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TOP TEN THINGS YOUR RESUME SHOULD BE
Current students – have your resume reviewed at the Center for Calling & Career, N4106

1. Employer Centered
Your resume should tell the employer what they need to know to determine if they want to
interview you. Your resume is a marketing tool, not an autobiography.

2. Focused
Include an objective for a single job target. This is the “thesis sentence” of the resume. It should
clearly state what sort of job you are looking to get. There is no “one-size-fits-all” resume.
Everything on the resume should relate to the job target.

3. Strategic
Things should be listed in order of importance to the objective. Always make your strongest case
first—list the skills that most relate to your job target right away. Use a format that best allows you
to showcase your skills (not necessarily in chronological order). Remember that not all experiences
have equal value in demonstrating skills.

4. Skills Based
Demonstrate your skills as they relate to the position you are seeking. That means you have to
know the skills required for the position – look at job descriptions or check out www.iseek.org to
find out more about types of positions.

5. Inclusive
You are not limited to showing paid positions. You may include internships, volunteer experiences,
special training, extra curriculars, etc. The criterion for inclusion is whether or not the experience
has significantly prepared you for the type of position you seek.

6. Relevant
Do not include something just because “it was on the template.” You must know why every item on
your resume is there, and you must do everything you can to make sure the reader will know why it
is there, too. Don’t waste space on things that don’t make a case for your employability.

7. Brief but Descriptive
Bullet points work best; paragraphs are too hard to follow. Use action verbs and strong adjectives
to show the depth and scope of your skills.

8. Organized and Logical
Your resume must make sense. It should be formatted and organized in a way that is easy to
follow, and that lets the reader easily spot key information.

9. Grammatically Correct
Proofread at least twice and then have at least two other people proofread also. Be consistent in
your use of formatting, punctuation and verb tense.

10. Visually Appealing
A good resume is both eye catching and functional. Make sure design elements do not distract
from the information being presented. Choose a font size that is easily readable.
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