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Introduction

In the competitive job market of today, a resume is more than just a document—it's your personal marketing
brochure, your first impression, and often the sole factor that determines whether you get a call for an interview.
Crafting a resume that stands out requires a blend of clear structure, strategic content, and attention to detail. This
guide will walk you through the correct way to write a resume, from understanding its purpose to fine tuning every
section so that it speaks directly to hiring managers and applicant tracking systems (ATS) alike.

1. Understand the Purpose of a Resume

Before you pick up a pen or open a word processor, ask yourself: What is the resume meant to achieve?A
resume’s primary goal is to showcase your qualifications in a concise, easy to scan format that convinces recruiters
you're the best fit for the role. It should:

e Summarize your professional journey in a single page (or two, if justified by experience).
Highlight achievements that align with the job description.

* Provide a clear narrative of career progression.

e Serve as a conversation starter during interviews.

Why Clarity Beats Creativity

While a creative design can catch the eye, clarity ensures that recruiters quickly locate the information they need.
Use a clean, readable font (e.g., Calibri, Garamond, or Helvetica), 10-12 point size, and generous margins.
Reserve design flourishes for the cover letter or portfolio, not the core resume.

2. Gather Your Information

Collect all relevant data before you begin writing. This includes:

1. Contact Details: Full name, phone number, professional email, LinkedIn URL, and portfolio link if applicable.
2. Professional Summary: A brief statement of your career focus and key strengths.
3. Work Experience: Job titles, company names, employment dates, and a list of responsibilities and
achievements.
4. Education: Degrees, institutions, graduation dates, and honors.
Skills: Hard and soft skills relevant to the target role.
Certifications & Licenses: Titles, issuing bodies, and dates.
Volunteer & Extracurricular Activities: Leadership roles, community work, or relevant projects.
Awards & Recognitions: Industry accolades or internal company awards.
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Having everything in one spreadsheet or document streamlines the writing process and reduces the risk of omitting
crucial details.

3. Choose the Right Resume Format

Three primary formats exist: chronological, functional, and hybrid (combination). Selecting the correct one depends



on your career stage and the job you're targeting.

Chronological Resume

Lists experience in reverse chronological order. Ideal for:

* Job seekers with a solid work history in the same field.
e Those applying for roles that value progression and stability.

Functional Resume

Focuses on skills rather than dates. Best for:

e Career changers with transferable skills.
« Individuals with gaps in employment.

Hybrid (Combination) Resume

Blends both formats, highlighting key skills at the top followed by a chronological work history. Suitable for:

» Experienced professionals with diverse skill sets.
e Those seeking roles that require specific competencies and a proven track record.

When in doubt, the hybrid format offers the most flexibility and is often the safest choice for most applicants.

4. Craft a Strong Professional Summary

Your opening statement should be a snapshot of who you are professionally and what you bring to the table. Keep it
2-3 sentences and focus on:

e Years of experience.
 Industry or domain expertise.
» Key achievements or unique value propositions.

Example:

Results driven marketing strategist with 8+ years of experience in digital campaigns, data analytics, and brand
positioning. Proven track record of increasing online engagement by 120% and driving a $2M revenue lift for
Fortune 500 clients.

5. Highlight Your Work Experience Effectively

Each role should follow a consistent structure:

1. Job Title — Company Name, Location — Month Year — Month Year
2. Bullet Points: Start with action verbs (e.g., “Led,” “Optimized,” “Implemented”) and quantify results whenever
possible.

Use the STAR (Situation, Task, Action, Result) framework to craft compelling bullets. For instance:

e Implemented a cross channel marketing strategy that increased lead generation by 45% within six months.
¢ Managed a team of 10 analysts, streamlining reporting processes and reducing turnaround time by 30%.

Limit each role to 5-7 bullets to maintain readability.

Tailoring Experience to the Job Description

Match the language of your resume to the job posting. If the posting emphasizes “data driven decision making,’



highlight experiences that showcase your analytical skills. This alignment boosts both human and ATS recognition.

6. Showcase Education and Certifications

Place education after work experience if you have significant professional experience; otherwise, lead with
education. Include:

¢ Degree type, major, and institution.
e Graduation year (or expected year).
e Honors, GPA (if 3.5 or higher), and relevant coursework.

For certifications, list:

« Title of certification.
* Issuing body.
e Completion date.

Example:

Certified ScrumMaster (CSM) — Scrum Alliance — June 2023

7. Add a Skills Section

Separate hard and soft skills into two columns for quick scanning. Use industry specific terminology that reflects the
job description.

Hard Skills

¢ Programming languages (Python, Java).
» Software tools (Adobe Creative Suite, Salesforce).
* Methodologies (Agile, Six Sigma).

Soft Skills

e Leadership.
e Communication.
¢ Problem solving.

Remember to keep the list relevant—avoid generic terms like “team player” unless you have concrete examples.
8. Include Additional Sections (Volunteer, Awards, Projects)

These sections can set you apart, especially if they demonstrate leadership, initiative, or industry relevance.

Volunteer Experience

Showcases community involvement and transferable skills.

Awards & Recognitions

Highlight honors that align with the role’s criteria.

Projects

Include significant projects, especially those that illustrate technical prowess or cross functional collaboration.

9. Optimize for Applicant Tracking Systems (ATS)



Many recruiters use ATS to screen resumes before they reach human eyes. To ensure your resume passes the
software filter:

* Use standard section headings (e.g., “Experience,” “Education,” “Skills”).

¢ Avoid graphics, tables, or unusual fonts that ATS cannot parse.

¢ Incorporate keywords from the job description naturally into your summary and bullet points.

e Save the file as a .docx or PDF (if the employer specifies PDF, use the “Word” format to preserve text).

Testing Your Resume

Upload a copy to an online ATS simulator or ask a friend to run a keyword search to confirm readability.

10. Proofread and Polish

Even a perfectly structured resume can be undermined by typos or grammatical errors.

* Read aloud to catch awkward phrasing.

« Use spell check and grammar tools, but also rely on human review.

¢ Ask a mentor or peer to review for clarity and impact.

e Ensure consistent tense—use past tense for previous roles and present tense for current positions.

11. Customize for Each Job

A one size fits all resume rarely lands interviews. Tailor your document by:

. Reordering bullet points to match the job’s priorities.

. Highlighting the most relevant achievements.

. Removing or de emphasizing unrelated experiences.

. Adjusting the professional summary to reflect the target role’s focus.
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Maintain a master copy and create a tailored version for each application.

12. Final Tips and Common Mistakes

« Keep it concise: Aim for one page unless you have 10+ years of experience.

¢ Use active language: “Designed” beats “was responsible for designing.”

¢ Avoid buzzwords: “Proactive” or “hardworking” without evidence add little value.

Don't include personal details: No photos, marital status, or religious affiliation.

« Use consistent formatting: Same bullet style, font size, and heading hierarchy throughout.
¢ Proofread multiple times—errors can signal carelessness.

Conclusion

Writing the correct way to write aresumeis an art that blends strategic content, clean design, and meticulous
proofreading. By understanding the resume’s purpose, selecting the right format, crafting compelling narratives,
and optimizing for both recruiters and ATS, you position yourself as a standout candidate. Remember: your resume
is a living document—continually refine it, tailor it to each opportunity, and let your achievements speak for
themselves. With these principles in hand, you'll create a resume that not only opens doors but also sets the stage
for your next career milestone.

Tags: #correct #write #resume



Page 1 of 4



Page 2 of 4



Page 3 of 4



Page 4 of 4



