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On average, an employer will spend less

than 3 minutes reviewing your resume.

DO make your resume layout easy to read, neat
and orderly.

DO keep your resume short and to the point.
One page or two pages at most.

DO make section headings stand out by using
caps or bold.

DO proofread carefully. Misspellings and typos
are deadly on a resume.

DO make sure you have vyour references’
permission to use and make them aware they
may be contacted.

DON'T list references right on your resume, list
on a separate page.

DON’T type your resume on brightly coloured
paper.

DON'T include personal information on your
resume.

DON’T overlook extra-curricular activities you
participate in and the skills and awards you have
gained as a result.

DON'’T exaggerate the truth or put
anything on your resume that you
can’t explain or back up.

RESUME DO’s AND DON’Ts

On average, an employer will spend less
than 3 minutes reviewing your resu

DO make your resume layout easy to read, neat
and orderly.

DO keep your resume short and to the point.
One page or two pages at most.

DO make section headings stand out by using
caps or bold.

DO proofread carefully. Misspellings and typos
are deadly on a resume.

DO make sure you have vyour references’
permission to use and make them aware they
may be contacted.

DON'T list references right on your resume, list
on a separate page.

DON’T type your resume on brightly coloured
paper.

DON'T include personal information on your
resume.

DON’T overlook extra-curricular activities you
participate in and the skills and awards you have
gained as a result.

DON'T exaggerate the truth or put
anything on your resume that you
can’t explain or back up.

PUTTING YOUR RESUME TOGETHER
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Employment Objective: The purpose is
to tell an employer what you want to
do. Adjust your objective to the type of
job or industry you are applying to.

Education: List current education & any
workshops you have attended, special
courses or school subject areas you
have focussed on.

Skills: What demonstrable skills you
have developed as a result of work, life
or volunteer experience. Eg. Software
programs, languages spoken.

Work Experience: Gained from all paid
jobs you’ve had. List chronologically
your employer, their contact
information, your responsibilities &
duties. List most recent first.

Volunteer Experience: Same layout as
work experience but gained through
unpaid jobs.
Awards/Certificates/Accomplishments:
School or extra-curricular awards
received, certificates and any major
accomplishments you’ve made, eg.
Honour Roll, music lessons.
Hobbies/Interests: What you like doing
in your free time (only list if there is room
on your resume or if you need to fill the
page).

Employment Objective: The purpose is
to tell an employer what you want to
do. Adjust your objective to the type of
job or industry you are applying to.

Education: List current education &
any workshops you have attended,
special courses or school subject areas
you have focussed on.

Skills: What demonstrable skills you
have developed as a result of work, life
or volunteer experience. Eg. Software
programs, languages spoken.

Work Experience: Gained from all paid
jobs you’ve had. List chronologically
your employer, their contact
information, your responsibilities &
duties. List most recent first.

Volunteer Experience: Same layout as
work experience but gained through
unpaid jobs.
Awards/Certificates/Accomplishments:
School or extra-curricular awards
received, certificates and any major
accomplishments you’ve made, eg.
Honour Roll, music lessons.

Hobbies/Interests: What you like doing
in your free time (only list if there is
room on your resume or if you need to fill
the page).
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	Education:  List current education & any workshops you have attended, special courses or school subject areas you have focussed on.
	Skills:  What demonstrable skills you have developed as a result of work, life or volunteer experience.  Eg. Software programs, languages spoken.
	Work Experience:  Gained from all paid jobs you’ve had.  List chronologically your employer, their contact information, your responsibilities & duties.  List most recent first.
	Volunteer Experience:  Same layout as work experience but gained through unpaid jobs.
	Awards/Certificates/Accomplishments:  School or extra-curricular awards received, certificates and any major accomplishments you’ve made, eg. Honour Roll, music lessons.
	Hobbies/Interests: What you like doing in your free time (only list if there is room on your resume or if you need to fill the page).
	Education:  List current education & any workshops you have attended, special courses or school subject areas you have focussed on.
	Skills:  What demonstrable skills you have developed as a result of work, life or volunteer experience.  Eg. Software programs, languages spoken.
	Work Experience:  Gained from all paid jobs you’ve had.  List chronologically your employer, their contact information, your responsibilities & duties.  List most recent first.
	Volunteer Experience:  Same layout as work experience but gained through unpaid jobs.
	Awards/Certificates/Accomplishments:  School or extra-curricular awards received, certificates and any major accomplishments you’ve made, eg. Honour Roll, music lessons.
	Hobbies/Interests: What you like doing in your free time (only list if there is room on your resume or if you need to fill the page).
	REMEMBER:
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