Resume Guidelines

· Limit to one page 

· Do not write in sentences or paragraphs 

· Avoid abbreviations

· Be specific, give examples 

· Stress Achievements 

· Use white or neutral high quality paper 

· Print on a high quality desktop printer

· Keep one-inch margin on all four sides 

· Avoid fancy and difficult to read fonts 

· Use same heading as used on reference list 

· Double space between sections 

· Bold, underline or CAPITALIZE section headings 

· Single space within sections 
· Use bullet dots or asterisk at the beginning of each entry to separate one item from another

· Proofread for spelling and grammar

· Use action verbs to describe skills 

