
A résumé is a marketing tool that summarizes an individual’s education, skills, accomplishments, and 
professional experience to communicate their qualifications and value to a prospective employer or 
organization. The résumé must speak on behalf of you when you are not there to clarify details. The 
goal of a résumé is to make a positive first impression and to secure an interview. 

How to Guide: 

Formatting: 

• Your résumé should be easy to read with consistent formatting (dashes, bullets, bold, italics). 

• The body of your résumé should be 11-12 point font and preferably a Sans Serif font such as, 
Calibri, Times New Roman, and Arial. 

• Recommended length is 1 page for individuals with less than 5 years of work experience and 2 
pages for individuals with more than 5 years experience.  

• Refrain from using a template. Give yourself complete control of the document by creating your 
résumé  in Microsoft Word.  

Content: 

• Use synonyms rather than repeating the same word. 

• Use past tense for jobs in the past and present tense for current positions. 

• Include specific examples of significant accomplishments and describe positive outcomes. 

• Avoid vague, irrelevant, cliché or redundant statements. 

• Use action verbs. These words describe your experience, responsibilities, and achievements. If 

used properly, they will grab the potential employers’ attention quickly. 

Finishing Touches: 

• Proofread your résumé several times for spelling, grammar, formatting, and clear wording.  

• One error on your résumé could leave a poor first impression with an employer and could cost you 
an interview. 

• After each draft of updates schedule an appointment with a Career Coach to receive professional 
feedback and suggestions. This resource is available to current students and alumni in Career Services.  

• Save the document with a professional title, ex. Firstname_Lastname.doc or pdf.  

• Print copies on professional résumé paper (cream, white or light gray). When possible, do not 

What Not To Include: 

• Reference list, this should be on a separate sheet of paper. 

• Salary expectations, this will be discussed in a later interview or presented in a job offer. 

• Irrelevant personal information such as: Age, marital status, religion, national origin, social 

security number, health status, etc.  

 Résumé Tips 

Career Services 
Blue Bell Phone: (215) 641-6577 
Pottstown Phone:  (610) 718-1906 
Email: CareerServices@mc3.edu 

Appointments can be made through My Success Network or by contacting the Student Success Center 

https://mc3.starfishsolutions.com/starfish-ops/dl/instructor/serviceCatalog.html?bookmark=service/3595365/schedule
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