, foreign languages, or job responsibilities.  

format & style

· Make sure your name and contact information are prominent and correct.  Put your name on every page.

· Fonts should be 10-12 points in size.

· Avoid fancy graphics.

· Print your resume on high quality bond or resume paper.

· Leave space between paragraphs, and allow for adequate margins.

· Job Objective sections on your resume are optional.  You may include one if you have a very specific job in mind or if it would be difficult for an employer to understand your objective based on your resume.  

· The Summary section should capture the essence of your characteristics, skills, and experience in several short phrases.

· List your Relevant Experience in reverse chronological order.  A chronological format is usually best for entry-level jobs.

· Include additional categories on your resume such as Leadership, Awards, Professional Organizations, and Volunteer Experience.

· The phrase “References Available Upon Request” is optional. You may exclude it from your resume if you are short on space.

· Always make sure the resume and the cover letter are error-free. Proofread, and have others proofread as well.

· Prepare a separate reference sheet with the names, titles, and contact information of three people who will speak positively about you.  Always ask for permission prior to including someone as a reference and give them a copy of your resume.

Top ten resume mistakes (adapted FROM Peter vogt, MONSTERTrak career coach)

· Typos and grammatical errors
Your resume needs to be grammatically perfect.  If it isn’t, employers will read between the lines and draw not-so-flattering conclusions about you, like: “This person can’t write” or “This person obviously doesn’t care.”
· Lack of specifics
It’s important to move beyond your basic job description to more detailed information about your accomplishments.  For example:
· “Worked with employees in a restaurant setting”
· “Recruited, hired, trained, and supervised more than 20 employees in a restaurant with $2 million in annual sales.
Both of these phrases could describe the same person, but clearly the second one’s details and specifics will more likely grab an employer’s attention.
· Attempting “one size fits all”
Whenever you try to develop a “one-size-fits-all resume” to send to all employers, you almost always end up with something employers will toss in the recycle bin.  Write a resume that clearly shows how and why you fit the position within a specific organization.
· Highlighting duties instead of accomplishments
Employers are much more interested in what you’ve accomplished than a simple list of what you’ve done.  Here are some examples of simple listings of job duties:
· Worked with children in a day-care setting
· Updated departmental files
Each of these statements could be strengthened by stating:
· Developed three daily activities for preschool-age children and prepared them for a holiday program performance
· Reorganized 10 years’ worth of files, making them easily accessible to department members
· Going on too long or cutting things too short
Begin by creating a full list of all of your activities and accomplishments.  From there, choose which items best represent yourself for any given position.  Work with a member of the CDO staff to help prioritize your various activities and skills.
· A bad objective
A generic objective is not helpful is selling your best self.  If you choose to include an objective, be sure it is specific and, more importantly, something that focuses on the employer’s needs as well as your own.  Rather than including a non-descript objective, consider highlighting your unique skills and abilities in a “Summary” section.
· No action verbs
Avoid using phrases like “responsible for.”  Instead, take advantage of the CDO’s action verb list to develop some powerful statements about your skills and accomplishments.
· Leaving off important information
You may be tempted to eliminate jobs you’ve taken to earn extra money.  However, the soft skills you’ve gained from these experiences may be more important to employers than you think.

· Visually too busy
If your resume is wall-to-wall text featuring five different fonts, it will most likely give the employer a headache.  You can create a stylish resume without going overboard.  Get the opinions of several people before finalizing your resume, and simplify if necessary.
· Incorrect contact information
While it seems obvious, many people accidentally list the wrong contact information.  Double-check even the most minute, taken-for-granted details before sending your resume.  
For other tips & questions contact the CDO at 337-6191 or visit the CDO website at www.goucher.edu/cdo
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