Factors to be considered when developing a resume are:
· Before you begin, complete a comprehensive assessment of your skills, accomplishments and qualifications in order to better target the resume to your targeted audience. 

· Categories should be sequenced to reflect what is most important to the employer or industry, and to directly support your career objective.

· The sequencing and choice of categories should be customized to best reflect your experience and the qualifications for the target organization, job, or agency.
· Avoid the use of acronyms not known by your target audience.

· Do not include reference information on the resume. 

· Page margins can be anywhere between .5” and 1.0” depending on the amount of content in your resume.

· One-page resumes are preferred by virtually all employers for most entry-level positions, IT positions, and consulting positions.  Two-page resumes are acceptable if you have enough work experience to justify two-pages.

· There are exceptions to every rule and some fields, specifically the federal government, will accept multiple page resumes, but try not to go more than a two-page resume format for all other employers. 

· When preparing a two-page resume, make sure the most marketable/critical information is in the top third of the first page and that your name and page number is on the second page. 

· Be sure to utilize language and terminology that is employer, industry, or job specific. 

· Well organized resumes are visually appealing and do not contain ANY spelling, typographical, grammatical, or punctuation errors.

· Be consistent on your resume; if you use periods at the end of statements or phrases, use them throughout your resume or if you tab your dates to the right margin, make sure all dates are tabbed to the right margin.  Your resume is a sample of your attention to detail. 

· Every good resume must be concisely written in an organized format, and present the most important information first. 

· If you are submitting your resume directly to an organization via an online application, do not use lines or italics within your resume.  Bolding and bullets may be used.  Some resume scanners cannot read lines on resumes if they are underlined and/or italics.  

· Begin each statement or phrase with powerful action verbs; new statements are best used in a bullet-style format; eliminate all unnecessary words.

· Under each category, your most recent information should come first; most recent education, employment, leadership, etc. 

· Utilize a readable/familiar font, i.e. Times New Roman, Arial, Helvetica, Century Schoolbook; size should be uniform and fall in the range of 10-12 font (except for name). 

· Employers who review individual resumes may spend very little time on each resume, usually only twenty to thirty seconds (or less), and the majority of that time is spent reviewing the top third of your resume.

· Because you want an employer to pick out the high points of your resume, you might use targeted bolding within the content of your resume to have keywords or phrases “pop” on the page.
· Resumes should be printed on high quality (16-20 lb.) bond paper; white, off-white or ivory preferred; beware of colors that do not photocopy well, such as gray, and textured papers, such as linen. 
· Do not use decorative covers, binders or fancy artwork, odd-sized or brightly colored paper.
· Many large organizations/agencies/firms use scanners and software programs to complete the initial screening of resumes.  If you do not have the necessary keywords on your resume, it may never be seen by a person.

· Do not include personal information including date of birth, marital status, religion, political affiliation, or hobbies.  The only exception regarding the listing of hobbies is when the hobby is highly unusual and/or specifically relates to the employer.

· No pictures, graphics, or designs on your resume.  The content of your resume is an example of your communication style.  Keep it professional!

· Use only bullets and bolding – no lines or italics, particularly if you are applying online.
· Use past tense of verbs for bullets describing previous positions of employment.  Use present tense verbs to describe current position.

· Avoid the use of words such as “I”, “the” and “a.”  Paraphrase instead.
· Quantify your statements with numbers, percentages, or dollars when possible.

· In the work experience section, state your accomplishments rather than just your duties and responsibilities.  

· Highlight accomplishments and achievements related to your employment.  You can also include those related to community service activities, volunteer experiences, and internships.

· Minimize use of abbreviations, such as “&,” “@,” and “#.”  Maximize use of industry jargon and abbreviations.

· Link your school honors and awards to your specific educational institution in your education category.
· Proofread!   Proofread!   Proofread!   Spell check doesn’t know that you meant “manager” rather than “manger.”

· Have several people you trust review your resume before using it.

REMEMBER! The content of a resume should be highly tailored 

 to reinforce your objective or purpose.  Do not use a “One-Size-Fits-All” resume.
