Résumé

Guidelines for Résumés

· Prepare a different résumé for each job you apply for, customizing it for the needs and desires of each employer. Some firms want a one-page résumé, others want a multi-page document. Some firms are interested in your college grades, others are not.

· To help customize, maintain a folder or a computer database listing all your jobs, schools, and skills, so that you can easily pick out items to include in a résumé. For example, if you discover that a certain company wants to hire someone trained in public speaking, you can pluck from your database and insert—on your résumé—the fact that you prepared and delivered four speeches in your public speaking class in college.

· Make the document attractive by leaving plenty of white space surrounding text.

· You must have perfect spelling and grammar.

· The document must be clean and attractive—no typographical errors, no smudges.

· An original copy must be submitted (no carbon copies, no photocopies, no faxes).

· If you use more than a phrase, use a shortened form starting with a verb:



Incorrect:
I won first place in ….



Correct:
Won first place in ….

· Use hyphen (-) and dash (—) marks correctly. A hyphen, not a dash, is used to separate numbers



Incorrect:
Social Security Number 234—87—6721



Correct:
Social Security Number 234-87-6721

· To separate parts of sentences, a dash (not a hyphen) should be used.



Incorrect:
Central High-President, Computer Club



Correct:
Central High—President, Computer Club

· Leave spaces between entries (both horizontally and vertically).



Incorrect:
1995-1996 Managed the dining room at Pisgah Inn and 




supervised servers and clean-up crews.





1993-1994 Worked as cook at McDonald’s.



Correct:
1995-1996
Managed the dining room at Pisgah Inn and 






supervised servers and clean-up crews.





1993-1994
Worked as a cook at McDonald’s.
Sections

Here are sections that are used frequently for résumés. Use the ones that seem appropriate for each job.

Personal Data

· Name, address, phone number, e-mail address

Employment

· Reverse chronological order: begin with present or most recent job and proceed backwards in time; include titles or positions; list month and year you started and left.

· Include summer jobs and volunteer work (especially if you are new to the job market); mention any job-related awards.

Education

· Reverse chronological order: Start with college (estimated graduation date) with degree and major curriculum; then previous colleges and high school.

· On-the-job training; workshops; military training

References

· Names, full postal addresses (including ZIP code), e-mail addresses, and phone numbers (with area code); give each person’s title or relationship to you (for example, former supervisor).

Professional Objectives

· The job or type of work you are seeking (or this can be handled in the cover letter)

Activities, Honors, and Achievements

· Awards, activities, and leadership positions in school, military, church, or club

· Specific accomplishments at work (For example, “Introduced new office procedures that saved the company $6,000 a year.”)

Special Skills

· Typing speed, computer expertise, foreign language ability, experience in operating machinery, etc.

Military Experience

· Duty assignments, training, honors, rank

Personal Strengths

· Strong points such as punctuality, cooperative attitude, and a desire to learn
Sample Résumé

Yolanda Martinez

227 Oakdale Avenue

Corte Madera, California 94925

(415) 924-5185

ymartinez@ioa.com

	OBJECTIVE
	Sales representative in Latin America for a computer software company

	EXPERIENCE 
	· MicroSystems Corporation, San Francisco (June 2000 to present)

	
	Sales Representative. Opened the company’s first accounts in over 70 businesses in Southwestern U.S. and Mexico.

	
	· Nash & Mills, Inc., Los Angeles (May 1999 to June 2000)

	
	Computer Programmer. Wrote customized database programs for small businesses.

	EDUCATION
	· University of California, Los Angeles, M.B.A., 1996, with special emphasis on international business

	
	· San Francisco State University, B.S., Computer and Information Services, 1997

	ACTIVITIES
	· Taught Spanish classes for business executives in Bay Area, 1996- 1998.

	
	· Volunteered to help low-income people fill out income tax forms, Oakland, California, 1995.

	SPECIAL SKILLS
	· Proficient in using Synergy Software’s database and spreadsheet programs

	
	· Fluent in spoken and written Spanish

	
	· Experienced in e-mail transmissions on the Internet 
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