
Tips for Effective Resumes  (CES, Lansing Community College, S.L.L., 3-1-17) 

 
 
 
  

Limit your resume to 1-2 pages.  Length is determined by how much space is needed to address the 
keywords/required and desired qualifications.  You want to present your relevant information about your 
education, experience, achievements, work traits, and so on, while spacing your information clearly and 
attractively.   
 
Your key information needs to “pop” off of the page.  You want the reader’s eye to be drawn to it as they 
skim your resume in perhaps as little as 7 or fewer seconds! 
 
Use a popular font and try to avoid using any fancy graphics, italics, underlining, or full lines to assure 
that your resume will scan/filter well if the employer runs a scan of your resume and/or filters your 
resume.  It is recommended that you read about resume scanning and resume filtering on the internet 
prior to developing your first draft. (Exception:  graphic arts resumes)  
 
Use deliberate spacing between lines or sections of text and use simple graphics, such as 
indenting, bolding of key information, and bullet-points to create an appealing resume.  Graphic 
 arts resumes may involve more artistic typography.     

 
 

 Contemporary resumes usually do not incorporate an objective.  Every resume you send out in 
applying for a job needs to be accompanied by a cover letter, which includes a tailored objective. 

 Do not list references or the statement “References available upon request” on your resume.  The 
employer will ask for references when those are desired.  Have a list of references ready, with your 
header you used on your resume at the top.   

 Have one or more persons proof your resume and test what stands out in a 7 second review.  It is 
advisable to have a Career Advisor critique your resume before you finalize it.    

 Use “resume” or “exceptional resume” paper when printing your resume, cover letter, and list of 
references.  It is available at office supply and other stores.   Bring extra copies of your resume and 
your list of references to every interview.  Wishing you great success!  
(Exception:  Graphic arts resumes might use other paper.) 

 

Choose your resume format carefully, according to the type of 

format common to your field and which one markets you the 

best.  The traditional format is often used for conservative fields 

and is often liked by employers.  It clearly presents the education 

or experience entries, starting with the most current or recent 

one and working backwards in time.  The functional skills format 

lists skills, duties, and achievements by functional area (Examples:  

customer service, marketing, communication and public relations, 

child care).  Persons with little or no work experience and/or who 

are changing careers sometimes choose this format; but, some 

employers do not like it.  The combination format is more like the 

traditional format, but often includes a Key Qualifications 

section, that may include key skills.  It is often a very well-liked, 

effective format.   


