10 Tips for Effective Resume Writing

1. There is not a universal form that must be used for resume writing.

2. Use Action verbs with descriptions.  Action verbs help to achieve impact.  

Some action verbs are:
	Accelerated
	Enhanced

	Acquired
	Executed

	Administered
	Facilitated

	Budgeted
	Generated

	Chaired
	Implemented

	Compiled
	Marketed

	Coordinated
	Negotiated

	Designed
	Transformed

	Devised
	Updated

	Edited
	Spearheaded

	Engineered 
	Utilized


3. It is best to use 12 pt. type font size because it is easily read and scanned.

4. Use white or light colored 8 1/2' x 11' paper and print only on one side.

5. All resumes sent through the mail should be accompanied by a cover letter on matching paper.  The cover letter personalizes the resume and gives it greater flexibility in communicating the objective.

6. In almost all cases resumes should be sent to a specific person.  If the organization is identified in the ad, call and ask for the best person to address the cover letter to.

7. References or "References available upon request" should not be listed on a resume.  Keep a list of references available to offer the employer is asked.

8. Salary history and salary requirements should virtually always be omitted from a resume to avoid eliminating you as a potential candidate.

9. Stating personal data has become outdated.  (i.e. appearance, age, etc.)

10. Have several reliable individuals proofread your resume to avoid typographical errors, misspellings and sloppiness.
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