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When wri�ng a resume, try to keep your informa�on to one page. Use a consistent 
font throughout, and adjust font sizing on or bold important informa�on. Make sure 
to keep a margin on your resume and include some white space. This gives your 
resume be�er readability. ©2019 Core IQ. All rights reserved.

① Include your contact 
informa�on at the 
top of the resume

② List previous work 
places, �tles, and 
employment dates

③ List 3 - 5 du�es or 
achievements from 
your previous work 
experience

④ Begin each bullet point 
with an ac�on verb

⑤ Try to include as 
many quan�fiable 
points as possible

⑥ Include educa�onal 
background

⑦ Any addi�onal 
informa�on 
(cer�fica�ons, skills, 
awards, publica�ons, 
etc.) should be listed 
at the end of the 
resume

Seven Steps of Building a Resume


