HELPFUL HINTS FOR YOUR
COLLEGE RESUME
· If the college requests a certain form, you must follow the guidelines.

· Always list the most recent information first.  Chronological order is required.

· Omit personal pronouns.

· Use action orientated short statements beginning with a verb to describe qualities, responsibilities, organization purposes, etc.

· Use a simple font and no less than size 10.

· One page is always best.  Adjust the spacing and font so that the page is completely filled.

· Individualize your resume when possible.

· Spell and grammar check.

Please note: 

· To use this resume` for a job, you must add your job objectives and list references.

· To use this resume` for letters of recommendation, add your high school GPA and SAT scores.

