JOB SEARCH: EXERCISE 8
Advice for making a good resume
Do:

1.  Make it short and specific.
2.  Make it one page only.

3.  Use action verbs – in the present tense for current jobs, in the past tense for former jobs.
4.  Use bullets, underlining, bold, capitals and italics to show important information.

5.  Be sure there is enough white space so that it is easy to read.  
6.  Use a good quality printer and good quality, neutral colored paper
7.  Proofread carefully!

Don’t:

1.  List your references on your resume.

2.  Include personal information like birth date, race, health, marital status, etc.
3.  Exaggerate or misrepresent yourself and your qualifications. 
4.  Sound negative about former jobs.    
5.  Have someone else write your resume for you - you can do it best.

6.  Try to be too fancy or creative, unless you are in a creative field.

Activity:  Look at the example resumes you received in class.  Do they follow this advice?
