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DO: 
1. Use the best type of paper you can find.  Résumé, cover letter, and envelope paper should 

match. 
2. Use strong action verbs to describe your skills. 
3. List all your accomplishments. This could include relevant courses, volunteer work, 

internships, relevant interests, and professional affiliations. 
4. Arrange your résumé chronologically OR to show off your assets. 
5. Make it perfect.  This is the cardinal rule of résumé writing.  Ask someone with a fresh 

perspective and a sharp eye to proofread it. 
6. Keep the résumé to one page—two if you’ve had extensive experience. 
7. Use telegraphic phrases.  Keep it short, simple, and to the point. 
8. Proofread carefully.  Ensure that your grammar and spelling are impeccable. 
9. Use professional type and layout.  Avoid unusual colors or fonts. 
10. Experiment with several different formats and layouts.  
11. Use bullets and columns to organize  

 

DON’T: 

1. Don’t exceed one page unless you’ve had the experience to merit an additional page.  
2. Don’t be wordy.  Be succinct. 
3. Don’t use first person “I”. 
4. Don’t use abbreviations, except for the most common ones. 
5. Don’t handwrite your résumé or cover letter. 
6. Don’t overuse unusual type, ink, or formats. Use sparingly to draw attention down the page.  
7. Don’t include any personal data such as height, weight, health, or marital status.  If this 

information is pertinent to the duties of the job, the employer will request it later. 
8. Don’t include any information that could possibly carry any negative connotations or 

unnecessary personal information. Omit information about your religious or political 
affiliations. 

9. Don’t ruin a beautiful résumé by using a low-quality printer or reproducing it on a dirty 
copier.  Take a moment to clean the copier glass to prevent blotches on your final copy. 

10. Don’t keep your résumé to yourself.  Solicit opinions about your résumé from a variety of 
people you trust.  Use their feedback to create a dazzling finished product. 


