Resume Guidelines

There’s more than one way to do a resume, but follow these instructions and you’ll have a basic one you can use right away.

1) Choose plain white letter-size paper, 1-2 sheets maximum (always single-side a resume).
2) Choose a plain simple font such as Arial, Times New Roman, or Calibri in size 11 or 12 (headings and your name can be larger).

3) Type your name, address, and phone number (email is optional) at the top of the page (left or centre are common).
4) If you like, you can enter a line under your contact information to separate it from the body of your resume.

5) Type the following headings down the page in the order listed, and then fill out the sections as instructed (headings placed to the left or centre are common, as are bolding, underlining, and capitalizing):

Objective

Highlights

Education

Experience

Interests 

6) Under Objective, type what kind of position you are seeking and/or what kind of skills you want to use.
7) Under Highlights, bullet skills or accomplishments that make you stand out (awards, languages, First Aid, Food Safe, driver’s license, etc.)

8) Under Education, which will always be written with your most recent training first, you need to indicate the level you achieved, the school name and location, and the date of completion. Leave elementary school off. Type yours like this:

Grade 12 
Sept 2012 – Jun 2013 

Delview Secondary School, Delta, BC 

NOTE: Dates written as above, on the right-hand side, must be even on the right side.
9) Under Experience, include volunteer and paid work experience, most recent first. You need to include a job title (one that describes your role), the employer’s name and location, and the dates you worked there (just month and date).
10) Bullet your tasks for each job, beginning with a verb in the past tense (the word “I” and complete sentences hardly ever appear on a resume). Here are a couple of examples:
Volunteer Fundraiser, Thanks-4-Giving Program 
Oct 2012
Delview Secondary School, Delta, BC

· Collected cans going door-to-door in the neighbourhood
· Organized and counted cans, keeping a record
Labourer 
Summer 2011

The Log Barn, Armstrong, BC

· Re-stocked shelves with boxes of cans and vegetables

· Transferred packages of beef jerky and candy into different boxes and labelled them

· Washed dishes by hand for the staff
11) Under Interests, include sports, dance, hobbies, arts or crafts, etc. Type a few horizontally, unless you have lots of room at the bottom of the page, in which case you can bullet them vertically.
