
444 West Third Street
Dayton, Ohio 45402-1460
(937) 512-2772
Fax (937) 512-2226
Building 10, Room 10312
www.sinclair.edu/services/career

Résumés, 
Cover Letters, & 
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Career Services

Do’s and Don’t’s of Résumé Writing
Don’t… make it too long.  Preferred length 
is one page; however, two pages is acceptable 
depending on your  job history.

Do…make sure all the information is applicable 
to your objective.

Don’t…make it look disorganized. Information 
that is scattered around the page is hard to 
follow.

Do…make the formatting consistent and easy 
to read.

Don’t …overwrite. Paragraphs are typically 
harder to follow. Do not use the first person 
format.

Do…be concise yet informative.  Use bullets, 
action verbs and transferable skills.  Put the 
most pertinent information on the top half and 
left side of the page.

Don’t…give too little information.  Giving the 
bare minimum doesn’t help you.

Do…market yourself wisely.  Connect what you 
have done to what the employer needs.

Don’t… just list job duties.

Do…include accomplishments on the job.

Don’t…include information about your height, 
weight, sex, health, marital status, religion, etc. 

Do…include your address, phone number, and 
professional e-mail address (no sexykitty@yahoo.
com).

Don’t…have misspellings, typographical errors, 
poor grammar, etc.

Do…have someone look over your résumé before 
you send it.

Don’t…send out the same résumé for different types 
of jobs.

Do…target your résumé for each job. This often 
means having a different résumé for each job in 
which you apply. 

Types of Résumés
There is no ‘perfect fit’ for everyone when it comes to résumé formats. 
Not sure which one to use? Ask a Career Services staff member.  

Functional- Highlights particular skills, responsibilities, and/or 
achievements.  The work history is listed underneath the functional 
areas.  Best for someone who has a lot of work experience which is best 
summarized by the different functions as opposed to jobs and duties of 
those jobs. Often used by people who are changing careers or who have 
gaps in their career history.  

Chronological- States your work history in reverse chronological 
order (your most recent job goes first), with the duties and 
responsibilities listed under each job.  Good for people who are staying 
in the same career field and/or the name of a former employer may be 
significant to a prospective employer.  

Combination- Combines the functional and chronological.  With 
this type, you can highlight the skills that are most relevant to the job 
and also give your work history. It is especially strong for students who 
are looking to start a new career. 

Submitting your résumé 
Electronically

Make sure that it is readable in Word 2003, as some companies have not 
yet converted to 2007.  When copying and pasting a résumé, sometimes 
the formatting can be altered without your knowledge. Make sure to 
check this before submitting your résumé.  Saving your résumé in a PDF 
file is one way to be confident all users will be able to view it.  

By Mail

Be sure to use quality résumé paper.  Also, be cognizant of how your 
résumé might photocopy.  Some résumé paper may not photocopy well 
and you do not want this to affect your candidacy.

Formatting Your Résumé

Career Services

Résumé checklist
Make sure your résumé 
includes…

q your contact information.
q education/training you have 

received.
q skills that match what the 

employer needs/wants.
q relevant experience (paid or 

unpaid) that includes the 
company name, your title, 
city and state, and dates of 
employment.

q action verbs (see “Job-/seeker 
Action verbs” flyer in Career 
Services).

q accomplishments.
q transferable skills (see 

“Emphasize your Classroom 
Transferable and Marketable 
Skills” flyer in Career Services).

q bullets.
q the correct tense (past or 

present).
q the third person format (do 

not use “I”).
q consistent punctuation and 

formatting.

The Career Services office 
will be happy to critique 
your résumé. Drop it off at 
Building 10, Room 10312 or 
make an appointment to 
meet with a Career Services 
staff member by calling 
(937) 512-2772.


