Resume Writing Tips
When seeking employment, it is important to have a summary of your work experience, skills, education, and other such accomplishments you have obtained throughout your professional career. In short, a resume serves as a marketing tool in the job application process and helps employers know more about your background. There are countless designs for constructing a good resume and here a few useful tips that will help you create a strong, impressive and well-developed resume:
1. Know your strengths and skills 
-Be able to highlight all your relevant credentials and accomplishments and write them in brief sentences.
2. Basic Contact Information 
–Your name

-Current address 
-E-mail

-Phone number
3. Educational Background
-College or University

-City, State

-Graduation date

-Degree or certification obtained

-Major/Minor/ emphasis area

-Any additional certifications

4. Work Experience or Volunteer Experience (Internships, community service, etc.)
-Job title, dates, organization name, and location

-List your responsibilities for each position and briefly provide a detailed description of any achievements.

-Outline any exceptional results from your employment.
5. Honors/ Activities/ Leadership or Special Skills
-This part of the resume consists of your strongest and most important abilities that best fit your objective and the job description. You may want to use specific headings such as professional organizations, computer skills, and leadership positions. Include any honors, scholarships or recognition awards that you have received. If you were actively involved in any clubs, teams or committees while in college, those may be included also. Remember: The key to this section is keeping it simple and concise.
6. Editing
-When you are done, make sure to go back and review your resume and decide which experiences and skills best fit the position you are applying for. You can always change your resume based on the job you are seeking. 
