
Conduct a self-reflection by identifying your professional goals,
your skillset, abilities, education and professional history.

Research what to include on a resume (Skills, Education,
Experience, etc.) and jot down notes about your particulars.

Choose a template for your resume, create one in MyBlueprint or
see your Career Advisor for help putting something together. 

Target your resume for each job you are applying meaning you will
need to highlight different skill sets for different jobs.

Proofread your document by checking spelling and grammar.

If you have used a TEMPLATE - ensure that all placeholder text
that was not replaced with your information has since been deleted
or replaced.

Save your resume as Resume_YourName so the employer/recruiter
knows it is your document.

Save and send your resume in PDF format unless the job description 
states to send it as a Word Doc.

did you know? 
an employer will only look at your

resume for an average of 7 seconds.
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