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Creating a personalized resume 

 There are multiple tips and tricks to writing a great resume but there are eight 

absolutely essential tips that you should consider when writing your resume. These 

seven tips are: 

1. Customized Resume: You are going to want to have a customized resume to 

submit to each position that you are applying for. Even if you are applying for the 

same job, you want to research the company and add certain keywords that the 

company uses in their job description in your resume. For example: If a job 

description says looking for driven individuals that work excellent in a team 

setting and possess great leadership qualities. You are going to customize your 

resume and write in your personal skills area something very similar. You are not 

going to copy and paste it verbatim. But you can write, I am driven, possess 

great communication and leadership skills, and work exceptionally on a team and 

alone. In that phrase, I covered all three of the personal skills the employer is 

“looking for” but I did not copy and paste it and it looks unique. Adding in action 

words like exceptional and multiple keywords which are extremely important 

when sending in an electronic resume.  

2. Keywords: Key words are important as I mentioned above because a large 

amount of applying for jobs is done via the internet today. All resumes sent in via 

the internet are combed through or screened by software that searches a resume 

for these key words before it is sent to the hiring manager, HR manager, or 



whomever will be reviewing the resume. Adding these keywords is a must when 

looking to get an interview. If you do not check the job description and add them 

and customize your resume (which is why customization is #1) then you won’t 

make it through the initial screening.  

3.  Be Concise: You are going to want to write down your accomplishments and 

highlight your skills in as few words as possible that is going to get the point 

across. Very much unlike this page you are reading. If I were to write on a 

resume: I reduced the cost of production by 50% when working at “Store name” 

by adding “addition of item” to the manufacturing process. This helped because 

we no longer had to use the old method which was taking a longer amount of 

time and costed 25% more which reduced the production. Now that is a very long 

unnecessary statement. You can condense that down to: Reduced the cost of 

production by 50% by implementing a new product. Done! It is a one line, good 

looking accomplishment. When the employer sees this, they are going to be 

curious and ask you about it in the interview. You have to inform the employer of 

the good you produce but leave them wanting more in order to secure that 

interview. This will also leave you something to talk about at the interview. 

4. / 5. / 6. Summary, Accomplishments, and Skills: These 3 are listed together 

because they are all the “sales point” of yourself. You are going to be concise 

about these sales points. Hiring managers want to be able to see the showcase 

of your skills and abilities and compare you to other candidates for the job. 

Reducing production by 50%, Exceptional teamwork and leadership skills, and 



the summary of yourself are all great things to have in your resume to help those 

managers compare you to others. 

7. Design: Your design of your resume should include bullet points, bold / italics, 

differential font sizes, a conservative font, adequate white space, and 0 errors. 

Notice how your eyes are drawn to the 0 errors above. That is how you 

emphasize something. Since it is bolded, underlined, and italicized, you 

automatically know that it is very important. If I were to write the whole thing 

like this or have too many things bolded and underlined; it completely 

defeats the purpose of emphasizing. You want to use the emphasis on the 

most important things. Reduced production by 50%  would be something you 

could bold because all employers enjoy saving money.  

• to add bullet points in word you are going to go to the insert tab, click symbols, 

more symbols, in the subset highlight general punctuation and then click the 

bullet. Bullet points help make statements and things look clean.  

 

Another way to make things look clean is to leave an adequate amount of white 

space in between items or categories 

 

Just as I did with the statement above, if I were leaving a single line, a double 

line, or even three lines between main topics such as  

Work Experience: 

 

Education: 



 Then you would fill out the information below it but have the same amount of 

lines between each subset. Do not use double spacing as I am in this project 

since it will make your resume way too long.  

8. Avoid Mistakes: Do not submit your resume for a job you are not qualified for. Do 

not lie. Do not disregard references, you can list references available upon 

request if needed to shorten resume. Do not use more than two fonts. Do not use 

clip art. Do not include pictures. Do not include salary information. Absolutely do 

not misspell anything, with grammar check on Word there is no reason that there 

should be any errors. This list should be “do not do” but these are all the 

mistakes that could easily be avoided on a resume.  


