
Designing resumes



Do not use complete sentences 

and avoid the first-person “I” 

No:

I want to work at Johnson’s hardware so that I can 

continue to develop by skills and further my 

education.

Yes:

To obtain a position as a business analyst at 

Johnson’s Hardware, Inc to elicit, analyze, 

communicate and validate requirements for 

changes to information systems



Break up prose into parallel 

bulleted lists
No:

Business Analyst ABC Company Moorsville, IN 2002-2005

I redesigned and administered Security Department website and eveloped, 
edited, revised, and formatted security and Good Manufacturing Practices 
(GMP) procedures and created and developed PowerPoint presentations, 
databases, training materials, documentation, and courses. 

Yes:

Business Analyst, ABC Company, Moorsville, IN, 2002-2005

• Redesigned and administered Security Department website

• Developed, edited, revised, and formatted security and Good Manufacturing 
Practices (GMP) procedures

• Created and developed PowerPoint presentations, databases, training 
materials, documentation, and courses



Use white space to chunk entries 

together, not break them up

No: 
Technical Writer Terre Haute, IN 2002-2005

Yes: 
Technical Writer, Terre Haute, IN, 2002-2005



Avoid decontextualized claims 

of excellence
No:

Excellent communication skills

Good with people

Excellent computer skills

Yes:

Business Analyst, ABC Company, Moorsville, IN, 2002-2005

• Redesigned and administered Security Department website

• Developed, edited, revised, and formatted security and Good Manufacturing 
Practices (GMP) procedures

• Created and developed PowerPoint presentations, databases, training materials, 
documentation, and courses



Use headings, subheadings, & 

contrast 
No:

Software Skills:

Acrobat, FrameMaker, InDesign, PageMaker, PowerPoint, Publisher, Dreamweaver, 
Flash, FrontPage, GoToMeeting, LiveMeeting, SnagIT, WebEx

Yes:

Software Skills

Document Design and Desktop Publishing

Acrobat, FrameMaker, InDesign, PageMaker, PowerPoint, Publisher

Developer Tools and Collaboration

Dreamweaver, Flash, FrontPage, GoToMeeting, LiveMeeting, SnagIT, WebEx

Database/Content Management Software

Access, Angel, AuthorIT, Continuum, Documentum, Drupal, Excel, Maximo, 



Avoid all CAPS. Use other forms of 

emphasis to create subcategories

No: RELEVANT COURSEWORK

Yes: 

Relevant coursework

Writing courses Math courses Business courses

Course name Course name Course name

Course name Course name Course name

Course name Course name Course name



Put your resume in an invisible 

table

No: Ineffective tables put every line in a 

table cell





Put your resume in an invisible 

table

Yes: Effective tables chunk entire entries 

inside of cells while creating a strong 

vertical and horizontal alignment





Make sure your quadrants are even

No: Uneven quadrants aren’t all full





Make sure your quadrants are even

Yes: All quadrants are balanced




