
Employer Tips: 

• Professional Appearance: Be sure your resume is computer generated, high 
quality of paper and envelopes used, appropriate, professional paper color choice, 
highlight important information and headings, avoid using too many printing 
styles and italicizing and use consistent margins. 

• Clear and concise: Eliminate unnecessary words and phrases, avoid jargon, short 
paragraphs, bullets and sentences. Make every word count. 

• Be Thorough: Ensure all relative information is included, watch for time gaps if 
done chronologically (can explain in cover letter), use action verbs (listed below), 
try to cover all important transferable skills and talk about accomplishments. 

• Error Free: Edit, proofread, edit and proofread again. Have somebody else 
review your resume as well. 

• Balanced and Consistent: Be sure your use of white space, margins, 
indentations, highlighting and headings are uniform and balanced. Each page 
must be filled with text. 

• Be Honest: You must honestly represent yourself in your resume. Employers can 
check on information that you have included in your resume. 

• Verb Tense: Be sure all job description information is consistent. For past tense 
activities use past tense verbs and for activities you are currently involved in use 
present tense verbs. Do not use personal pronouns (e.g. I, me, he, she). 

• Abbreviations/Acronyms: Always spell out abbreviations and acronyms. You 
may know what they stand for, but the reader might not. Instead, write out each 
acronym like the following: 
E.g.: Bowling Green State University (BGSU) 

• Important Information First: This can help the reader to remember the most 
important details about you. 

• Length of Resume: Your resume should best represent you. Typically most 
college students have enough academic and work experience information to make 
their resume one solid page. There are some students who may have more 
experience, which could increase the length of their resume to more than one 
page. Make sure that you follow the requirements of the employer on the type of 
information to include. It is important to be clear and concise. 

• References: The majority of employers prefer to receive your references AFTER 
they decide to interview you, not before. Sending your resume is the first step to 
the interview. Don’t get ahead of yourself by unnecessarily including your 



references. Many employers would rather you use that space to tell them more 
about yourself and how you can be an asset to their company. Attach a separate 
sheet to your resume that includes your contact information and the information 
of the references: name, title, employer, address, phone and email of each 
reference. 

• Include Numbers! For example: If you have saved your company/organization 
$5,000 over a certain amount of time, or you have completed a project leading a 
team of 13 people, if you have earned a $10,000 scholarship, if you have 
supervised 5 people, if you have earned $15,000 on your own putting yourself 
through college, put these numbers on your resume. Numbers stand out to your 
reader and can be very impressive. 

• Electronic Resumes: If you create an electronic resume, be sure to save and send 
this in a "pdf" (Portable Document Format) format. We recommend that you use 
this format because, quite frankly, the rest of the world does. Saving your resume 
in this format allows any potential employer to successfully open your attached 
resume. For more information, please see:  

About Adobe PDF 
https://acrobat.adobe.com/us/en/why-adobe/about-adobe-pdf.html 

	  


