Resume Writing
DePauw University Writing Center

The DePauw writing consultants unanimously agree that the best way to write a resume is to follow a model
and then revise, revise, revise. This handout, an abbreviated chapter of a business writing textbook, presents
several common ways of organizing resumes and a checklist for you to use as you design your document. The

writing tutors are happy to help you improve wording, make stylistic changes, and edit after you have produced
a draft.

Resume Facts

As with any piece of writing, one main factor to consider is organization. There are three main resume types:
chronological, functional and targeted. For examples, please visit the Writing Center.

No matter what type you choose, remember the resume will first be evaluated based on it appearance, not
its content. As a rule of thumb, try to write a one-page resume but don’t be so locked into this “rule” that you
compromise listing your pertinent experiences.

Leave ample white space and margins Break up the text by using headings Keep your writing simple and
direct
Use short, crisp phrases starting with action verbs  Pay attention to mechanics

Key characteristics of a good resume are:
NEATNESS SIMPLICITY ACCURACY HONESTY






Checklist for Resumes

Content and Style

Prepare the resume before the application letters to summarize the facts that the letter will be based on.
Present the strongest, most relevant qualifications first.

Use short noun phrases and action verbs, not whole sentences.

Use facts, not opinions.

Avoid personal pronouns.

Omit the date of preparation.

Omit mention of your desired salary, work schedule, or vacation schedule.
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Heading and Contact Information
o List your name, address, area code, telephone number, and e-mail address — for both home and school or
work, if appropriate.

Career Objective and Skills Summary
o State the type of work you want (not a job title) and your career objective
0 State a broad and flexible goal to increase the scope of your job prospects.
0 Prepare separate resumes if you can do unrelated types of work, such as bookkeeping and nursing.
o Summarize your key qualifications.
o State the month and, if you know it, the day on which you will be available to start work.
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Other Relevant Facts

o List other relevant information such as your typing speed or your proficiency in languages other than
English.

o Mention you ability to operate any machines, equipment, or computer software used in the job.

Personal Data

o Omit data that could be regarded negatively or used to discriminate against you.

o Omit or downplay references to age if it could suggest inexperience or approaching retirement.

o Describe military service (branch of service, where you served, rank attained, and the dates of induction and
discharge) here or, if relevant, under “Education” or “Work Experience.”

o List job-related interests and hobbies, especially those indicating stamina, strength, sociability, other
qualities that are desirable in the position you seek.

References

o List three to five references, or offer to supply the names on request.
0 Supply names of academic, employment, and professional associates — but no relative.
0 Provide a name, title, address, and telephone number to each reference.
0 List no name as a reference until you have that person’s permission to do so.

o Exclude your present employer if you do not want him or he



