
Your resume is usually the first thing that an employer will have to assess you and your ability to do the job.  
It is therefore extremely important that your resume gives them the best impression possible. 

Your resume must get across the key points in a concise and clear manner, as you only have about five 
seconds to grab the readers attention. If it is too long, too difficult to navigate through or badly presented 
then your resume can end up in the ‘no’ pile.  

To ensure this doesn’t happen we have compiled a list of 10 key tips to ensure your resume stands out:

1. Length

A maximum of three pages is preferable, your resume only needs to get you an interview where you can then 
go into more detail about each role. If necessary, use bullet points to minimize word count. Keep your resume 
concise and relevant to the role that you are applying for.

2. Structure

(Page 1) 
•	 Personal details: name, address, mobile, email, visa status (if applicable).
•	 Qualifications: Professional qualifications, Education.
•	 Technical skills: eg IT programs used.
•	 Career highlights: Short bullet point synopsis of last few job titles held or any particular 

achievements. You want to highlight anything that sells your overall strengths.

(Pages 2-3) 
Work history in reverse chronological order ie the most recent job first. Where possible, include quantitative 
measurements of success, rather than making generic statements. Place the most emphasis on the most 
recent or most relevant role to the job you are now applying for.  

Work history should be detailed with experience and achievements as shown in the following example:

Job title: 

•	 Company name, dates employed. 

Key experience areas:
•	 Overview of job duties and responsibilities.
    (approx 5-10 bullet points depending on the seniority of the role - the greater the seniority the  
      more detail will be expected).

Achievements:
•	 list any key achievements within the particular role, any key projects you participated in etc.
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3. Layout
•	 Keep the language simple, don’t use jargon that a recruiter may not understand.
•	 Highlight achievements in bullet point style so that they are easy to scan read (remember the 5 

second rule).
•	 It is not necessary to include a photo.
•	 Ensure your resume is in word format.
•	 Use a clear typeface and ensure there are no spelling mistakes or grammatical errors
•	 Any roles over 10 years ago do not need much detail.

4. Be honest
Exaggerating your responsibilities or achievements is not recommended as it will only be a matter of time 
before you are found out and this could greatly impact your future chances of securing a role. Never try to 
falsify dates or jobs to hide periods of unemployment. Basic checks will expose your deceit and ruin any 
chance of you getting the job.

5. References
Include the line ‘references are available on request’. You do not need to include names of your referees at 
this stage. If a recruiter asks for your referees’ names, ensure you have spoken to your contacts and that 
they are willing and able. The more senior/executive the better

6. Make your resume relevant to the job or employer in question
Ensure you highlight any key skills you have which are requested in the job description/advert. These should 
appear on the front page as a summary.

7. Include a cover letter
Your cover letter should briefly outline why you have applied to the role and the skills and experience you 
have that match the brief. Typically you should not write more than 3-4 sentences or bullet points.

8. Interests & Hobbies
Keep these to a minimum and exercise common sense.

9. Don’t try to be funny
Other people’s sense of humour may be very different to your own and it can come across as rude or 
insulting. Keep to the facts.

10. Keep it updated
Ensure you regularly revisit your resume and maintain the content. Trying to remember what you did when 
you started your role 5 years ago may be difficult!
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