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What is a resume? 

A resume (also spelled résumé) is a formal document that serves to show a person’s career 
background and skills. In most cases, it is created in order to help a candidate to land a new job. 
A traditional resume consists of a professional summary, work history, and education sections. It 
works like your job hunt marketing document. 

The purpose of a resume is to introduce yourself to employers, present your qualifications, and 
secure an interview. The goal of writing a resume is to showcase your experience, education, and 
skills in a standardized format which is easy for recruiters to read. 

How to format a resume? 

1. Set one-inch margins on all four sides.
2. Pick a 11 or 12pt resume font and stick to it.
3. Create a proper resume header format for

your contact details.
4. Divide your resume into legible resume sections:

Contact Information, Resume Summary, Work
Experience, Education, Skills.

5. Use bullet points to talk about past jobs.
6. Be consistent with your resume formatting

(stick to the same date format: for example 11–2018,
or November 2018.)

7. Use single or 1.15 line spacing.
8. Add an extra space before and after each

section heading.
9. Make your resume as long as it needs to be.
10. Don’t use photos on your resume. Unless the job

description specifically asks for them. You’re looking
for a job, not a date!
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