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FORMAT
(  Avoid using Templates! Create your own resume in Word – you will be able to edit it easily for each job.
(  Is your resume on 1 or 2 pages?  Shorten your resume by creating a 1 or 2 line header; by putting your title, employer, city and dates worked on only 1 or 2 lines; by combining related skill statements on one line, or by being economical with white space between sections and blocks of text.
(  Check that you have combined no more than 2 of the following ways to make headings and sub-headings stand out:  bold, italic, larger font, different font, ALL CAPITALS or underlining. Choose one style. Be consistent.
(  Have you used all capitals for headings only and not for text?  (CAPITALS = SHOUTING AT READER)

(  Have you used bold for headings only, not text?  Too much bold text is hard on the reader’s eyes.

(  Do you have adequate white space in your resume?  Leave a 1” margin around you page … top, bottom, left and right.  Leave 2 spaces between each section, and one space between each piece of text within a section.
(  Have you made sure you have not used 1st person (I, me, my) except in a paragraph style profile.  Also avoid acronyms or short forms.  Spell them out … don’t assume the reader knows what they mean.  Eg:  OSSD should be Ontario Secondary School Diploma, 2006, Name of School

(  Have you used consistent formatting, i.e.:  one of ON, Ont. or Ontario throughout your resume?
(  Use a dash to format dates:  Sep – Jun 2009 or September 2007 – June 2009 or 2007 to 2009. (2 hyphens with a space on either side creates a dash.)  Be consistent.  Check that all dates are formatted the same way.

(  Have you considered using 2 or 3 columns for short (narrow) points, 1 column for long (wide) points?

(  Are your bullet statements on one line?  Delete extra or filler words (the, and, as well as, etc., also)

(  Have you limited your lists of bullet statements to 4 or 5 related points, maximum.  If you use more than 4 or 5 bullet statements, divide list into two sets with a space between the sets.  Sets of 3 or 4 bullets are more likely to be read than long lists.
SECTIONS

(  Header:  Does your name attract the eye first?  Have you included your full address, your telephone number and your Mohawk college e-mail address?  Section headings attract the eye next.

(  Have you created a Profile instead of an Objective?  3 or 4 line paragraph or bullet style works well.

(  Does your first page contain the information the employer will be most interested in?
(  Have you named and ordered sections of your resume to present yourself most positively – starting with most important and relevant info to least important info?  (Important in relation to the posting & the reader)
(  Include your academic average in you Education section only if it is a strength.

(  Don’t include Public School, and don’t include High School if you have already completed any other program at the university or college level.

SKILL STATEMENTS

(  For chronological data, have you ordered your most recent information first?

(  For non-chronological data, have you put your most important or related information first?
(  Have you included the technical skills you’ve learned in your academic program so far?

(  In listing skills + tasks statements, have you grouped similar items together?
(  Have you identified the level of your skill:  “Good written communication skills” (if it’s true)

(  Have you avoided words like “various” and “etc.”?  Be specific and give pertinent details.

(  Have you included a Computer Skills section?  (Remember to capitalize software, i.e.: Word, Excel, Access, PowerPoint, WordPerfect, AutoCAD … these are trademarks.)

(  Numbers have impact.  Have you used #s where possible to describe quantity?  You can show hours of work for each job, i.e.: 20 hours/week or “400 hours volunteer experience.”

(  Have you checked your spelling and grammar?  Read your resume to yourself out loud, use spell check, and get someone else to read it over BEFORE you send it to the employer.
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