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Resume Dos and Don’ts

Writing a good resume is a very important part of your job search. This document represents who you are and what you have to offer before you have the benefit of face-to-face contact with a potential employer. Here are some things to remember:

· Bold and enlarge your name at the top of each page

· Use consistent fonts and formatting throughout the document

· Use Arial or Times New Roman as your font

· Use 12 point for text, and up to 14 point for headings

CONTENT Information:

· You want to tailor your resume to the position you are applying for

· Make sure that your skills and objective MATCH the position

· You need to state a clear objective – what you are seeking and why this company or position fits the bill

· Use action words throughout

· Use terminology appropriate to the job/clinical setting

· Do NOT put salary info/requirements on the resume

· Do NOT use pronouns

· Keep any work experience you list relevant to the position you are applying for

Formats;

· Chronological list of work experience

· Professional experience

· Functional skills

· Combination

Required Elements: 
· Career Objective

· Summary Statement

· Contact information

· Education

· Licenses and Certifications

· Work experience

· Skills

Cover Letters:

· Should be 1 page
· Should address how you fit the company/what you have to offer/how the job fits the objective
· Employers see the following in your resume/cover letter:
· Your communication skills
· Your relevant experience
· Your degree of professionalism
· Your attention to detail/organization
Elements:

· Heading: Address to someone specific

· Opening: Who you are and why you are writing

· Body: Sell it! Why you have chosen this employer and why you think that you are a good fit.

· Closing: Take the initiative for the next contact/further action

· Thank you for your time and consideration

Follow-up: 
· Show that you know the company

· Phone call is best

· Thank yous: should be personally written and include

· Thanks for the interview

· Express interest in the job

· Restate your qualifications

· Establish a follow up plan

· Closing

Formats:

Chronological:

· Name and contact info

· Employment objective

· Summary statement

· Work experience- list in reverse order (practicum)

· Employer, city state, dates

· Job Title

· Responsibilities/Accomplishments and Skills

· Education

· Licenses and Certifications

· Awards

· Professional Memberships

Functional Format:

· Name and Contact info

· Employment objective

· Highlights of qualifications

· Work Experience

· Occupational/functional category

· Skills/accomplishments/responsibilities

· Employment history – employer/title/dates

· Licenses and certifications

· Awards/professional memberships

Combination Format:

· Name and contact info

· Employment objective

· Summary of skills and/or experience

· Skills/experience

· Description

· Work Experience- employer/title/contact/dates

· Education

· Licenses and Certifications

· Professional memberships/organizations
