
 

 

Successful Resumes 

What is a Resume? 

A resume is necessary for all job applications. 

 The purpose of a resume is to let the employer know who you are and what you 

have to offer them. 

 Employers will probably look at your resume for about 60 seconds and then decide if 

your application goes on the 'no' or the 'maybe' pile.  

 Sometimes employers ask for a 'c.v.' or curriculum vitae. They usually really want a 

resume as curriculum vitae is a very detailed document only suited to high level 

positions. 

 A cover letter should accompany your resume if requested. It should state your 

intention and contain keywords from the job advertisement. If the information is not 

already part of the online application process, it should specify who the resume is 

being sent to and for which job. If not requested, it is generally better not to include it, 

as you should show that you have read and followed the instructions carefully. 

 

Preparation 

 When crafting your resume, look carefully at the information in the ad, position 

description, company profile etc. Use key words from these sources in your 

application. 

 If the ad provides a person to contact for more details, do contact them and find out 

as much as you can about the job, the employer and what is required for a 

successful application.  

 

Presentation 

 It should be about 2 pages long. 

 The type face should be easy to read, nothing fancy and not too small (e.g. 12 point). 

 Do not use fancy paper or covers, just white A4 paper stapled at top left. 

 Include your name and the page number on each page (e.g. as a footer). 

 Do not cram too much in; ensure there are white spaces around the text. 

 Use point form, not paragraphs. 

 Put the most relevant information on the front page. 

 Your spelling, grammar and layout must be perfect as this is your advertisement 

about yourself. 
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Content 

 While a basic formula can be used, your resume should be tailored for each job that 

you apply for. 

 It must include only relevant information, succinctly presented. 

 Key words that the employer is looking for must be noticed within 60 seconds. 

 Do not include your age, date of birth, sex, religion, marital status or a photo. 

 Include your skills and experience but do not go back more than about 10 years, 15 

maximum, unless there is something of unique relevance. 

 

Master resume 

 Although each resume you submit for a job should be tailored to suit that job, you 

should maintain a ‘master resume’ that has all of your qualifications, skills and 

employment history. This will make it easy to pick out the most relevant aspects to 

highlight for any particular job vacancy. 

 

 

 


