Below are 14 tips on creating an easy-to-read, eye-catching resume. I highly recommend that you adhere to these guidelines when composing your resume simply because they work.  Please feel free to contact me anytime with any questions or concerns.

 

14 TIPS TO MAKING A RESUME WORK FOR YOU

1. We highly recommend no objective statement.  Space is limited so use it wisely.  We won't present your resume to any position that you are not qualified for, or haven't expressed an interest in.
2. Font Size should be no larger than 12 pts. 
3. Use one phone number on your heading. Further, have a professional message on your voicemail.  Don't be rude or sound un-educated.  
DO:  "You have reached John Smith.  Please leave a message with your phone number, and I will return your call."

DON'T:  "I don't feel like talking to you right now.  Leave a message, and if you're lucky, I'll call you."
4. Be careful with using music as ring tone.  Some music will be considered unprofessional, especially explicit lyrics.  Stick with an old-fashioned "ring-ring" to be on the safe side.
5. Don't label your phone number as "Phone".  If a hiring manager does not know that those ten digits are a phone number, then you probably don't want to work for that company.  Further, no need to label your e-mail address as "e-mail".  Everyone knows what an e-mail address looks like.  Have a professional e-mail address as well.  If you don't have one, get one. 


DO:                                                             
DON'T: 



John Smith                                           

John Cleophus Smith III 



123 Orion St.                                              
123 Lost Street   



Norfolk, VA 23457                                      
San Diego, California  


(555) 222-3456                                     

Home Phone: (222) 333-4567 




johnsmith@email.com                              
Cell Phone: (222) 444-5678 








e-mail: sirdrinxalot@email.com 








alt. e-mail: lateforwork@email.com
6. Keep resume length to one page (if you cannot get all of it onto one page, go to two pages, but NEVER more than two pages).

7. Keep your resume clean, simple and to the point.  Easy to read resumes get READ!

8. Duties and responsibilities are fine, but keep it short (accomplishments are much more important).  Companies don't want the person responsible for things, they want the individual who gets things done.

9. In your accomplishments, show quantifying information (i.e.- time, money, numbers, and percentages).  Show how you saved the military time and/or money.  Show how many Marines, Sailors, Soldiers, or Airmen that you led or supervised.  Show increased percentages of production or decreased percentages of PFT / PRT failures, safety incidents, etc.  Accomplishments should be explained as to why it is an accomplishment.  For example: "Achieved a 98% completion rate, 13% above normal."

10. Set off your accomplishments in a "bullet" format (See our winning resume example).
11. List a GPA of 3.0 or higher.

12. Personal information (age, health, and marital status) though nice to have, is not required.

13. No need to put "References Supplied Upon Request."  Of course you will supply outstanding references when requested.  Use the limited space wisely to exemplify your top-performer status.

14. Expand the margins on the top, bottom, and sides of the page in order to utilize as much space as possible. You only have one sheet of paper to sell yourself, so utilize all of it.  This will also help you work your resume down to one page if it will not fit.   

15. Triple Check Spelling!
Below is a sample resume you may base your resume upon.

(SEE NEXT PAGE)

NAME

Address
Address

(619) 555-5555 

E-Mail

QUALIFICATION SUMMARY:
Over four years of military experience in Gas Turbine Systems involving maintenance, management, repair, precision calibration, and operational testing of electrical, mechanical pneumatic systems.  Qualified as Electrical Propulsion Control Console Operator, Gauge Calibration Technician and Work Center Supervisor.
AREAS OF EXPERTISE: 

· Engineering
· Training
· Troubleshooting
· Schematics
· Voltage Regulators
· Instrument Calibration
· Power Distribution
· Digital Logic
· Electrical Safety
· Quality Assurance
· LM2500
· Allison 501K-17 

EXPERIENCE:

U.S. Navy

From 1998 to 2002  
Gas Turbine Systems Technician 
· Operated and maintained the electrical plant control console, propulsion plant control console, fuel oil transfer and ballast console, damage control console, auxiliary systems control console, ship’s control console, local operating panel, power supply signal conditioners and electrical distribution switchboards.
· Leadership and administrative skills were instrumental in the day to day operation on board USS Thorn of managing work center PMS (Preventative Maintenance Schedule) and daily job requirements with no supervision.
· Performed corrective maintenance LM2500 engines and Allison 501K-17 generators.
· Trained personnel in the operation and casualty control procedures of the propulsion plant.
· Qualified Electrical Propulsion Control Console Operator.
· Managed and supervised four technicians on board USS Thorn and assisted repairing several Damage Control Console alarms on board the USS Nicholson.
INSTRUMENTATION PROFICIENCY:

· Electrical Test Instrumentation
· Pressure and Temperature Switches

· Power Generation Equipment

· Power Monitoring Equipment
· Control and Alarm Circuits
· Controllers

EDUCATION:

1997   


Associate Degree of Electronic Engineering, ITT Technical Institute, Anaheim, CA
1998 



Gas Turbine Systems Technical Electrical (“A” School), Naval Training Center, Great Lakes, IL

1999  


Engineering Maintenance Practice and Administration, Engineering Training Center, Norfolk, VA 

LEADERSHIP:

Qualified Electrical Propulsion Control Console of the Watch. Duty involved control, operation, maintenance, repair and casualty control of the engineering power plant. 
TROUBLESHOOTING: 

· Turbine temperature indicators, flame detectors, power supplies, and AC/DC drives and controllers.

· Troubleshooting logic control circuits and power panels, and consoles.

