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PRESENTATION CHECKLIST

� Do not use a Microsoft Word résumé template. None of them scan well. 
� Use a laser printer.
� It is safe to use a conservative font, such as Arial or Times New Roman.
� Font size should be 10-12 points.
� Use 8.5 ̋ x 11 ̋ paper, printed on one side only.
� Use high quality résumé paper.

FORMAT

� Stick to one page; use two pages if you have an advanced degree or extensive 
experience (10+ years).

� Make the page easy to scan and graphically pleasing: leave suffi cient white 
space.

� Select a format that suits your qualifi cations. Do not automatically follow 
someone else’s, which may not suit what you have to say.

� Avoid underlining; you may use bullets to emphasize your credentials.
� Use boldface sparingly for headings and employer information

CONTENT

� Put your name, address, and phone number at the top of the page. If you have 
a second page, repeat your name at the top.

� Choose topic headings that invite your readers’ interest, e.g., Experience, 
Leadership, Skills, Activities, and Honors rather than “employment” or “other.”

� Include marketable and/or relevant data only; for example, include classes that 
have been most important in your education and are most relevant to the type 
of work you seek; do not provide an extensive list of courses.

� Highlight skills, accomplishments, capabilities, and work experience. Give 
evidence of your personal impact: show not only that you completed tasks but 
that you contributed to organizational goals. 

� Cite numbers to convey size and/or scale of project, budget, and staff 
supervised.

� Give examples that demonstrate desirable personality traits such as leadership, 
interpersonal facility, teamwork, and initiative. 

� Minimize personal information and omit unrelated memberships, age, marital 
and health status, and information that is repetitive, implicit (e.g., high school 
graduation for a college graduate), or out-of-date. If you are a US citizen or 
hold a permanent resident visa, include this if readers might have reason to 
think otherwise.

� Generally, it is a good idea to exclude data relevant to salary expectations, 
religious or political affi liations, and geographic descriptions.

� References are usually omitted. Employers assume that “references are 
available upon request,” so leave this phrase off. 
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STYLE

� Proofread to eliminate all spelling, punctuation, and grammatical errors. 
� Use action verbs and strong adjectives (See “Action Verbs”).
� Write in the present tense for current positions or projects and in the past tense 

for previous positions and completed projects.
� Avoid repeating words or phrases.
� Leave out unnecessary words, sentences, and phrases such as “Duties 

included / Hired to / Project involved.”
� Avoid stilted or confusing language. Ask yourself, “Would I talk like that?”
� Do not use the fi rst person, I, or any pronouns.
� Be consistent and use the same grammatical style throughout.
� Avoid self-fl attering terms such as “highly skilled, outstanding, or excellent.” 

Describe your accomplishments effectively and let readers decide for 
themselves that you are well-qualifi ed.

� Be honest and accurate, but not overly modest.
� Convey through the style and content of your résumé an understanding of your 

audience’s needs, priorities, hiring criteria, and vocabulary.

FINAL EDIT

� Ask a counselor, friend, or someone unfamiliar with your background to review 
your résumé for clarity and effectiveness.

� Tailor your résumé to the specifi c qualifi cations of the job for which you are 
applying and/or to the specifi c employer. 

� Include all-important information, such as dates of graduation, major, GPA, etc.
� Proofread one more time to ensure correct spelling and punctuation.
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THE TOP 10 PITFALLS IN RÉSUMÉ WRITING

1. Too long. Restrict your résumé to one page. Typographical, grammatical, or 
spelling errors. Have at least two people proofread your résumé. 

2. Hard to read. Keep it simple with clean lines and white space.
3. Too verbose. Say as much as possible with as few words as possible; avoid 

use of jargon.
4. Not enough information. Give dates describing related work experience; be 

specifi c about skills, accomplishments, activities, interests, and memberships.
5. Irrelevant information. Customize each résumé to each position you seek 

(when possible). Of course, include education and work experience, but 
emphasize relevant experience, skills, accomplishments and activities. Do not 
include marital status, age, sex, children, height, weight,wwww health, church 
membership, etc.

6. Obviously generic. Tweak each résumé according to the job description. The 
employer needs to feel that you are interested in that particular position with 
his or her company.

7. Too fancy. Of course, use good quality bond paper, but avoid exotic types, 
colored paper, photographs, binders, and graphics. Electronic résumés should 
include appropriate industry keywords and use a font size between 10-12 
points. Use italics and boldface sparingly.

8. Too static. Make your résumé as dynamic as possible. Begin every statement 
with an action verb. Use active verbs to describe what you have accomplished 
in past jobs. Take advantage of your rich vocabulary and avoid repeating 
words, especially the fi rst word in a section.

9. Too modest. The résumé showcases your qualifi cations in competition with 
the other applicants. 

10. Put your best foot forward without misrepresentation, falsifi cation, or 
arrogance.
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ONLINE RÉSUMÉS
Though scanning technology and practices vary and are constantly changing, 
some companies still scan résumés and/or use keywords to identify candidates 
from their database. You want to fi ll your résumé with as many of these words as 
possible. Companies that pick up many résumés at career fairs may use scanning 
technology, though you should always check with the employer requirements 
regarding format. The essential keywords are specifi ed by each employer for 
each position. You can only make reasonable assumptions about what a specifi c 
employer will ask for. Keep a log of keywords that apply to your occupation and 
industry.

PAR statements in your résumé make it easy for employers to recognize your 
achievements. They provide a writing formula that stresses your skills and 
achievements. This is a way of writing out your skills on a résumé to maximize 
their impact. Present the skill as a concrete action that has been done. Do not use 
the words “took part in,” or “gained experience in,” or “assisted in.”

Quantify the results by stating the amount of dollars saved, the number of clients 
served, the percentage increase in productivity or improvement in effi ciency. 

Using the action verbs listed on the following page, describe your experience in 
terms of demonstrated skills and accomplishments in the following format:

Describe the project, context, task, job:
• What activity did you do? 
• What were the results, outcomes, benefi ts?
• Quantify, if possible.

WRITING ABOUT YOUR SKILLS — 
PROBLEM ACTION RESULTS (PAR) STATEMENTS
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WHAT IS A COVER LETTER?
The purpose of a cover letter is to convince an employer that your skills and 
background make you a candidate worth interviewing. While a résumé 
summarizes your experience, a cover letter persuasively relates that experience 
to a particular job. 

A good cover letter will make you a more attractive candidate by demonstrating:
• Knowledge about the job, the company, the industry  
• Effort in your job search and enthusiasm for the job
• Professionalism and detail orientation
• Writing skills
• Organized thinking
• Understanding about yourself

Many employers pay great attention to cover letters; increase your chances by 
sending a well-written cover letter with every application. 

ANATOMY OF A COVER LETTER
A cover letter generally consists of three or four paragraphs; very experienced 
candidates applying for senior positions may write more.

PREPARE

• Review the job description in detail
• List each type of experience and skill the employer is seeking
• Outline how your qualifi cations answer each of the employers needs
• Choose the best two or three qualifi cations to describe in your letter
• Research the employer to decide what about the organization or its products 

appeals to you
• Outline how your interests, values and goals match those of the employer  

SALUTATION

• Address your letter to a specifi c person whenever possible
• Be sure of the correct spelling and appropriate title (Dr., Miss, Mrs., Ms., etc.)
• Acceptable alternatives include “Dear Hiring Manager” or “Dear Search 

Committee” or “Dear Sir or Madam.”

FIRST PARAGRAPH

• Explain clearly and succinctly why you are writing
• State the full name of the position and how you learned about it, including the 

name of the person, publication or website, and the date of the listing

WRITING A COVER LETTER
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SECOND/THIRD PARAGRAPH

• Write these paragraphs using the outline you prepared, tailoring your letter to 
the job

• Explain how your qualifi cations match the job description by highlighting 
relevant experience and briefl y describing accomplishments that demonstrate 
your capabilities

• Explain why this job and this organization appeal to you and fi t into your career 
goals

• Demonstrate that you have researched the organization by referring to specifi c 
products, services, philosophy or mission in your explanation of why you are 
a good match

LAST PARAGRAPH

• Stress your enthusiasm for the position and your interest in meeting for an 
interview

• State how and when you can be best contacted
• Thank the individual and end with an appropriate ending

Ensure your cover letter has no grammatical errors or mistakes.  Spell checkers 
do not catch every type of error, so proofread your letter very carefully after spell 
check.
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