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__________________________________________________________________________________
Resume Preparation

Eclipse Personnel and Management Services Ltd. wants you to have the competitive edge.  Your resume is a representation of who you are. Most employers have only this document to get an idea of who you are as a person, the career decisions you have made in your life and if you would be able to perform the tasks required, as well as be a cultural fit within their organization. 

CONTACT INFORMATION
· Should be displayed by your name at the top of the page
· Must have a telephone number
· Email address should be professional, (example of John Doe's email address - jdoe@gmail.com or  johndoe@gmail.com ).
DISPLAY
· Create resume with Microsoft Word or similar word processing programme
· Make sure resume is typed
· Print  a copy of the resume before you send to ensure the margins, headings, etc., display the same as on the computer screen
· Ensure that your resume will display properly in black and white, as many employers prefer to print in this format
· Paper should be good, without bent edges or stains 
CONTENT
· Ensure that the content is TRUE, that all duties, employers and positions listed can be corroborated.  Employers sometimes use third party companies to do reference checks prior to onboarding a new employee
· Any work experience, awards, etc., must be written with the most recent listed first
· Write about your current or most recent position in the present tense
· Ensure that content is error-free.  Check spelling, grammar and subject verb agreement
· Get to the point.  Use simple language.  Overly verbose language is a turn off to employers
· Ensure that your resume is searchable in an Applicant Tracking System (ATS)



LENGTH
· What is the norm for the country which you are applying?  USA & Canada use a resume while European countries use a curriculum vitae (CV). If you have any doubt, call the hiring company and ask what format is the norm for them to receive.
· Decide if your resume will be chronological or functional. 
· A resume should be not more than 2 pages. A recent graduate would have 1 page. CVs are more than 2 pages
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· Include your age, marital status or nationality on a resume
· Put a picture on your resume, unless the position calls for it
· Leave gaps in employment of more than 6 months unexplained
· List your references
___________________________________
RESUME TERMS
Objective:  State your career goals and main job-related skills in one sentence.
Achievements:  State honours or awards you have received.
Work History:  List with your most recent experience first. Include your position title, dates of employment and duties performed. 
Education:  List your schooling, any academic certificates/diplomas you may have received, also any additional training such as in project management or technology.  If you are a recent graduate list any courses and publications in which you are mentioned which are relevant to the job. 
Skills:  Here is a great opportunity to list any technology, foreign languages or other career-related abilities you may have.
Affiliations:  If you have been appointed to any boards, member of a voluntary organization or professional association, mention here - mainly if they are relevant and appropriate for the position.

__________________________
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