
1. Tailor Your Resume 

Description: Customize your resume for each job by highlighting relevant experience, skills, 

and keywords from the job posting. 

2. Use a Clear Format 

Description: Choose a clean, professional layout with consistent fonts, spacing, and bullet 

points. Ensure it's easy to scan quickly. 

3. Start with a Strong Summary 

Description: Include a brief professional summary at the top that outlines your career goals 

and highlights your most valuable qualifications. 

4. Focus on Achievements 

Description: Emphasize accomplishments rather than just duties. Use quantifiable results 

(e.g., "Increased sales by 25%") to demonstrate impact. 

5. Use Action Verbs 

Description: Begin bullet points with powerful verbs like "Led," "Developed," "Managed," 

or "Implemented" to convey energy and competence. 

6. Keep It Concise 

Description: Limit your resume to 1–2 pages. Be selective and focus on the most relevant 

and recent experiences. 

7. Highlight Relevant Skills 

Description: List both hard and soft skills that align with the job description, such as 

technical proficiencies or communication strengths. 

8. Include Education and Certifications 

Description: List degrees, certifications, and relevant training. Include dates and institutions, 

but avoid outdated or irrelevant coursework. 

9. Proofread Carefully 

Description: Ensure there are no spelling or grammar errors. Typos can signal carelessness 

and hurt your chances. 

10. Use Keywords for ATS 

Description: Incorporate terms from the job listing to help your resume pass Applicant 

Tracking Systems (ATS) used by many employers. 
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