
Effective Resume Writing
This playbook outlines the essential steps to craft a

professional resume that emphasizes your strengths

and is tailored to your career goals. It guides you

through the process of structuring your resume,

choosing the right content, and refining the details to

enhance your job application.

Step 1: Choose Format 

Decide on a resume format suitable for your experience level and job

industry. Common formats include chronological, functional, and

combination resumes. A chronological resume lists work experience

in reverse chronological order and is suitable for those with a

consistent work history. A functional resume focuses on skills and

experience, rather than chronological work history, and is better for

career changers or those with gaps in employment. A combination

resume merges elements of both chronological and functional

formats.

Step 2: Contact Details 

At the top of your resume, include your full name, phone number,

email address, and LinkedIn profile or personal website if relevant.

Ensure the contact information is current and professional.

Step 3: Write Summary 

Craft a professional summary or objective statement that aligns with

the job you're applying for. Highlight your key qualifications,

professional experience, and what you aim to bring to the role. Keep

it concise and targeted, no more than 3-4 sentences.



Step 4: List Skills 

Create a section for core competencies or skills. List those that are

most relevant to the job description, ensuring to include both hard

skills (e.g., software proficiency, languages) and soft skills (e.g.,

communication, teamwork).

Step 5: Detail Experience 

Detail your professional experience, listing each role in reverse

chronological order. For each position, include your job title,

company name, location, and dates of employment. Under each role,

provide bullet points that show your accomplishments, applying

metrics where possible (e.g., increased sales by 20%).

Step 6: Describe Education 

Add your educational background, listing degrees in reverse

chronological order. Include the degree obtained, institution name,

and graduation date. Mention honors and relevant coursework if

applicable.

Step 7: Include Extras 

Depending on your industry, you may wish to include additional

sections such as certifications, publications, volunteer work, or

projects. Tailor these sections to support your candidacy and make

you stand out as a unique applicant.

Step 8: Edit & Format 

Carefully proofread your resume to correct any grammatical errors

or typos. Ensure consistent formatting in terms of font, headings, and

bullet points. Use a clean, professional layout with adequate white

space to enhance readability.



General Notes

Customization 

Always tailor your resume for each job application. Analyze the job

description and adjust your resume to highlight the most relevant

experience and skills that match what the employer is seeking.

Keywords 

Incorporate relevant keywords from the job description into your

resume. Many employers use applicant tracking systems (ATS) to

screen resumes, and including keywords can help ensure that your

resume passes the initial screening.

Length 

Aim for a one-page resume if you're new to the workforce or have

less than 10 years of experience. More experienced professionals can

extend to two-pages, but it is important to keep the content concise

and relevant.
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