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Session 2:  Presenter Careers Ministry 

General Resume Writing Guidelines 

 
 
Tips for Professional Experience Section of Resume 
 Utilize common fonts found in Microsoft Word: Calibri, Tahoma, Cambria  
 Use targeted bullets that describe your work experience instead of lengthy paragraphs  
 Always use Month and Year when listing job experience details:  

o Ex. 05/2011 – 1/2012 or May 2011 – January 2012  
 Write the description of your previous roles in past tense, write the description of your current roles in 

present tense  
 Use key words from the job description for which you are applying in your resume 
 Turn your Job Duties into Accomplishments:  

o Ex. Job Duty – Responsible for delivering, scanning and loading heavy packages  
o Ex. Job Accomplishment – Developed innovative process to improve package projection 

delivery rate; increased rate from 77 to 120 packages delivered per hour resulting time and 
money savings.  

 Use Action Verbs:   

Be Concise • Keep your resume between 1 to 2 pages

Be Specific • Give strong examples of your 
accomplishments

Be 
Consistent • Maintain the same format, font style and size

Be Simple • Do not include excessive graphics, colors and 
verbose language in your reusme

 

 

  OVERCOMING OBSTACLES:  RESUME ROUNDUP  
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Tips for Beating the Applicant Tracking System (ATS):  
 Use both the long-form and acronym version of keywords (e.g. Master of Business Administration 

(MBA))  
 Do not use headers or footers as the information may be lost or cause a parsing error  
 You can scan your Resume and Job Description (of position which you intend to apply) to see if it 

matches the job description  
 All ATS software cannot read Adobe PDF documents, uploading a proofread Word document can 

ensure your document remains formatted in the way you desire.  
 However, if emailing a resume and cover letter, sending a PDF document ensures your formatting stays 

in place.  
 Use www.jobscan.co to scan both your resume and the job description for which you are applying. It 

will provide a match rate, give specific tips and recommendations for your resume and provide you 
with additional jobs you may be a good fit for. 

Resume Types and Examples: 
 Functional 

o Highlights your skills, abilities and experience. 
o Typically starts with a resume summary and is organizaed by theme.  

 Chronological 
o Lists work history in reverse chronological order starting with most recent or current job first. 
o Most commonly used format and is often preferred by employer 

 Combination 
o Hybrid of the two resume types above shows your most relevant skills, qualifications and 

experience while still documenting work history. 
o First part of resume typically highlights skills, achievements and qualifications; the second part 

of the resume is typically a timeline of one’s work experience. 
 

http://www.jobscan.co/
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FUNCTIONAL 
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CHRONOLOGICAL
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COMBINATION 
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