
 
 

Helpful R es um e Hin t s  
Fo r  Yo ur L ife A fter A m eriC o rps  

February 16, 2 0 0 9  
 

Fo r R es um es : 
 

� S pell “ A m eriC o rps ”  c o rrec t ly . D o n ’t fo rg et th e big  “ C ”  an d  th e “ s ” ! 
� A ppea ra n c e c o un t s !  S p en d  tim e p layin g  w ith  m arg in s , fo n ts , bullets , an d  s ym bo ls  in  

M ic ro s o ft W o rd  to  m ak e it lo o k  n ic e o n  th e p ag e. S m all fo n t is  o k ay an d  o ften  lo o k s  
m o re s o p h is tic ated  th an  h ug e, g ian t, s w irly fo n ts . A n d  w h atev er yo u d o , d o n ’t us e 
C o m ic  S an s . It’s  c alled  C o m ic  fo r a reas o n . 

� N o  m o re th a n  1  pa g e – ev er!  U n les s  yo u h av e a a P h .D  �  
� P D F is  prefera b le. N o t o n ly d o es  it s et yo ur resum e ap art an d  lo o k  p ro fes s io n al, but it 

w ill p rev en t th at p es k y S p ellC h ec k  fro m  un d erlin in g  w o rd s  o r p h ras es  it d o es n ’t lik e. 
� T it le y o ur resum e pro fes s io n a lly . D o n ’t s en d  in  a res um e w ith  an  em barras s in g  file 

n am e, lik e “ G en eric _ N o n p ro fit_ R es um e_ FIN A L .”   
� D o n ’t  a s s um e ev ery o n e k n o w s  w h a t  A m eriC o rps  is  – d es c r ib e it ! K eep  it s h o rt an d  

s w eet, but alw ays  d es c ribe w h at yo u d id  d urin g  yo ur term  o f s erv ic e. 
 
Fo r C o v er L etters : 
 

� B e o r ig in a l.  S ay s o m eth in g  n ew  an d  d ifferen t th an  w h at th ey alread y k n o w  fro m  yo ur 
res um e o r ap p lic atio n . T alk  abo ut w h y yo u w an t th e jo b, w h at yo ur p ers o n al s tren g th s  
an d  ex p erien c es  are, etc . 

� N a m e-d r o ppin g  w o r k s !  D o  it in  th e firs t p arag rap h . If yo u k n o w  s o m eo n e at th e 
c o m p an y o r if s o m eo n e referred  yo u to  ap p ly, g iv e th eir n am e an d  title in  yo ur letter! 
A ltern ativ ely, yo u c an  in c lud e an  attac h ed  p ag e o f referen c es . If p o s s ible, in c lud e 
p eo p le w h o  m ig h t k n o w  s o m eo n e at th e o rg an iz atio n . 

� S t ill n o  m o re t h a n  1  pa g e!  E v en  if yo u h av e a P h .D …  
� S ig n  th a t  b a b y !  U s in g  a c h ees y, c urs iv e fo n t o n  a c o m p uter is  N O T  a s ig n ature. 

 
J us t P lain , G o o d  S en s e: 
 

� C us t o m iz e ev ery  a pplic a t io n  t o  ea c h  jo b /em plo y er.  A lw ays  s p ec ify w h ic h  
o rg an iz atio n  an d  p o s itio n  yo u’re ap p lyin g  to , s o  it d o es n ’t lo o k  g en eric . A ls o  m ak e s ure 
to  c h an g e yo ur res um e an d  c o v er letter fo r eac h  s p ec ific  jo b yo u ap p ly to . N o  ex c us es ! 
If yo u try to  rec yc le th e s am e letter o r res um e o v er an d  o v er ag ain , th ey’ll k n o w ! 

� T y po s  =  C ert a in  D ea th .  M o s t em p lo yers  w ill th ro w  aw ay yo ur c o v er letter o r res um e if 
th ey ev en  fin d  1 s in g le typ o  in  yo ur ap p lic atio n . S o  ed it, ed it, ed it! Fin d  a frien d  yo u 
trus t to  p ro o fread  it w ith  fres h  eyes . 

� C en s o r  y o ur Fa c eb o o k /M y S pa c e pa g es  a n d  c h ec k  y o ur priv a c y  s ett in g s .  E m p lo yers  
W IL L  o ften  G o o g le ap p lic an ts  o r lo o k  at yo ur p ag es . K eep  it c lean !  

� D o n ’t  g iv e up…  fo llo w  up!  D o n ’t h es itate to  c all, em ail, o r p ers o n ally v is it at leas t 
o n c e to  m ak e s ure th ey rec eiv ed  all o f yo ur m aterials  an d  th at th ey k n o w  yo u’re 
in teres ted .  
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