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How to Write Your Resume:  

Personally, my memory isn’t so well so when I need to start my resume I look up samples of 

resumes to get a refresher and pull out old resumes I’ve written.  There are many sites out 

there on the web you can find a step-by-step program that allows you to input your information 

depending on the format of the resume you’re interested in using which cuts your time in half.  

A resume should be well organized and not cluttered.  Your resume is your full marketing sales 

pitch, if one big piece of information is left out or is negative in the slightest way it can impact 

your chances of getting that career you yearned for.  Taking the time to research what 

employers look for, having pointers, researching other resumes in your field, and having every 

bit of your personal information at hand are the best ways in my opinion to a successful 

resume.  

“Many resume writing newcomers wonder, where to start, what information do they need, and 

what is the most important pieces of information needed besides education and work 

background.” 

Resume Layout/Format:  

❖ First choose a format, CHRONOLOGICAL or FUNCTIONAL  

▪ CHRONOLOGICAL (dates & work history first)  

• Best for people who have held a job for a reasonable amount of time 

• Job stability (rarely change jobs)  

• Impressive job titles  

▪ FUNCTIONAL (Skills, accomplishments, & job titles first) 

• Multiple career changes  

• Proficient in many areas  

• Have held many jobs (temporary/freelance)    

❖ Contact Info. (name followed by title if any (MD, etc.), address, contact number, email, URL 

(personal site/social media)  

▪ Keep the email address professional (unprofessional ex: hotmama77@yahoo.com) 

▪  Make sure your voicemail recording is business appropriate  

❖ Career Objective (a sentence specifying the job title posted, main skills needed for the job, 

and what you can offer the employer)  

❖ Including a Summary of Qualifications can be optional but may help big time (it points out 

accomplishments, qualifications, and skills in a few sentences)  

❖ Professional experience (Company’s name, location, & description)  

▪ Job title/Duties & responsibilities  

▪ Employment dates 

• Emphasize if no gaps (putting date at beginning)  

• Not emphasized if gaps in employment (dates at the end, gives the job seeker a 

chance to explain gaps if employer is still interested)  
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Layout pointers: 

“No more than two pages is sufficient, keeping it at one page would be even better.”  

Use capital letters, stick to a single format, use bold for your name to stand out, do not use 

fancy artwork, avoid “I” statements, use short phrases, and do not use abbreviations.  

 

Using Action Verbs is strongly recommended and looked for by many employers when adding 

skills, summary of qualifications, and objectives.  It shows you as an over achiever and keeps 

the employer focused on your accomplishments.  

❖ Designed  

❖ Organized  

❖ Composed    ˂˂ Just a few examples of many out there 

❖ Analyzed  

❖ Accomplished  

 

Skills Pointers: 
Researching the company, you are applying for will make a big difference on how you 

structure your resume mostly in the experience/skills area.  Look up the job posting and use 

the skills they list needed in your resume under the objective section and/or the 

qualifications summary.  Companies look for soft skills (people skills, communication skills) 

over technical skills for the most part, it is a strength that comes naturally that can’t be 

faked.   

 

NOT MUCH WORK HISTORY?   RECENT GRADUATE? 

 

‹‹ Include Awards     ‹‹ Add education before experience    

‹‹ Certifications    ‹‹ GPA if 3.5 or higher  

‹‹ Honors     ‹‹ Degree accomplished and the specific classes  

‹‹ Accomplishments        taken that relate to the position applying for  

 

DO NOT! 

‹‹ List references   ‹‹ Include personal info.       ‹‹ Include salary requirements  

‹‹ Misrepresent yourself  ‹‹ Leave Gaps  
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How to Write Your Cover Letter 

 

Why do we need to include a cover letter?  

Makes a person stand out from the rest.  Not many people attach a cover letter with their 

resumes and for that reason including one will show the employer that you took the extra 

time to include one and shows more interest in the position you are seeking.  You get to 

market yourself in more detail.  You are selling yourself in hopes for the employer to have 

more interest in you by moving onto the resume.   

 

‹‹ Whatever skills/accomplishments are used in the resume should be avoided in the cover 

letter, you do not want redundancy.   

‹‹ Use action verbs and big exciting things you have accomplished to catch the readers eye 

and give them a good reason to want to go onto your resume.   

‹‹ Do not say more than what you have to say by avoiding mentioning your salary 

requirements, you have plenty of time during the interview for that.   

 

Format layout:  

➢ Your name and contact info at top of the page 

➢ Date 

➢ Company’s address  

➢ Salutation (Dear) 

➢ First paragraph should include what knowledge you know of the company and why you 

are writing them. 

➢ Second paragraph should include the job position you are interested in, your 

accomplishments and qualifications. 

➢ Third paragraph may be optional if you decide the letter is already too lengthy, 

explaining why the employer should hire you  

➢ Finalize the letter by requesting an interview, letting the employer know when they can 

expect a phone call from you, or suggesting a time you may have a meeting with the 

employer.   

➢ End with a sincerely yours and attach your resume  


