
Resume Do’s. Do these!  

While there are exceptions, and no two resumes are the same, below are some general tips for ensuring that your 
resume is read, and that you make a great first impression.  

Include a cover letter!  

A good cover letter shows your personality and enthusiasm for a position. Yes, you need a cover letter even when you are 

emailing your resume, posting it to a job board, or sending it electronically. A cover letter is the best place to introduce 

yourself, identify your goals, and briefly describe why you are a good fit for the position. A well-written cover letter is a 
sales tool that will ensure your resume will be read. 

Format for a quick glance 

Employers don’t read resumes, they skim them. Make the format easy on the eyes, and line up everything into 2-3 

columns, with the most relevant info hitting the eyes first (e.g. position and key words on the left, and dates on the far 

right). Inserting a table is a great way to keep everything lined up without having to worry about tabbing or using the 
spacebar (just make sure you get rid of borders later).  

Tailor the Resume to each specific position 

Avoid using cookie-cutter resume templates, such as those from Microsoft or other resume-generating programs.  

Hiring managers will spot them in an instant, and will assume you either lack creativity or don't care enough about the 
position you are applying for to go the extra mile. 

Be Concise 

Include only what you need to, and don’t use complete sentences. Your resume should only be a page long, and 
generally you only need four categories on it: Name/Address (use a local address whenever possible. Christendom or a 

friend/relative’s address for when applying to jobs in VA, etc); Education (put at the top unless you have awesome job 

experiences you wish to highlight); Experience (paid and volunteer jobs would fall under this category); Honors (this 
sections includes awards and extracurricular positions such as chairman of a club).  

Proofread 

Your resume must be grammatically perfect. Most positions today require good communication and writing skills, and if 

your resume is riddled with errors, you'll be immediately judged as someone who doesn't possess these basic skills. It 
stands to reason that if you can't spell "financial analyst" correctly, you have no business being one.  

Consistency 

Except for your name, keep the font size consistent (12point is standard, no lower than 11point), and always use the 
same font.  

Make your qualifications “pop” 

Make your job title bold, and the company name uppercase (or vice versa depending on which you put first—lead with 

what’s more impressive). Use bullet points for your accomplishments (if absolutely necessary, short paragraphs could 
work, but use as last resort).  

Include relevant jobs and show your leadership potential  

Each resume should cater to that job. Also, focus on your accomplishments, rather than your duties. Use statistics and 

numbers. Show how you solved problems. Avoid phrases like "duties included" or "responsibilities included." Do use 

power words such as managed, supervised, taught, achieved, improved, trained/mentored, created, increased/decreased. 

If you are submitting online, be aware that hiring managers will do a quick search of keywords and keyword phrases to 
find appropriate resumes. 

Do keep out objective statement, summary, skills, and “references available upon request.” 

Your cover letter will take the place of your objective statement and summary. Skills are only needed if you have a specific 

skill set related to the job, can sometimes take the place of the “honors” section of your resume, but are generally best left 
out. “References available…” is a waste of space and ink, because employers will ask for references if needed.  
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