
[bookmark: _nfuu781plnnp]A Step-by-Step Guide to Writing an Effective Resume
An effective resume does more than list where you have worked. It shows employers that you understand their needs and have the skills, experience, and accomplishments required to succeed in the position.
[bookmark: _5puhrqooc4d9]Step 1: Define your target
Before writing, decide what type of position you want.
· Choose a target occupation or job title.
· Identify your preferred industry.
· Consider the appropriate seniority level.
· Review several relevant job postings.
· Note recurring skills, qualifications, and keywords.
· Identify licensing or certification requirements.
· Create separate resume versions for substantially different roles.
Avoid writing one general resume for every opportunity.
[bookmark: _3qdb2kb523xo]Step 2: Gather your career information
Create a master record containing:
	· Previous job titles
· Employer names and locations
· Employment dates
· Responsibilities
· Accomplishments
· Education
· Certifications and licences
	· Technical skills
· Language abilities
· Volunteer experience
· Professional development
· Awards or recognition
· Relevant projects
· Links to portfolios or professional profiles


Your master record can be comprehensive. Your submitted resume should contain only information relevant to the position.
[bookmark: _fjcd3wc01603]Step 3: Choose the right resume format
[bookmark: _npjhrh95a3q1]Chronological format
Organizes experience from most to least recent.
Best when:
· You have consistent experience in the target field.
· Your career progression is easy to understand.
· Your recent positions are highly relevant.
[bookmark: _qd7jhwlpm2zo]Combination format
Begins with key skills and accomplishments, followed by employment history.
Best when:
· You are changing careers.
· You have significant transferable skills.
· Your relevant experience comes from different settings.
· You are re-entering the workforce.
[bookmark: _aeqs88gb9a3i]Functional format
Focuses heavily on skills instead of dates and employers.
Use cautiously. Some employers and applicant tracking systems may find this format difficult to assess.
[bookmark: _mbfngp33kgv9]Step 4: Create a simple, readable layout
	· Use a professional font.
· Use approximately 10–12-point body text.
· Create clear section headings.
· Maintain consistent margins and spacing.
· Use bullet points for accomplishments.
· Keep dates and headings aligned.
· Use bold selectively.
	· Avoid excessive colours.
· Avoid photographs unless legitimately required.
· Avoid icons, graphics, text boxes, and complicated columns.
· Keep essential information in the main document body.
· Submit the employer’s requested file type.


A resume should be easy for both a person and an applicant tracking system to read.
[bookmark: _13e66tq2v8j6]Step 5: Add your contact information (Canada)
	INCLUDE:
· Full name
· City and province, state, or region
· Professional telephone number
· Professional email address
· LinkedIn profile, when relevant
· Portfolio or professional website, when relevant
	DO NOT INCLUDE:
· Social Insurance (SIN) or Social Security number
· Banking information
· Date of birth
· Marital or family status
· Religion
· Health information
· Immigration document numbers
· A complete street address unless required


[bookmark: _iwz9ioola2im]Step 6: Write a targeted professional summary
Your summary should explain who you are, what you offer, and how you match the position.
Include:
· Your occupation or professional specialty
· Your level or years of relevant experience
· Two or three priority skills
· Relevant industry knowledge
· One distinguishing strength
· The value you can offer the employer
Keep it to approximately three or four lines.
[bookmark: _9duxo9qkuciv]Example
Multilingual community engagement professional with five years of experience developing accessible programs for newcomer and underserved communities. Skilled in partnership development, culturally responsive outreach, program coordination, and stakeholder communication.
Avoid objectives focused only on what you want from the employer.
[bookmark: _bs1lwg1fno7q]Step 7: Create a relevant skills section
Select approximately 6–12 skills that match the position.
Possible categories include:
[bookmark: _jpes1qht6ezh]Technical skills
	· Software and platforms
· Equipment
· Data analysis
· Project-management methods
	· Industry-specific processes
· Regulations and compliance
· Digital tools


[bookmark: _r3j8j5h26rkr]Transferable skills
	· Communication
· Leadership
· Problem-solving
· Organization
	· Collaboration
· Adaptability
· Conflict resolution
· Customer service


[bookmark: _s6clm5sa8vky]Multicultural and global skills
	· Cross-cultural communication
· Cultural intelligence
· Multilingual communication
	· International collaboration
· Understanding diverse customers
· Global market knowledge


Only list skills you can demonstrate with evidence.
[bookmark: _jo4581z80axz]Step 8: Write your professional experience
List positions in reverse chronological order.
For each position, include:
· Job title
· Employer
· Location
· Employment dates
· Approximately three to six relevant accomplishment statements
Begin each statement with a strong action verb.
Examples include:
	· Coordinated
· Developed
· Increased
· Improved
· Implemented
	· Led
· Reduced
· Resolved
· Streamlined
· Supported


Avoid beginning every statement with “Responsible for.”
[bookmark: _sq032u1c2m4i]Step 9: Turn duties into accomplishments
A duty explains what you were expected to do. An accomplishment shows how well you did it or what changed because of your work.
[bookmark: _xrot0uzcaj9t]Duty
Responsible for customer service.
[bookmark: _yu7sprakkmyx]Accomplishment
Supported more than 40 customers daily, resolving inquiries and maintaining a 95% satisfaction rating.
Use this formula:
Action + task or challenge + method + result
Ask yourself:
· How many people, customers, or projects were involved?
· Did I increase revenue, participation, or satisfaction?
· Did I reduce costs, errors, complaints, or processing time?
· Did I create or improve a process?
· Did I solve a recurring problem?
· Did I train or lead others?
· Did I receive recognition?
· What became better because of my work?
[bookmark: _pr7wqxaw3nkq]Step 10: Quantify results
Use numbers when they improve understanding.
Consider including:
	· Percentages
· Revenue
· Budgets
· Time saved
· Costs reduced
· Team size
	· Customer volume
· Project volume
· Geographic reach
· Satisfaction rates
· Response times
· Participation increases


Never invent a number. Use accurate estimates only when they can be reasonably supported.
[bookmark: _1smzhq6j92ug]Step 11: Present international experience confidently
· Include relevant employment completed outside your current country.
· Use recognizable English or French job titles.
· Briefly explain unfamiliar organizations.
· Define acronyms.
· Add context to international achievements.
· Describe the size or scope of unfamiliar employers.
· Emphasize transferable standards, skills, and outcomes.
· Include credential equivalency when relevant.
· Avoid referring to valuable experience dismissively as merely “foreign experience.”
International experience remains professional experience.
[bookmark: _679o6k9xr5lp]Step 12: Add education and credentials
Include:
	· Credential or degree
· Field of study
· Institution
· Location
	· Completion year, when helpful
· Relevant certifications
· Professional licences
· Credential assessment, when relevant


You may omit older completion dates if they do not strengthen the application.
Do not claim Canadian or local equivalency unless it has been formally established.
[bookmark: _767vcefmlfq7]
[bookmark: _itrii6jeugyr]Step 13: Include additional relevant sections
Add sections only when they support your application.
Possible sections include:
	· Volunteer Experience
· Projects
· Certifications
· Professional Development
· Languages
	· Publications
· Awards
· Community Leadership
· Professional Associations
· Technical Skills


Volunteer, freelance, entrepreneurial, and community experience can be valuable when it demonstrates relevant abilities and results.
[bookmark: _726imrg9m2od]Step 14: Tailor the resume to the job posting
For every application:
· Highlight the most important requirements.
· Match your relevant skills to those requirements.
· Use the employer’s terminology when accurate.
· Reorder accomplishments by relevance.
· Remove unrelated details.
· Adjust your professional summary.
· Include appropriate keywords naturally.
· Confirm that every essential qualification is addressed.
· Save the tailored version separately.
Do not copy phrases you cannot honestly support.
[bookmark: _lq5mk4pxxelk]Step 15: Optimize for applicant tracking systems
· Use conventional section headings.
· Include relevant job-posting keywords.
· Spell out terms before using acronyms.
· Avoid placing essential information in headers or footers.
· Avoid charts, graphics, and skill-rating bars.
· Use a simple document structure.
· Check that text remains readable when copied into plain text.
· Use the requested file format.
· Give the file a professional name.
Example:
FirstName_LastName_Project_Manager_resume.pdf
[bookmark: _mopfvq848qkx]Step 16: Review length and relevance
A resume should be as long as necessary to show relevant value—but no longer.
· One page may suit students, recent graduates, or people with limited experience.
· Two pages are common for experienced professionals.
· Longer documents may be appropriate for academic, executive, technical, or government applications.
Remove:
· Outdated skills
· Repetitive duties
· Irrelevant early positions
· Generic claims
· Unnecessary personal information
· References available upon request
[bookmark: _hob9wt9tjqg6]
[bookmark: _6jinlqm1k3cb]Step 17: Edit carefully
Review for:
	· Spelling
· Grammar
· Punctuation
· Consistent verb tense
· Consistent date format
· Accurate job titles
· Correct employer names
	· Consistent spacing
· Working links
· Correct contact information
· Clear page breaks
· Unsupported claims
· Unexplained acronyms


Read the resume aloud and ask another person to review it.
[bookmark: _bodglpsd9sve]Step 18: Complete the final effectiveness test
Before submitting, confirm:
· The resume is tailored to one specific opportunity.
· The target role is immediately clear.
· The strongest qualifications appear near the beginning.
· Important skills are supported by evidence.
· Accomplishments are emphasized over duties.
· Results are quantified where possible.
· International experience is understandable.
· The format is readable and consistent.
· The document contains no unnecessary personal information.
· The filename is professional.
· The resume answers the employer’s most important question:
The question you’re answering is “Why is this candidate equipped to succeed in this position?”
