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· Recruiters/employers may only spend ~6 sec looking at your resume. The way you organize your resume is very important. It must quickly convey your skills and experience. Make it easy to skim. 
· Your resume must be brief. Condense to one page your skills, experiences, and accomplishments that are most directly relevant to the position. Your CV is your comprehensive document of everything you’ve done. A resume should be tailored and compressed. 
· Title your categories based on skills and experience to show your qualifications. 
· Do not differentiate between paid and unpaid experiences or course work/internship/professional experience.  Don’t forget to include projects/skills learned in a class/lab – these can be valuable experiences.
· Use bullet points under your titles. Consider:
· Visually weighting, rather than balancing bullet points (i.e. topics that are more relevant/important will have more bullets than topics of less relevance, rather than having the same number of bullets per topic)
· Bullet points should give the reader a mental image. Think about a bullet point like an equation, where Bullet point = what + how + result. (The order doesn’t necessarily matter, just be consistent)
· Use action verbs
· Avoid putting tasks and duties, because these do not convey how well you did
· Quantify, where possible
· List in reverse chronological order (most recent at the topic and older towards the bottom – just like stratigraphy!)
· Be consistent with your formatting
· Brag (a bit) about your experiences

