Resume Do's 

· Use bold/CAPS to make all section headings stand out 

· Start every skills statement with a strong verb 

· Revise your resume for each position 

· Organize your resume so the most relevant information is at the top 

· Make sure your resume is easy to read.

· Expand on points related to the position and condense less relevant information 

· Keep your resume short: Depending upon your experience, one or two pages is ideal.
· Use resume quality paper

Resume Don'ts
· Don't use the word "resume" 

· Don't use the word "I" 

· Don't include salary information 

· Don't include testimonials 

· Don't give personal statistics or profile 

· Don't include photographs 

· Don't use too many fonts or font sizes

· Don't include job references as part of the resume itself: A potential employer is interested in references only if he or she is seriously considering hiring you. At that time, you may be asked to provide reference information.
