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Resume Tips

Use Bulleted Sentences
In the body of your resume, use bullets with short sentences rather than lengthy paragraphs. Resumes are read
quickly; there for make key phrases standout. Bulleting information will help the reader view.

Use Action Words
Use action words-word like prepared, managed, developed, monitors, and presented will cause your resume to
stand out. Some companies now scan in your resume and have computers pull those that meet certain criteria.
The computers are looking for one thing- they are looking for keywords that have been picked by the hiring
manager. These are action keywords that relate to the positio ot including the mcould mean your resume is
disregarded as a "non-match".

Use %'s ,$'s ,and #'s
You should always use %a€™s, $4€™s, and #a€™s. Dollar totals,
body of a resume.
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Match the need they have
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Formatting Guide lines
How long should my resume be? Wi#at size font should I use? The length of your resume should be 1-2 pages.
Yes , you read correctly ; you can use more than one page. But remember, keep it concise. It's okay to use two
pages for your resume, however it is not necessary.

Start Applying

Now, you're ready! Start applying-Apply for some jobs that appear to be above your qualifications, apply to
positions that are a match, and apply to positions which may be below your level. Why? Perhaps the position
below will turn out to be more than it appeared once you interview for them, or perhaps once you have your foot
in the door you can learn of other opportunities. If nothing else, interviewing more and more will increase your
interviewing skills .it will decrease your nervousness , and increase your skills for facing tough questions.
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