Resume Writing Tips
Name: ________________________

Date: ​​​​__________________________

· Don't use a template
· Don't let it exceed one page in length
· Do use uniform formatting
· Don't leave out anything relevant
· Do use a professional-sounding e-mail address and voicemail
· Don't include marital status, gender or ethnicity
· Do use an objective statement that is clarifying and effective
· Do list the official name of your degree
· Don't include your GPA if it is low
· Do start all sentences with strong action verbs
· Don't list experiences that are not relevant, unless you have limited work experience.
· Do use neutral-colored paper other than white
Answer the following questions.
1. What are some formatting things that can be used to make your resume stand out?
2. If you are an Animal Science major in college, your degree should be listed as Bachelor of Science in Agriculture. How should you refer to your high school diploma?
3. Imagine that you are applying for a job as a supermarket manager. What would your objective statement be?
4. Imagine that you had a previous job as a babysitter. Write the job description using strong action verbs.
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