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The number one purpose of a resume is to get a personal interview
Write from the intention to create interest, to persuade the employer to call you
Before you get started:
1) Know your potential employer: understand the” who, what and why” of the job. 
2) Customize: each potential employer demands more than a generic copy of your resume
3) What comes first: the placement of the vital information is critical – know what is important to your potential employer
4) Creativity counts: to a point – cute is not always cute and funny is not always funny
What every resume must have:
1) Basic contact information: name -address- phone (home and cell)- email or website
2) Education: degrees- training  and other learning that counts
3) Relevant Work Experience: how does what you did in the past relate to the job you are applying for
4) Statement of qualifications:  what specifically makes you right for the job at hand
Additional Thoughts
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1. Stay away from personal information: your birthday, marital status and race are not needed.
2. Be honest: little white lies can come back to haunt you.
3. Be brief but thorough: potential employers need a complete picture of “you” without the fluff.  
4. References are great: make sure to include a statement that they are available on request 
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