Tips for Effective
Resume Writing

Always proofread...several times! The goal
is to be error-free!

There is not one specific way to do a re-
sume! Pick a style that you are comfortable

with and that best shows your qualifications.

Be detailed and specific, but remember that
you will have the opportunity to elaborate in
the interview - keep your resume to one or
two pages.

Your resume can easily be rearranged and
reformatted for each position. (Arrange your
professional skills by order of importance to
each job if you are using the Functional Re-
sume format.)

Use a professional email address!
Only include your GPA if it is above 3.0.

Remember that your volunteer and
professional involvements count as experi-
ence. Take every opportunity to gain leader-
ship experience and highlight this in your
resume.

Try not to use a Word-Template. They are
difficult to rearrange and manipulate!

Print document on resume-quality paper.

See these resources for additional help:

Resume examples and suggested templates
can be found on the LVC Job Center.

Make an appointment with Career Services
for resume assistance and critiquing!

Career Services

Mund College Center
Lebanon Valley College
Annville, PA 17003
Phone: 717-867-6560
Fax: 717--867-6163

E-mail: careerservices@Ivc.edu

Lebanon Valley College
CAREER SERVICES

RESUMES

www.lvc.edu/career
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