Do’s & Don’ts of a Resume!

DO’S

Do create margins and consistent spaces between categories.

Do type, spell check and punctuate your resume 100% correctly.  Do have someone proof read your resume.

Do be prepared to speak in detail about any items on your resume.

Do create a list of references to accompany your résumé.

Do save your resume on disk.  It will save you time later.

Do ask the Career Center staff to help you.  That is why we are here.

Do use a business style font, like Times Roman or CG Times.

Do leave white space on the paper.  It makes your resume look more inviting!

DON’TS

Don’t lie on a resume.

Don’t use the words “I” or “Me” in a standard resume.

Don’t fold a resume.  Always present it in a flat, clean format.

Don’t hand write your resume.

Don’t use flashy colors or fonts, unless the job calls for art or design.

Don’t write resume at the top of your page.

Don’t include your picture, birth date, health status or Social Security number.  (No personal information is needed on a resume.)

