
KEYS TO WRITING A GREAT RESUME

lead to a job offer. Following a few key resume writing tips can help your resume stand out. experience. Below are 10
tips to help you write a great resume.

Age and date of birth: The only dates that should be on your CV are from employment and your qualifications.
What are the keywords that recruiters will put into search engines when looking for someone for the kind of
position you desire? Contact Details Please do not forget these! While there are many ways you can use
resume samples , there are three main takeaways you should look for: Make it simple and easy to read. Side
note, make sure that your Linkedin profile mirrors your resume! We have actually seen some resumes where
these have been forgotten. Proofread and edit Before sending your resume, you should undergo several rounds
of proofreading to ensure there are no spelling or grammar errors. Blow your own trumpet with facts, figures,
and names of companies. In addition to spell checking, proofread your resume several times to catch any
mistakes. Try to include only work experience, achievements, education and skills most relevant to the
employer. Including references References should be from someone who has employed you in the past and
can vouch for your skills and experience. Communicate the importance of your accomplishments with details,
such as numbers, names, outcomes, and volume of sales or savings. Employers are most concerned with what
directly relates to the job available. If your resume includes old or irrelevant information, such as jobs held
over 10 years ago or minor degrees and achievements, it may distract from key information. Making the most
of skills Under the skills section of your CV don't forget to mention key skills that can help you to stand out
from the crowd. Keep learning:. Where do we begin? Save your CV as a pdf file to ensure recruiters can open
it on any device. Ask yourself: What you would look for in an employee? It is helpful for an objective third
party to look at your resume as an employer might to find ways you can correct or improve it. Most will make
a judgment about a CV within sections, so stick to a maximum of two pages of A4 paper. For unemployed
candidates, handing out resumes should be a full-time job. Addressing the Employer's Needs Focus on the
employer's needs. You can find the most relevant attributes by closely reading the job posting. A CV is a
reassurance to a potential employer, it's a chance to tick the right boxes. But the UK is not one of them. This is
because employers are highly responsive to measurable proven value.


