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• In general, your resume should demonstrate accomplishments rather 
than simply listing your roles and responsibilities.  

• Start each bullet with an active verb and quantify your results when 
possible.  

• Eliminate jargon. Have a friend outside of your field review your resume 
to ensure that it is readable for everyone. Even if you expect the 
reviewer to understand your jargon, it is best only to include insider 
language sparingly.  

• Tailor your resume to the position for which you are applying. Review 
the job description carefully and, whenever possible, make the work 
that you did previously align with the work you would be expected to 
do.  
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• Download Recommended Resume Format document from our website 
and use the default font, margins, and layout for reference.  

• Organize your experience in reverse-chronological order to create a 
clear visual path for the reader.  

• White space is important, so try not to overfill the page. Think of white 
space as the equivalent of bolding – it helps focus the eye.  
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• The earlier you are in your career, the more important it is to keep your 
resume to one page.  

• Only when you are applying for very senior-level positions (Director, VP, 
C-Suite, etc.) should you consider venturing beyond one page.  

• We read hundreds of resumes, and may not have the time to review a 
lengthy resume. Focus on your key accomplishments so that we see 
you as a stand-out candidate right away. 


