Resume Do’s and Don’ts
A well-written resume is one of the most important tools needed to get an interview.  A resume is a marketing tool that informs the employer of an applicant's qualifications.  It creates a very important first impression. 

· Do customize your resume for EACH job opportunity.  Specify your skills, attributes, education and experiences that are specific to the job. 

· Do put your career objective at the beginning, and it must fit the job for which you’re applying.

· Don’t use fancy gimmicks like colored paper, exotic lettering, or illustrations.  Good quality white paper in standard letter size is preferable.

· Type the body in a size 12 font as it’s easier to read.  

· Do not date your resume; use dates only in the education and experience sections.

· Do keep your resume to 2 pages.  Prepare a separate References page to take with you to an interview.  (Keep personal identities secure.)

· Do create a Highlights section to persuade the reader to read the rest of your resume.  Do emphasize your skills and accomplishments, but don’t exaggerate them or give misleading information.  

· Don’t include salary requirements.  If an ad asks for expected salary, research what the job usually pays.

· Do ensure that your resume is neat and error-free.  Have someone check it for grammar and spelling.  

· Do make photocopies of your resume so you’ll always have some on hand.

· Don’t include your photograph.  If you’re applying for a position for which a photo is legally required, attach it to the cover letter.

· Don’t mail your resume to a prospective employer without a cover letter.

· Do carry your resume in an envelope or file folder to keep it from getting dirty or wrinkled. 

