
     

 

 

 

 

 
 
 
 
 

RESUME LENGTH 
Resumes generally should:  

 Be only one page in length   

 Be concise  

 Include only information relevant to the job 
being sought or the company being targeted 

      

RESUME FORMAT 
Do: 

 Present information in list format 

 Use short phrases with action verbs 

 State information in single lines 

 Create a consistent, easy-to-read layout 

 Balance blocks of text with white space 

 Keep margins even   
 Utilize emphasizing techniques for impact 

and easy reading: bold, all caps, bullets, 
dashes, indenting, italics, underlining and 
size variations 

 Use techniques sparingly and consistently    
Avoid: 

 Full sentences or excessive wordiness  

 Narrative writing or paragraphs  

 Personal pronouns (I, me, my, his, her, their)  

 Exotic or “too fancy” fonts  

 Inconsistent verb usage and tense  
      

RESUME HEADING SHOULD INCLUDE:  
 The name you commonly use (in large type)  

 Your permanent address   

 One phone number with area code 

 Your e-mail address (Make sure it’s 
appropriate for professional use.)   

 

COMPANY/EMPLOYER INFORMATION 
Include the following company information:  

 Company name, city and state  

 Job title 

 Dates of employment (months & years only) 
Do not include:  

 Supervisor's name 

 Company's telephone number or zip code 

 Company logistical information 

 References  
 

 

JOB ENTRY INFORMATION 
 Include descriptions of the skills, duties and 

responsibilities associated with each job 

 State descriptions in terms of their relevance to 
the job being sought   

 Avoid technical or job-specific jargon—unless 
related to the job you are seeking 

 Use generic or general terms, when possible 
 

ARRANGE BY RELEVANCE 
 List entries under headings by reverse 

chronological order, most recent to least recent 

 Arrange sections by most current, most 
important, or most relevant information first 

      

LIMIT PERSONAL INFORMATION 
Do NOT include the following: 

 Irrelevant personal info (age, gender, weight, 
height, health, marital status, social security #)  

 A photograph (unless requested)   

 A grade point average below 3.55   

 Negative details that might minimize your 
experience (Avoid words like part-time, 
temporary, seasonal, pending, expected) 

 References to race, ethnicity, nationality, 
politics, religion or lifestyle    

    

PROOFREAD CAREFULLY 
 Check for typographical errors, misspelled 

words, improper spacing and poor grammar 
 Have another person proofread your resume 

      

PAPER RESUME DETAILS 
 Print on high-quality paper stock   

 Envelopes and cover letter paper should match   

 Tri-fold both documents together, with cover 
letter on top 

    

A COVER LETTER SHOULD: 
 Always accompany the resume 

 Be unstapled and in the same style  

 Be personal, directed to a specific company with 
a specific job in mind   

 Include your signature  

 

2 Resume Rules    

Tips, dos and don’ts 
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