Resume Preparation Tips for the Internet Age

Things have obviously changed a great deal since many of us prepared a resume years ago on a typewriter.  The vast majority of recruiters and employers today use sophisticated databases to track candidate's resumes.  No longer are most resumes sent via "snail" mail.  Over 75% of resumes are sent by email or by fax.  Many firms "scan" your resume for relevant data to be used to determine your experience.

If you have not taken the time to prepare your resume to take advantage of these new technologies, you are missing out! 

· Create your resume in the latest version of the industry de facto standard word processor, Microsoft Word.

· Create two versions of your resume, one in normally formatted text (nothing fancy), and another in plain ASCII text.

· When formatting your resume, do not use a lot of spaces and tabs to create the alignment of your text, it's a computer, not a typewriter!  Use the "tabs" settings in the ruler area to position your text.  This will avoid printing problems on other computers.

· Use your name as the file name for your resume (not resume.doc) as it is literally impossible to locate your resume among the hundreds that are sent called resume.doc.  Use the format Your Name.doc (Bill Smith.doc).

· Use appropriate margins as each computer and printer need different margin sizes to print properly.  The most advantageous margin sizes are 1" margins at the top and bottom, 1.25 inches left and right.  To adjust your margin, go to the Format menu, and choose Document (see how the margins are set for this document).  Just because it will print on your printer does not mean it will print on someone else's printer.

· Put your name and address at the top of the first page.  Do not use headers to store your address in. Include your work and home phone numbers, fax numbers, email addresses and cell phone's number if you have one.  Mark as "confidential" where you have concerns about being contacted at.

· Use Times New Roman as your font.  It is the most widely used and easiest to read and scan font.  Avoid using more than one or two fonts and sizes in your document at any time.

· Use 12-point font size or larger.

· When creating a resume, put a few key words related to your experience near the top of your resume.

· When using email to send your resume, send your formatted resume as an attachment.  Copy and paste the ASCII text version as part of the body of your message.   Be sure to briefly explain in your message why you want to be considered for the job and what attributes that you have that qualify you for the opportunity.  It is considered poor form to just email a resume.

That's it.  Welcome to the Internet age of resume preparation!
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