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Ten Tips for Writing an Effective Resume

1. Alwaysindudeacover letter tha is approximately onepagein length and specific to
thepostion for which you are applying. Thecover letter should address thereasons
for your application, highlightng two or three skills you would bring to the postion.

2. Organize yourresume in chronological order with your mog recent employment
experiencefirst. Do nat organize your resume by your skill set or your accomplishments,
leaving the reader to figure out which accomplishments match which postion.

3. Quantify your postionsas much as possible indicating the number of employees you
supevise, thesize of thebudgée you administered, and the size and popuktion of the
communities you®e served.

4. Quantify youraccomplishments. Ingead of simply writing @mplemented cusomer
service improvements,Oindicate wha theimprovements were and wha they
accomplished. Other examples mightbetheamount of federal and/or state grants you
secured, theamountof budge redudionsyou implemented, or the size of the capita
improvement program you coordinaed. Use action verbsas much as possible.

5. Doindudecommunity activities you are involved in such as coaching or notfor profit
organizationsbthis demongrates an interest in community life, which will resonae
with future employers.

6. Consde usngbullet points and indentations avoiding long paragraphsthat are hard
to follow.

7. Doindudeprofessond assodation affiliations nating leadership postionsyou have
hdd.

8. If youarein themidg of obtaining a bachd or@ or master degree, indicate your
expected dae of gradudion.

9. Avoid colored paper or anything that does not phobcopy well. Y ourresume will be
copied many times and it should be as clear as possible.

10. Yourresume can exceed two pagesif it is easy to follow and filled with information
relevant to thepostion.



