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You’ve got 20 seconds!!! 
 

That’s how long it takes for a screener in the personnel department or a busy hiring manager to 
decide if your résumé deserves a second look.  That’s less time than even the shortest television 
commercials, less time than a football huddle.  
 
A résumé is a marketing tool.  It should sell you to prospective employers the same way an 
advertisement entices you to purchase a product.  It is the first impression employers will have of 
you, and from it they will decide if they want to meet you.  
 
Writing a résumé is a good self-assessment.  It is an opportunity to focus on your strengths and 
interests and will help you prepare for a job interview.  Résumés should not be over one page in 
length.   
 
Types of Résumés 
 
Chronological Résumé:  the traditional résumé.  The summary of your education and experience 

beginning with the most recent and working backwards in time.  
 

§ This form works best for an individual who has followed a specific career plan with jobs 
of increased responsibility.  

§ Does not work well for an individual with frequent job changes, gaps in employment 
history, or someone who wishes to use skills acquired in non-work settings. 

 
Functional Résumé:  Highlights your skills, experience, and accomplishments in specific areas 

such as administration, communication, marketing, management, or planning.  
 

§ May or may not include a work history. 
§ Effective for individuals who are reentering after a work gap. 
§ Those who have or will be changing careers. 
§ Individuals who have been in the same or similar positions for a long period and the work 

responsibilities are repetitive when listed chronologically.  
 
Combination Résumé: Uses a combination of the above résumés. Used when the formats of just 

one of these don’t cover all you want it to.  
 
 
 
 
 
 
 
 
 



Fall 2018 Résumé Hints & Other Helpful Hints 3 

The Essentials 
v Name 
v Address 
v Phone number (including area code) 
v E-mail address (if appropriate) 
v Career Objective – indicates the kind of job you are seeking.  Should be specific 

enough to imply that you know what you are looking for, but not so specific that you 
won’t be considered for a broader range of positions. 

v Education (high school & college) 
v Experience/Skills – including skills and accomplishments.  What you did is as 

important as how well you performed, so emphasize your unique accomplishments.  
{include dates} 

v Extra-Curricular Activities 
o Community Service 
o Professional associations and memberships 
o Honors & Awards 
o Leadership 

v References –include address, title, phone number 
 
 
Key Words for Résumé and Cover Letter Preparation 
Action Words     
actively delegate  generate motivated proficient 
accelerated develop increased organize recommend 
adapted demonstrate influence originate reduced 
administer direct implemented participated reinforced 
analyze effect interpret perform reorganized 
approve eliminated improve plan  revamped 
coordinate established launched pinpointed responsible 
conceived evaluate lead program responsibilities 
conduct expand lecture proposed revise 
completed expedite maintain proved review 
control founded manage provide schedule 
created significantly simplicity  set-up solve 
strategy structure streamline successfully supervise 
support teach    
     
Self-Descriptive Words    
active consistent  efficient logical positive 
adaptable constructive energetic loyal practical 
aggressive creative enterprising mature productive 
alert dependable  enthusiastic methodical realistic 
ambitious determined extroverted objective reliable 
analytical diplomatic fair optimistic resourceful 
attentive disciplined forceful perceptive respective 
broad-minded discrete imaginative personable self-reliant 
conscientious economical independent  pleasant sincere 
sophisticated systematic tactful talented will travel 
will relocate    
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Basic Résumé Writing Principles 
 
The Résumé Should: 

§ Have INSTANT eye appeal; be attractive and easy to read.  Margins should be consistent 
and complement the paragraphs of information. 

§ Be uncluttered, neatly blocked and organized so that key points are quickly zeroed in on 
by the reader. 

§ Be on white, off-white, or a subdued color of paper.  Do not use brightly colored paper. 
§ ALWAYS include a cover letter on the same color/bond/size paper. 
§ Be consistent regarding indentations and layout format.  Do not change graphic display 

techniques from paragraph to paragraph.  
§ Stress accomplishments and acquired skills.  Keep the purpose of the résumé in mind as it 

is written and edited.  
§ NEVER have handwritten corrections.  
§ Use strong actions words—adjectives that describe—and use them in the same tense. 
§ Pleasing to look at but don’t let it become so elaborate that its appearance over shadows 

the content. 
§ Absolutely no mistakes, no white-out, no typos or misspelling; have others proof it for 

readability.  Don’t trust spell check, a word may be spelled correctly but doesn’t make 
cents (sense).  Get the point. J 

 
Proofread! Proofread! Proofread!  and Proofread again!!! 

 
The Résumé Writer Should: 

§ Refrain from the use of sentences.   
§ Take special care with spelling and punctuation.  Always consult a dictionary. 
§ Plan your layout, making sure your résumé is long enough to read, and short enough to 

sell.  Usually one page, never more than two pages. 
§ Allow adequate “white space” between margins and paragraphs for emphasis and 

neatness.  Use CAPITALS, underlining and space to emphasize. 
§ Slant the content of the résumé toward the type of position for which the applicant is 

applying. 
§ Customize your résumé.  Target each job objective with a specific résumé that shows the 

skills you have for that job.  Generalized, one-size-fits-all résumés rarely get you an 
interview.   

 
Design Tips 
 
With very few exceptions, stick with one-no more than two-fonts.  Use highly readable fonts.  
This is not the time to show off all the cute characters you have at your disposal.  Let the 
message shine through.  Use no clip art or graphics other than the simple bullets for lists or 
unobtrusive rule lines to separate sections, if desired.  Keep it all on one page if at all possible, 
two if absolutely necessary.  Brochure-formatted résumés are not completely uncommon but for 
most jobs a standard letter size, portrait-oriented format is best.   
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Résumé Tip: 
Be Sure T’s 
Are Dotted 

 
The best—laid plans of mice and men… 

Not to mention their résumés. 
The summaries that job hunters send to prospective 

employers often go awry,  
despite the most careful planning. 

 
For example, here are the excerpts from some 

real-life résumés, as collected by 
Accountemps, a major temporary- 

employment contractor, and reprinted 
In Working Woman magazine: 

 
Ø “Education:  Curses in liberal arts, curses in 

computer science, curses in accounting.” 
Ø “An obsession for detail; I like to make sure I 

cross my i’s and dot my t’s.” 
Ø “Auditing for small manufacturing companies 

since 1877.” 
Ø “Referees available upon request.” 
Ø “My résumé shows my critical career 

developments.  I’m also including other 
important parts of me.” 
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 Describing Your Jobs on Your Résumé 
 
Following are commonly held jobs and their required duties.   
 

Field Position Duties 
Fast foods Crew Member Take and fill customer orders; operate cash register; 

maintain sanitary conditions.  (OR) Expedite customer 
orders at counter and at drive-thru; handle money; 

maintain clean and orderly work area. 
Baby-sitting Baby-Sitter for the 

Robert Smith Family 
Supervise the safety and activities of three young 

children; prepare snacks and meals; do light 
housecleaning. 

Paper carrier Paper Carrier Deliver daily newspapers to 50 customers; collect 
monthly payments; maintain accurate records. 

Medical occupation Dietary Aid Prepare trays for residents according to specific dietary 
needs; sanitize dishes, glassware, utensils, pots, and 

pans; keep work area clean and orderly. 
Child care Prekindergarten Teacher Oversee the safety and play of young children and the 

feeding and changing of infants. 
Grocery store Customer Service Bag grocery items; assist customers in loading their 

vehicles; stock and face shelves and displays; maintain 
clean and orderly conditions. 

Grocery store Cashier Ring up customer sales using proper store codes; 
process cash, check, food stamp, and credit card 

payments; bag items and maintain clean work area. 
Lifeguard Lifeguard Supervise the safety and activities of patrons; perform 

CPR and administer first aid when needed; enforce 
pool rules. 

Landscaping Landscaping Seed, sod, mow, weed, fertilize, water, and aerate 
customer lawns; plant and transplant shrubs, trees, and 

flowers; build rock walls and install fountains 
Lawn care Lawn Care Maintain yards for 10 customers; mow, trim, and edge 

lawns; prune hedges and shrub; weed and mulch beds. 
Restaurant Bus Person Clear, clean, and set tables; assist servers as needed; 

maintain sanitary conditions. 
Movie theater Cashier/Usher Sell and collect movie tickets; expedite snack orders; 

handle money; stock supplies and food items; direct 
customers to proper theater areas; maintain clean 

conditions. 
Fair parking Parking Attendant Direct fair traffic to designated parking areas. 

 
Farr, J. Michael, & Pavlicko, Marie.  VoTech Student’s Guide to Job Hunting.  Thomson Delmar 

Learning:  Clifton Park, NY. 2007, page 177-178. 
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Electronic Résumés 
 
An electronic résumé is intended to be delivered via e-mail or through an online application 
form.  The electronic résumé has no text formatting, making it scannable, or able to be read by 
any e-mail or résumé tracking program.  For example, using all capital letters in a standard font 
such as Time or Helvetica for headings eliminates formatting that might be specific to your word 
processing program.   
 
The following guidelines to facilitate electronic processing of a résumé are suggested by Seneca 
College of Applied Arts and Technology Career Services (2001) and The Santa Clara University 
Career Center (n.d.): 
 

• Use plain fonts, such as Arial, Verdana, Helvetica, or Courier. 
• Do not use italics, boldface, or underlined text. 
• Use 10- or 12-point font. 
• Do not use graphics, decorative borders, or other visual elements. 
• Avoid using indentations to minimize the problem of misalignment and document 

asymmetry.  Separate sections using capitalized headings and an additional line of space. 
• Adjust margins so that the Résumé fits into a standard e-mail window.  The left margin 

should be set at 1 inch and the right margin at 3 inches. 
• Save your document as “Text Only with Line Breaks.”  Your word processing program 

may warn you that you will be losing some of the formatting.  Click “OK.” 
• Edit and clean up your document by opening it in a text editor program such as 

Notepad®. 
• Use a bulleted list to present information clearly and concisely. 
• Cut and paste your résumé into the body of an e-mail rather than sending it as an 

attachment. 
• Conduct a trial run by sending the résumé to a friend with a different e-mail program to 

test its legibility.  Ask the friend to print the document to ensure that it prints accurately. 
 
 
Web Résumés 
 
A Web résumé is posted on the Internet and is typically used to display an individual’s skills in 
designing hypertext markup language (HTML) documents.  It is beneficial to individuals seeking 
art or graphics positions and has the capacity to include electronic media such as video and 
advanced graphics. 
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RATING ADVANCED 
9-10 POINTS 

PROFICIENT 
7-8 POINTS 

PARTIALLY PROFICIENT 
6-5 POINTS 

NOT PROFICIENT 
4-0 POINTS 

FORMAT/LAYOUT 

The resume consistently follows 
formatting guidelines for length, 
layout, spacing, and 
alignment.  Format and layout 
make the resume exceptionally 
attractive, drawing attention to the 
content, and enhancing readability.  

Formatting guidelines for 
length, layout, spacing, and/or 
alignment are almost always 
followed.  1-2 problems in 
format and layout, but 
readability and attractiveness 
are not affected.   

Formatting is repeatedly 
inconsistent in length, layout, 
spacing, and/or alignment, 
reducing readability and 
attractiveness 

Formatting guidelines for 
length, layout, spacing, and/or 
alignment are not followed, 
making the resume 
unattractive or hard to read. 

STYLE  

The fonts are consistent and easy to 
read.  Font size varies 
appropriately for headings and text. 
Use of font styles (italic, bold, 
underline) is used consistently and 
improves readability.  

The fonts are consistent and 
easy to read.  Font size varies 
appropriately for headings 
and text.  

Fonts are not used 
consistently, varying in style 
and size and making the text 
difficult to read. 

No consistency in fonts.  A 
wide variety of fonts, styles 
and point sizes was used.  

MECHANICS  
(Spelling, Punctuation/ 
Capitalization) 

There are no errors in spelling, 
punctuation, or capitalization in the 
resume. 
 

There are 1-3 errors in 
spelling, punctuation, or 
capitalization in the resume. 

There are 4-5 errors in 
spelling, punctuation, or 
capitalization in the resume. 

There are more than 5 errors 
in spelling, punctuation, 
capitalization in the resume. 

GRAMMAR/ 
VOCABULARY 

 

The resume uses accurate English 
grammar and vocabulary (word 
forms, word choice).  Action verbs 
are consistently used in past tense. 

There are 1-3 errors in the use 
of English grammar and 
vocabulary (word forms, 
word choice).  Action verbs 
are almost always used in 
past tense. 

There are 4-5 errors in 
English grammar and 
vocabulary (word forms, 
word choice).  Action verbs 
are often not used in past 
tense. 

There are more than 5 errors 
in English grammar and 
vocabulary (word forms, 
word choice).  Action verbs 
are usually not used in past 
tense. 

CONTENT 

 

The resume includes all necessary 
items (Headings, Career Objective, 
Education, Experience/Skills, 
Extra-Curricular Act., References) 
and follows guidelines consistently 
(e.g. objective, action verbs, dates, 
places). Relevant education and 
experience substantiate position 
sought and are presented in reverse 
chronological order. 

Almost all necessary items 
are included and guidelines 
are followed for the most 
part.  1-2 errors in 
presentation of the content 
(e.g. objective, dates/places, 
action verbs, use of reverse 
chronological order).  

Several necessary content 
items are missing or there are 
several errors in presentation 
(e.g. objective, dates, places, 
actions verbs or use of 
reverse chronological order). 

Presentation of content 
contains many errors or 
omissions, e.g. in the use of 
chronological order, action 
verbs, objective, dates, 
places, etc. 
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RATING ADVANCED 
9-10 POINTS 

PROFICIENT 
7-8 POINTS 

PARTIALLY PROFICIENT 
6-5 POINTS 

NOT PROFICIENT 
4-0 POINTS 

CAREER OBJECTIVE Statement is clear and concise. Statement is somewhat clear 
but could be improved. 

Statement is inappropriate, 
contains spelling or grammar 
errors. 

No objective statement is 
included. 

EDUCATION 

This section is organized, clear, and 
well defined. It highlights the most 
pertinent information. This section 
includes: institution with its 
location, graduation date, and may 
include GPA, and any relevant 
course work. 

This section is organized and 
easy to read but is missing 
pertinent information.  

This section is not well 
organized. There is no order 
to how information is 
formatted in this section. 

This section is missing the 
most crucial information.  

EXPERIENCE/SKILLS 

Well defined with relevant 
employment information included 
for each position: job title, 
company name, address, phone 
number, dates. Skill statements are 
descriptive, clear, in bulleted 
format, with appropriate use of 
action verbs. 

Includes most employment 
information. Skill statements 
are not detailed enough to 
fully describe skills and 
abilities. Could improve use 
of action verbs. 

Most employment 
information is incomplete. 
Skill statements are sentences 
in paragraph format without 
using action verbs. Does not 
adequately describe skills and 
abilities. 

All employment information 
is incomplete. Does not 
include descriptions of each 
position (when relevant) and 
offers little or no detail to 
describe skills and abilities. 
No use of action verbs. 

EXTRA-CURRICULAR 
ACTIVITIES 

 
Examples:   
*Accomplishments 
*Interests  
*Leadership 
 
 (Separate section 
optional. May be included 
in qualifications or 
experience) 

Section is organized. Includes 
appropriate information: 
organization name and dates. 
Describes leadership roles held.  
Lists interests and 
accomplishments. 

Section includes appropriate 
information but is difficult to 
follow. Some information is 
omitted. Could improve on 
leadership roles held and 
interests. 

Missing key information 
including the organization 
name and dates, leadership 
positions held and interests. 

Resume is missing 
Leadership, 
accomplishments, or interests. 

REFERENCES 
3 references are listed and include 
the name, title, address and phone 
number.  References are complete, 
professional and appropriate. 

Some references are 
incomplete or are not 
appropriate. 

Most references are 
incomplete and/or are 
inappropriate. 

References are not included. 
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