Resume Basics 
How your resume looks is as important as what it says.  If it is neat and organized, readers will assume you are too.  If it has errors in it or is hard to read, readers will assume that you make mistakes and are unorganized.  

This may not be a fair assessment, because you may not have learned how to format a document, but it is human nature to make unconscious assumptions and to expect that a job seeker will take particular care with a resume. 

1. Use Word to create your document  - MS Word is most universally accepted by other computers.  You can use either 1 or 2 pages to create a resume. 

2. Use either Arial font at 10 or 11 font.  Arial is more contemporary or modern in appearance  OR Times New Roman font at 11 or 12.  Times New Roman is a serif font and appears more traditional and conventional.  These fonts are most widely accepted by other computers.  Consider avoiding italics and underlining.  These make text harder to read.  Use CAPITALS only for headings.  Capitals are the written equivalent to shouting at someone. 

3. Use 1 inch margins top and bottom, left and right.  This gives a neat, organized, “under control” appearance to your document. 

4. Create a Header for your job search documents.  It includes your name, mailing address, telephone number and e-mail address.  Your name should be the biggest, darkest text on the page, drawing the reader’s eye to the beginning.  

You can centre your header, have it at the left margin, or the right margin.  It can be anywhere from 1 line to 5.  This header will be used at the top of your resume, cover letter, references page, thank you letters.  You can add a line under your header to create a visual margin on the right hand side. 
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5. Decide what sections you would like to include in your resume, and how to title them.  Examples are:  

OBJECTIVE  (takes the place of a cover letter and tells the employer why you are writing.  Use only if you are not using a cover letter.  Appropriate to summer, part time jobs or job fairs.) 

PROFILE, HIGHLIGHTS, QUALIFICATIONS, SKILLS, STRENGTHS 
(identifies knowledge, skills and/or abilities related to the job you seek.  List them in order of most important to the job you are applying for) 

EDUCATION 
(identifies degrees, diplomas, certificates, licenses, courses or training related to the job you seek) 

EXPERIENCE, RELATED EXPERIENCE, WORK HISTORY 
(identifies experience as it relates to the job you seek.  It can be paid or unpaid work, community or sport experience, etc.) 

6. Decide how to style your headings.  You can centre your headings, or have them all start at the left margin.  Which ever style you choose, use it for all your resume headings.  This shows knowledge of document formatting, consistency and attention to detail.  You can use: 

HEADINGS, HEADINGS , Headings, Headings 
or use a larger font: 

HEADINGS, HEADINGS , Headings or Headings 

7. Avoid using short forms.  Resumes and cover letters are business documents and always look more professional without short forms or abbreviations.  Using CPR and WHMIS are 2 exceptions. 

8.  Making statements in your resume can be done in 2 ways.  You can use a bullet format (one line of text), or paragraph style.  You can indent or use bullet symbols (choose small ones and don’t overuse them.) 

In either case, avoid having any more than 4 lines of text before adding a space to 
break up the text.  Text is more likely to be read if you group 3 or 4 lines of text and add a space, and then more text.  These can be at the left margin, or centered.  For example: 

7 Years experience supporting individuals in reaching their goals 
Proven ability to multi-task, problem solve, and attend to details 
Well developed written, verbal and listening skills;  effective team player 

Demonstrated expertise in interviewing, recruiting, hiring and training 
Experienced in the development and delivery of new programs 
Researched and presented information in workshop format for small groups 

Or 

· 7 Years experience supporting individuals in reaching their goals 

· Proven ability to multi-task, problem solve, and attend to details 

· Well developed written, verbal and listening skills;  effective team player 

· Demonstrated expertise in interviewing, recruiting, hiring and training 

· Experienced in the development and delivery of new programs 

· Researched and presented information in workshop format for small groups 

Or 

7 Years experience supporting individuals in reaching their goals.  Proven ability to multi-task, problem solve, and attend to details.  Well developed written, verbal and listening skills;  effective team player. 

Demonstrated expertise in interviewing, recruiting, hiring and training.  Experienced in the development and delivery of new programs. Researched and presented information in workshop format for small to medium groups. 

9. Add a line at the bottom of your resume to indicate that you have a portfolio and/or references. 

Portfolio and References Available 

References Available Upon Request 

Excellent References Available 

10. Proofread your resume and have at least one other person read it before you send it to anyone.  It is hard to find your own errors.   Most employers feel strongly that a resume should be perfect and show that you took the time to create an error free document written to their job. 
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