Twenty-Eight tips to make sure your resume makes the cut

1. Always tailor your resume to the information contained in the ad.  It is the first priority of recruiters to reduce the hundreds of applications they receive to a manageable few.

2. Avoid Italics and underlining.

3. Put your name, telephone number, and email address at the top of each page.  You never know when someone will print it out, scan the resume into a database or a page of your resume may get lost.

4. Use key words, not vague terms, to describe your experience.

5. Use common headings for accomplishments, not company jargon that only someone inside your organization would know.

6. Do not abbreviate unless it is a universal term known in the industry that you are in.

7. Be concise and truthful.  Many companies check references, dates, salaries, etc.

8. Make every word count.  The average amount of time spent looking over your resume is about 20 seconds.
9. Do not exceed two pages - if you have 10+ years’ experience, plus a degree. One page is best in most cases.

10. If you are faxing your resume into an applicant-tracking system, set the machine for “fine mode” because the quality of the copy will be better.

11. Use a common font, such as Times New Roman in 12 point size.

12. Do not fax your resume from your current employers fax machine.

13. Always send a hard copy by regular mail as a follow up, if you know the name and address of the employer.

14. Do not put the year you graduated high school or college on your resume. 

15. Do not list hobbies, religious affiliations, salary background, or references on your resume, unless it is crucial to the position you are applying for.

16. Use good quality white bond paper for your resume. Unless you are applying for a highly creative artistic job, do not use anything fancy in terms of paper or layout.

17. Always begin your resume with an objective, preferably using wording from the ad for which you are applying.

18. Do not spend a lot of time on a cover letter as most go in the rotary file” and are never read.

19. Make sure your email address and voice mail messages present a professional image to your prospective employer.

20. Use action words like “managed,” “analyzed,” and “created to begin each accomplishment.”

21. Try to reduce your accomplishments to numbers.  For example, by creating a certain system you increased sales by 35% or cut costs by 45%.  Try to demonstrate the benefits of your accomplishments.  Employers want concrete evidence of what you can do for them.”
22. Be sure to stress the right accomplishments and information for the position. 

23. List extra-curricular training and programs in which you have participated.  Employers particularly look for self-motivated candidates who went beyond the usual requirements of the job or education and trained themselves on their own time.

24. Don’t clutter your resume with extraneous facts or information that might confuse an employer.

25. If possible, stress your “people skills.” If you led a group, team, or project, describe the project and its goals and accomplishments.

26. Remember that a resume is your only opportunity to “advertise” your skills. It should reflect what you want to do in the future, more than what you have done in the past.

27. Before you print and send your resume, ask at least 3 people to critique it.  You might be surprised at what he or she sees.

28. Your grammar and punctuation should be flawless.

