
 

Our guide to creating a winning resume  
 

 

Resumes are still probably one of the weakest documents we 

see daily.  A great resume and Covering Letter may be the 

difference between you getting a job interview or finding 

yourself on the rejection list.  You need to ensure your 

resume has that X-factor and will stand out from the crowd, 

for all the right reasons.    
 

What your resume needs 
When constructing a resume, you need to remember that this 

document is your key marketing tool.  It’s the first impression a Prospective Employer or 

Employment Agency gets of you. Decisions about whether you will be selected for an interview 

are often formed on the presentation and content of your resume, so it’s in your best interest to 

ensure that it markets you properly.   

 

Overall, the perfect Resume is a living document that highlights your skills and work experience 

in a clear, concise and accurate manner.  It must be easy to read and understand, especially as 

the person reading it may never have performed your job.  In general, most resumes only get a 

20 - 30 second scan before a decision is made, so keep it 

relevant and make every second count.   

Remember, a resume is a tool that will continue to work in 

your favour, even after it has obtained you an interview.  It 

can be used to help focus the interviewer's mind on your 

experience, strengths and achievements during the interview. 

Once you have left, the interviewer will probably re-read it 

before making a decision on who will be invited back for a 

second interview or who will be offered the position. 

Personnel Placements Ltd have listed below a variety of hot tips (Do’s and Don’ts) 

when constructing a resume. We have reviewed thousands of resumes and know how 

much a badly presented or constructed resume can impact on your employment 

opportunities. 

 

Do Not’s:  
• Have pictures, excessive colour, or make it so creative it   

doesn’t resemble a standard resume (unless you are applying 

for a creative / artistic position) 

• Use uppercase for the body of the text, it’s hard to read   

• Lie or exaggerate your skills or experience  

• Have any unexplained employment history gaps 

• Use long sentences or paragraphs. Bullet points are more 

effective 

• Use cliches. For example: "I am a highly motivated person 

who can work as part of a team or alone with excellent 

communication skills...." (Everyone has this) 

• Photos - the only people who need to include these are models, actors, actresses and possibly 

air cabin crew  

• Reveal Age, Weight, Height, Health, or any other personal information. It is irrelevant to your 

application 

• Use poor quality photocopies of your resume - they make it look as though you are sending 

off your resume to lots of companies and that you may not be too bothered who you work for 

 



 

Do’s General: 
• Take time when putting the information together, ensure it is accurate  

• Ensure your name, address, contact details, mobile and e-mail address are current and 

correct and easy to find (ensure your email address is a professional one) 

• Keep it short. Two to three pages are ideal 

• Work history - start with your current employment and work backwards 

• Provide a summary of any external courses passed and 

dates  

• Outline your education, this is essential if you have no work 

history (it is not necessary to list every module taken).  If 

you have been in the workforce for many years your 

secondary education isn’t necessary at all, only higher 

education is beneficial in this instance 

• A bullet pointed skills summary 

• Include the current licenses you hold 

• Use easy to read fonts like Verdana or Arial, leaving plenty of 'white space' 

• Font sizes of 10pt or 11pt are easily readable 

• Save it as a PDF to ensure that it can be opened universally 

• Check spelling and grammar.  Don’t rely solely on spell check  

• Get a second opinion before you send it 

• Keep your resume up to date 
 

Employment History: 
• Dates of employment, Months and Years started and 

finished  

• Name of Company, Type of Business and location  

• Position – state whether Temp, Casual or Permanent  

• Details of duties, don’t miss anything out! Many times, 

the person reading your CV does not do your job – so 

spell it out i.e. responsible to/responsible for, size of 

team or Company etc. where applicable if you do more 

than one role – group the duties of each role together  

• List computer systems, tools and machinery used in roles, include your level of competency  

• Any achievements in your role 

• Reason for leaving can be helpful to see your career progression  

 
 

Once you have drafted up your resume you need to ask yourself the question:  

Would you interview you if you received your resume?  

If no, you will need to tweak it. 

 

If you feel a bit overwhelmed by the process, or maybe you need further guidance, contact 

Personnel Placements and ask about our resume writing service. 

 

 

Linking JOB SEEKERS and EMPLOYERS together is as much of a passion as it is a business 


