
Several Essential Tips for Writing a Resume 

1. Contact information. First, write your full name and use a bigger font than for the rest of the resume. 

You should include your address, home phone, cell phone, and email address, link to the on-line 

portfolio if it is relevant for the position and if you have it, and link to the LinkedIn profile. Do not 

include your social security number, as well as your age because you could be disqualified without even 

knowing it.  

2. Customization. It is a very good idea to customize your resume according to the position you are 

applying for. This way you can always emphasize your experience and skills related to the job 

description. Also, it is a good idea to make several customized versions for typical positions that you 

apply.  

3. Keywords. Use the job description for the keywords and have about 25 of them included in your 

resume. Keep in mind that somebody will be skimming for them, so make sure you have enough.  

4. Be concise. Tell a lot with a little. Use unfinished and brief sentences to stress your skills, experience, 

and accomplishments. Remember that recruiters have to go through hundreds of resumes, so they 

won’t spend much time on them.  

5. Design. Use bullet points to emphasize what you want the employer to find out about you. Don’t lose 

emphasis by overusing these. Use bold or italics to emphasize skills or keywords. For headings and 

subheadings use a bigger font, which will help the employer navigate through your resume. Don’t forget 

to leave some white space around your headings, blocks of text and so, because it gives the resume 

cleaner look, and the interviewer can write a note about you.  

6. Literacy and grammar. It is suggested to keep verb consistency, very word choice, and always check 

your spelling and grammar. If you are not too confident in your skills, use some of the online programs 

to do the spell and grammar check for you, or just use Microsoft Word. 


