Resume Basics:

Consider additional relevant
categories such as
Special Qualifications,
Memberships, etc

ALWAYS include your education. GPA is
only included when mentioned in
the job description

building blocks to

a 'one of a kind'
d ocum ent Use bullet points to list clear and detailed

information about your work experience

List dates in chronological order

Percentages, stats and numbers get
attention- use them when applicable

3 part cover letter: opening (who you are and why you are
writing) main body (2-3 relevant accomplishments, skills or
exp., closing (express a desire for future communication

Keep it brief yet informative, no more than
one page




