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RESUME WRITING TIPS 

 

Why is it important to have a good resume? 

At all times, and in particular with today’s current job market, it is crucial to have a 

well presented resume when job seeking. Your resume is key during the initial 

selection phase in particular. Recruiters are looking to see which of their applicants 

meets the requirement, has the skill and experience for the job, and a good resume 

will provide that information. 

 

What makes a well-presented resume? 

A well-presented resume should be clear, concise and to the point. The recruiter 

should be able to quickly and easily scan the document, coming away with a good 

understanding of what your work history and skill set are. If your resume is too long 

and detailed, it may not be read in entirety. Remember, the recruiter may have 

already read through 20 other applications! Below are some tips you might consider 

for writing your resume: 

 

 Imagine you are the person reading your application, what do they need to know, and what are 

they looking for? Make sure your resume reflects this. 

 To ensure you are being clear and concise, as a general rule, aim to keep the document to a 2 page 

limit. 

 As a general rule of thumb, include your work history from the last 10 years only 

 Don’t provide too much detail. Aim to summarise your past roles. 

 You don’t need to include details of your high school education (unless this will be your first job 

since leaving school). For training and certification, provide details of that relevant to the job you are 

applying only. 

 If you have worked in the same roles for different employers, don’t repeat the same duties over 

again. The job title, dates and employer will suffice. 

 Target your resume for the job you are applying. If they want to know that you are competent in 

operating a particular machine or software program, make sure you include this in your skills and / 

or work history. 

 Don’t include your hobbies or interests, the recruiter only wants to know if you are capable of 

doing the job tasks. If relevant or interested, they may wish to discuss this with you at later stages 

such as the interview. 

 

Remember: The point of a resume is to get you an interview  
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