
 Resume Tips 

How to Guide: 

Formatting: 

• Your resume 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. 

• Do not use personal pronouns, such as I, me, my, etc. 

• 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.  

• Many companies use Applicant Tracking Systems (ATS) that cannot read a resume with two 
columns, and other types of formatting.  For an ATS compatible resume format, see the other 
side of this guide.   

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 resume several times for spelling, grammar, formatting, and clear wording.  

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

• After you finish writing your resume, schedule an appointment with a Career Coach to receive 
professional feedback and suggestions. This resource is available to current students and 
alumni.  

• Save the document as a pdf with a professional title. ( Ex. Firstname_Lastname.pdf ) 

• Print copies to bring to an interview or career fair. Do not staple or fold resumes. If you have two 
pages, use a paper clip to hold them together.  

What Not To Include: 

• References: 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.  

• Photographs 

Career & Alumni Engagement 
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 

A resume 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.  

https://www.mc3.edu/choosing-montco/assets/career-services/docs/resume-action-verbs.pdf
https://mc3.starfishsolutions.com/starfish-ops/instructor/serviceCatalog.html?tenantId=576#/
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Header: Name, location (town and 
state), phone number, and 
professional e-mail address.  

Summary: A 2-4 sentence 
statement at the beginning of 
a résumé that highlights 
professional skills and experience. 
This gives hiring managers a glimpse 
into your expertise before diving 
into your résumé. Include what you 
are currently doing, what your top 
skills are, what you’re passionate 
about, and what you’re seeking.  

Skills and Qualifications: Showcase 
specific hard and soft skills and 
emphasize abilities required to 
succeed in the role. 

Education: Name of institution, 
exact name of degree/certification, 
month and year of graduation or 
anticipated, and GPA if 3.0 or higher.  

Professional Experience: Be 
specific! Employers want detailed 
statements and descriptive duties. 
Your experience should include 
position title, organization name, 
organization location, timeframe you 
worked, and responsibilities and 
achievements. Within responsibilities 
and achievements, add numbers and 
percentage points. Metrics add value 
to your experience and their impact. 
You may also include volunteer 
experiences, field experiences, co-
ops, internships, summer 
employment, and research as 
applicable. If you have had non-
related jobs focus on the 
transferrable skills you have gained 
through your experience. Lastly, 
focus on work within 15 years and if 
you have a lot of experience limit it 
to what is most relevant for the job 
you are applying for.  
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