
EMPLOYMENT THEME. RESUME DO’S AND DON’TS REVIEW 

 

Read the following sentences and decide if they are DO’S or DON’TS for resume 
writing 

 

1.make your resume easy to read  DO/YES 

 

2.always include high school information DON’T 

 

3.Write “Resume” at the very top of the page  DON’T 

 

4.Use powerful adjectives DO 
 

5.use Comic Sans as the font DON’T  (12- TIMES NEW ROMAN) 

 

6. proofread your resume DO 

 

7.send your resume as a PDF rather than a word file DO 

 

8.write only the work experience and education that is relevant to the job you are 
applying for DO 

  

9.put the references at the very bottom of the page DON’T  

 

10.quantify your accomplishments using bullets and numbers DO 

chronological

FUNCTIONAL

COMBINATION

-focuses on work history (job title, dates, tasks)
-from most recent to oldest
-strong background(lots of jobs/experience)

-good for all jobs

-SKILL BASED : it focuses on the skills NOT ON THE HISTORY 
-no dates of past jobs
-employers cannot see how much experience you have
-gaps in your job past
-change careers

-chronological+functional
-has dates and skills
-it includes the SUMMARY OF QUALIFICATIONS
-with this resume you can HIGHLIGHT YOUR SKILLS AND QUALIFICATIONS TO SHOW WHY YOU ARE THE BEST FIT FOR THE JOB
-SHOWS TIMELINE, SHOWS SKILLS



