RESUME BASICS
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The job of your resume is to get you past the first screening of the interview process and give you an opportunity to be interviewed. Getting past the first screening is not an easy job. A typical classified ad for a good job opening can sometimes draw hundreds of responses. Your resume must look professional for an employer to give it a second glance. The resume by itself will not get you hired.  The following information will help you avoid some of the common mistakes of resume writing:

· Use a standard sized, 8 1/2 x 11, bond paper. Ivory, beige and light gray are okay. Stay away from bright colored paper. If you are using color in your printing, use a white bond paper instead of colored paper. The margins should be 1 inch all around. It is okay to have a two page resume, but don’t use two pages just to be wordy. Entry level resume should not be longer than 2 pages.
· There are multiple examples of resume formats in resume writing books at the public library. You may also go on-line to look at resume examples. Go to www.sanjuancollege.edu/careerserices , click on Job Search Tools.  You can also Google the word resumes. Because they are difficult to tailor to your needs we do not recommend resume templates.  
· The typeface should be simple and easy to read, try to keep the font size at 11 or 12. You may make blank lines a size 8 if you need the room. Boldface or underline only key phrases. Do not use calligraphy. Stick to a single typeface in a single size for the body of the resume, but the heading can be a slightly larger font.

· The information in the resume should be presented in short, easy-to-read phrases. Use bullet points instead of long paragraphs. 
· Don’t use me, my or I. It will seem like you are talking about a third person. It is okay to use me, my or I in the cover letter. 
· Resumes should be clean and crisp, with no pen or pencil marks or correction fluid, anywhere.

· Your resume should not have any typos, misspellings, or grammatical mistakes. Employers are forgiving about these things. Even one typo sends a message to a potential employer about your ability to do a good job.
· Don’t try to be cute or clever on a resume. People who are reading your resume are not looking to be entertained and unless you are a gifted writer it may fall flat and leave a bad impression.
· Stay away from abbreviations and jargon. Don’t use slang.
· Don’t lie or make up information. Employers can check. If an employer discovers that you have lied, even after being hired and working for awhile, you can still be let go.

· Try not to use excessive superlatives. Instead of saying that you are a fantastic salesperson, report that you were Salesperson of the Month for three months this year.
· Every resume should be geared toward the position for which you are applying. Save your resume with a different name and tweak it to fit each circumstance. 
· When reading resumes, the majority of human resource managers look for:


-growth in responsibility



-who were your previous employers



-what is your stability record – are you a job hopper


-when have you made or saved a company time or money

HEADING:
The heading is your contact information: Name, Address, Phone and Email – The newer resumes also include a title. The title is a one to three word description of what you are or can do i.e. Early Childhood Educator, Salesman, Office Manager, Proof Reader, College Graduate.
PROFILE STATEMENT:
A short description of the best you have to offer the organization to which you are applying. Focus on the employer needs, not your wants. Keep it short, but long enough to get the employer excited about reading the rest of the resume.
SKILLS or CORE COMPENTENCIES
In columns, place a list of the things you can do that this company will want. Again, this should be geared toward each individual employer. Don’t come up with a “can do” list and use the same information for every organization.

EDUCATION:

List your school and potential graduation month. If you have a high GPA list it here, anything below a 3.1 don’t list.  Provide the employer with a couple of classes that might help you do the new job. If you are a high school student put down that you are planning to go on to College if it is one of your goals and include what you plan to study. 
EXPERIENCE: (list your most recent work experience first)
Title of Position, Dates of employment, Name of Company, City, State
Do not write your job description but what you have done that the new company needs

Use action verbs in the past tense and use a different action verb in each statement
Results of tasks are important, as well as quantity (how much you increased sales, how many children you supervised, how you made money for the company, saved the company time or money, how you grew the business or kept business)
Volunteer experience may be listed here or under the Recognition and Activities section

RECOGNITION AND ACTIVITIES
Clubs, scholarships, awards, volunteer experiences or activities that might be related to the job 

TESTIMONIALS

A growing trend in resumes is to have testimonials from different people who have praised your work. Make sure you ask if you can use them on your resume.
HOBBIES or VOLUNTEER EXPERIENCE

Add if it is job related or if you don’t have much experience to offer but there are things you did or do here that might show that you can do the job

PROFESSIONAL AFFILIATIONS

List these, especially if you took on a leadership role; i.e. President, VP, Treasurer, Secretary
REFERENCES AVAILABLE UPON REQUEST (Optional - heading only, if used at all)
Do not include references on your resume (unless you need them to fill up the white space or the company asked for them in the want ad) – Usually you would bring a reference sheet to the interview.  Make sure references are not friends and relatives, but people who can vouch for your dependability and good work ethics. Ask ahead of time if you can provide their name and phone number on your reference sheet. 






