
RESUME DO’S & 
DON’TS



WHY DO I NEED A RESUME?

• Acts as a sales brochure

• Acts as a calling card

• Is a reminder

• It’s a way to direct the interview



PARTS OF A RESUME

• Heading

• Summary Statement

• Key Strengths

• Employment History

• Employment Details

• Education

• Professional Development & Training (Certifications)

• Memberships / Volunteer

• Other Categories



RESUME DO’S

• Determine the format of your resume

• Chronological

• Functional

• Make sure your resume is easy to read

• bullet points

• Use a standard font

• Neatness counts

• Proofread carefully

• Include multiple contact methods

• Cell phone

• Personal email address



RESUME DO’S

• Make sure your voice mail message and email address are professional

• Include your name and one contact number 

• Have a clear, strong objective statement/ summary 

• Keep the overall length of your resume short, but don’t worry about keeping to one

• Include 10 years of work history



RESUME DO’S

• Use good quality, neutral colored paper

• Include honors, relevant volunteer experiences, professional licenses and certifications

• Place education after experience 

• Mail your resume in a 9 x 12 envelope

• Make sure your resume is computer-friendly



RESUME DON’TS

• Don’t include personal information or references to non-work related information

• Age

• Race

• Personal Interests

• Marital Status

• Number of Children

• Hobbies

• Don’t include a photo



RESUME DON’TS

• Don’t include references 

• Don’t provide your salary history

• Don’t provide reasons for leaving

• Don’t mention harassment issues/lawsuits

• Don’t include references to non-work related topics

• Don’t repeat the same action words



RESUME DON’TS

• Don’t use your employer’s email address or phone number as contact information

• Don’t write a book – not your autobiography 

• Don’t limit your resume to one page

• Don’t mix noun and verb phrases

• Don’t rule out volunteer work

• Don’t rush through the process

• Don’t prepare your resume on your employer’s time



RESUME DON’TS

• Don’t use cute email addresses or voice mail

• Don’t use unconventional formats or tactics such as graphics or colored paper

• Don’t refer to yourself as a subject (“I helped prepare correspondence”) or in passive 

voice (“Was sent to Fulton County to represent the firm…”)







COVER LETTERS

• Write a Hard-Hitting Cover Letter

• Never send a resume to a potential employer or to a recruiter without a good cover 

letter.  The letter underscores how your skills and accomplishments, along with your 

career goals, make you an outstanding candidate for that particular position. It also 

eliminates the need to restructure a resume to match each job opening.



COVER LETTER 
DO’S & DON’TS

• Don’t

• Just restate the accomplishments verbatim from the resume. 

• Say more than you have to

• DO

• Start with a brisk statement that describes who you are and what you want. 

• Use the next few sentences - or bullets -- for your “sales pitch” Use Your Accomplishment Stories. 

• Conclude with an action statement such as saying you’ll call in a few days to arrange an appointment for 

an interview or to answer further questions about your skills.





THANK YOU!


