
 
 

 

Follow these tips to make sure your resume stands out and that it follows accepted guidelines. 

 An employer will evaluate you as a person when scanning your resume 

o Neat resume = neat person 

o Well-organized resume = well-organized person 

o Error-free resume = careful person 

o Professional appearance = careful and competent person  

 Be consistent in format. You may use centered or left-aligned headings, but be 

consistent in their use. Capitalization, underlining, boldface, and/or indentation direct 

the reader.  

 Present information only once on a resume. List employer followed by several job titles 

or time periods, or list educational institution with two or more degrees.  

 Use parallel construction when listing skills. Start each phrase with an action verb.  

 Spell out numbers one through ten ("four" instead of "4")  

 Avoid parentheses as they tend to give a resume a cluttered look. Use a dash, comma 

or series of dots instead.  

 Rank major headings by relevance to the career objective so that the most significant 

information appears first. 

 Confine your resume to one page whenever possible. If you must choose between 

crowding material onto one page or leaving out relevant information, it is best to use a 

second page. Always put your name and “Page 2” on the second page. 

 Balance the material on the page. Use equal margins on all sides.  

 Double check for spelling, typographical and grammatical errors, and have another 

person check your resume. Be careful when using a computer spellcheck: You may 

misuse a word but the program accepts the word as correct, e.g. "to" instead of "two." 

Any of these errors can relegate the resume to the wastebasket.  

 If printing, use 20# bond paper, and purchase additional paper for the cover letter. 

White, off-white, cream, tan, and pale gray are accepted colors for most areas. Pastels 

are not recommended. Creative fields such as advertising, graphic design, or performing 

arts offer more leeway in using a variety of colors and formats, while other fields require 

a standard, conservative resume. 

 



 
 

 

Describing Work Experience 

 Use the term "experience" instead of "work history" or "employment," so that you 

can include full and part-time jobs, self-employment, and volunteer work. Start with the 

most recent experience and work in reverse chronological order. Do not go back more 

than five years unless it strongly relates to your current career objective.  

 Indicate the job title, employer, city, state, and dates of employment. The order of 

these entries depends on what is being emphasized, i.e. if job titles are relevant to the 

career objective; put them first. If the employer is well-known, however, the 

organization may be placed before the job title.  

 Describe your functional skills in short, snappy phrases, starting with descriptive action 

verbs. Avoid use of personal pronouns and complete sentences. Do not be wordy; be 

specific. Convey accomplishments and include any promotions received. Indicate 

measurable results, such as "increased productivity by 15 percent." 

 Do not start descriptions with "responsibilities were" or "duties included." Avoid 

words like "helped" and "worked"; instead, describe the tasks that were performed. 

 Use past tense for past jobs and present tense for present jobs. 

 Rank phrases by importance to the career objective; thus, if the employer only reads 

one phrase, he/she will get the most relevant one. 

 Additional major headings for experience include Relevant Experience, Professional 

Experience, Teaching Experience and Research Experience. In a health field, the term 

Clinical Experience may be used. You can choose only one of the suggested headings, 

such as Experience or use all that apply, depending whether you want to emphasize 

related experiences or a variety of positions and areas in which you have experience. 

 

 

 

 

 

 

 

 

 



 
 

 

Resume Action Words 

 

Achieved 

Administered 

Advertised 

Advised 

Adjusted 

Aided 

Analyzed 

Approved 

Arbitrated 

Arranged 

Assembled 

Assigned 

Assisted 

Audited 

Awarded 

Balanced 

Began 

Budgeted 

Built 

Calculated 

Catalogued 

Categorized 

Charted 

Coached 

Collaborated 

Collected 

Combined 

Compared 

Completed 

Conducted 

Conserved 

Consolidated 

Constructed 

Consulted 

Contributed 

Controlled 

Coordinated 

Corresponded 

Counseled 

Debated 

Decided 

Defined 

Delegated 

Delivered 

Demonstrated 

Described 

Designed 

Detected 

Determined 

Developed 

Devised 

Diagnosed 

Directed 

Discovered 

Displayed 

Disproved 

Distributed 

Drew Up 

Edited 

Educated 

Engineered 

Ensured 

Established 

Evaluated 

Examined 

Expanded 

Experimented 

Explained 

Explored 

Facilitated 

Filed 

Focused 

Formed 

Formulated 

Fortified 

Founded 

Gathered 

Generated 

Guided 

Handled 

Helped 

Hired 

Identified 

Implemented 

Improved 

Increased 

Initiated 

Inspected 

Installed 

Instituted 

Instructed 

Interacted 

Interviewed 

Interpreted 

Introduced 

Invented 

Investigated 

Involved 

Joined 

Judged 

Lectured 

Led 

Listened 

Logged 

Maintained 

Managed 

Marketed 

Measured 

Moderated 

Modified 

Monitored 

Motivated 

Navigated 

Negotiated 

Observed 

Obtained 

Operated 

Ordered 

Organized 

Outlined 

Oversaw 

Participated 

Performed 

Planned 

Prepared 

Presented 

Processed 

Produced 

Programmed 

Projected 

Promoted 

Protected 

Provided 

Publicized 

Published 

Purchased 

Qualified 

Realized 

Received 

 

Recorded 

Recruited 

Reduced 

Referred 

Rendered 

Reported 

Represented 

Researched 

Restored 

Reviewed 

Revised 

Routed 

Scheduled 

Searched 

Selected 

Served 

Sold 

Solved 

Sorted 

Spoke 

Studied 

Suggested 

Summarized 

Supervised 

Supplied 

Supported 

Taught 

Tested 

Trained 

Translated 

Tutored 

Updated 

Utilized 

Volunteered 

Wrote 

 


