Basic Résumé Writing Tips
· Font – Fonts such as Times New Roman and Ariel are easy to read and make excellent choices for your résumé.  Section headings should be larger and bolded and regular body text should be smaller and non-bold.

· Dates – Listed in the following format 1/86-6/04 or 1986-2004 (if months are not available).  Leading zeros for months (01/86-06/04) are not necessary, and only serve to waste space.
· Section Type and Order – Section types should be included or excluded based on relevancy of available content and in order of importance based upon job requirements. For example, if you have relevant software skills and education, but no work experience, your “SOFTWARE SKILLS” and “EDUCATION” sections would be placed prior to your “EXPERIENCE” section. Potential résumé sections include:

· Summary – A summary section should always be placed immediately following your name at the top of your document, and should consist of several short statements highlighting skills relevant to the position for which you are applying.  A bulleted list of skills following this section is also sometimes included.  
· Software Skills or Software/System Skills – A bulleted listing of software skills placed side-by-side in a table provides managers with a practical way to quickly scan for necessary skills.  For Example:
	· Primavera P3
	· QuickBooks
	· Dreamweaver

	· MS Project
	· FieldMasterPro
	· MS Front Page

	· MS Access
	· ServiceCEO
	· Adobe Illustrator

	· MS Excel
	· Dispatch Direct
	· Adobe Photoshop


· Experience – Work experience is listed in reverse chronological order and should include dates of employment, company name, city & state, job title, and job responsibilities listed in order of most to least relevant.  Current jobs should be written in current tense language and previous positions should be written in past tense.  Action verbs (ie: assembled, created, generated, tested, etc.) should precede each job duty listed.  Each duty should be written as succinctly as possible.  When writing the experience section it is important to remember that the résumé is a top-line, highlights kind of document intended to quickly give readers an honest sense of skills, where the employee has been, and where the employee is going.  It is not an autobiography.  
· Related Experience – If much of your work experience is unrelated to your current pursuits, experience sections should be divided into “Related Experience” and “Work History” (unrelated work) sections.  If, however, all of your experience is related to the job being pursued, than simply calling the section “Experience” will suffice. Some will argue that unrelated work should not be included on prospect résumés at all.
· Education – This section should include name of school, city & state, degree earned, and date the degree was earned (minimum of year).  If you attended college but did not graduate, list all but degree name, and include a statement such as “Earned 60 credits towards mechanical engineering degree, 1978-1980”.     
· Certifications – Relevant certifications should be included on your document. Certification info should include the name of the certification, where, and when it was earned.   
· Language Skills – Inclusion of this information is essential if you are working in a foreign country and have knowledge of the native language. List in the following format:





“Arabic (speak), French (read, write, and speak)” 
· Volunteer – Inclusion of this info could be favorable to some managers, but others might take this as meaning that you would rather be spending his or her time performing tasks unrelated to their profession. If included, should be written in the same format as jobs in the “Experience” section.
· Objective statements should not be included on your résumé, as their inclusion only limits your ability to be placed in multiple assignments without rewriting the statement. 
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