RESUME RULES
NO OBJECTIVE unless you are going to be doing something other than what you already are.  If you do use an Objective, use a JOB Title only, NO “To obtain a position…”

NO months, years only.
SUMMARY- always written in the present tense.  It answers the question “Tell me about yourself” What you are, experience, skills and strengths.

Start ACCOMPLISHMENT STATEMENTS (bullet points) with an ACTION Verb in the PAST tense.

Most Recent Job First

Can “lump” jobs under ADDITIONAL RELEVENT EXPERIENCE if old, or leave off if you would never want to do again.

EDUCATION-  NO dates, NO GPA, NO High School

                           YES, to additional Training that company may have provided.

ACTIVITIES- only if it pertains to the job

NO HOBBIES or PERSONAL INFO

Take out “little words”. A, an, the, etc. NO personal words, I, we, they, etc.

     “Coordinated all fundraising efforts for 2006 United Way campaign raising over $100K.
       NOT  “I coordinated all of the fundraising efforts for the 2006 United Way Campaign and in 

                 doing so raised over $1000,000.”

NO- References Available Upon Request
Style-wise…

Use at least a 1” margin around all edges.

Use   Times New Roman 11 or 12 or Ariel 10 or 11 for your font and font size.  Use a font size 1 larger for headings and your name.

Use name, phone # and page 2 as a header on page 2.

