8 Steps to a Solid Resume 
By: Bernie Siegel, Career and Business Coach
Throughout your career, you may have accomplished many feats, exceeded goals and expectations and mastered many transferable skills. Now it’s time to communicate some of this information to potential employers on your resume. 
Potential employers will glance roughly 15- 20 seconds at your resume. 
You want it to stand out in a positive, not negative way. It's easy to make mistakes when putting it together. Catching them before a potential employer sees them is your best defense.
Focus on the following for a resume that will get noticed:
1. Typos and grammatical errors
Your resume needs to be grammatically correct. You don’t want a potential employer to think that you can’t write well. If unsure have an expert proof read it for proper grammar. In the age of spell check there is no excuse for spelling errors. Before you send it out try reading each sentence backwards. That is a great way to catch spelling errors.
2. Resume sections
Make sure that all sections of your resume are clearly labeled. List your work history starting from the most recent on down. Don’t leave glaring gaps. Gaps raise questions in the mind of the reviewer. They throw you on the defensive if you land an interview.
3. Career Objectives/Profile section
List the top two or three job choices in order of preference. Be very specific. List 8-10 strengths that bring value to a potential employer and bullet point them in a Profiles section at top. Make sure that they are transferable skills that would be of interest to employers that you are targeting.  
4. Avoid merely listing your duties and instead focus on      accomplishments/achievements
When writing your resume, shoot off your big guns early! If you start off slow the reader may never get to the finish line.
While it may be easy to bullet point your duties, employers want to see what you have truly accomplished and what you can do for them. Highlight your “transferable skills”. Quantify as many accomplishments as possible using numbers, percentages or dollar amounts. Did you bring in new business or clients? …Did you take on any new responsibilities that weren’t part of your job?... How did the company benefit from your performance?....Did you help increase sales and by what amount?....Did you design or implement new systems or processes and what were the results?

5. Overuse of clichés and vague phrases:
Your resume is a marketing tool to get you in the door. It should be used to distinguish you from other candidates applying for the job. If you place overused phrases in your resume you will look like everyone else. Keywords are not “team player” or “good communications skills.” 
Other examples or overused phrases:
	Strong communication, customer service and organizational skills

Track record of success
Go to person
Manages cross-functional teams
6. How many pages?
Generally speaking someone that has little work experience, such as a recent college graduate, should use no more than one page. Someone with extensive work experience should stick to two pages. Make sure you don’t cut out the meat of your resume just to fit it to a page but don’t clutter it with irrelevant information either. 
7. Appearance
I have seen resumes that are wall to wall words. There should be good balance between white space and text. The margins need to be even.  Do not shrink them. There should only be one  letter font size between 10 and 12. 
Break-up long text.  Prospective employers will not typically want to read paragraphs. Bullet points definitely make for much easier reading. 
Show your resume to several other people before sending it out. Do they find it visually pleasing and professional?
8. Contact Information
I can’t begin to tell you how many resumes have incorrect contact information. When an E-mail bounces back the resume is most likely to be discarded. As for E-mail addresses there is no place for “ladybug.com or manofsteel.gmail.com. Create a serious E-mail address that will make you come across as a serious professional.
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