
Creating a Resume That Works

Military Spouse 



Your resume is a marketing document that showcases your 
most valuable asset: 

YOU! 
This is your opportunity to highlight your skills, 
accomplishments, and abilities. Make sure to emphasize 
your experience and how it matches the job opportunity 
at hand. 

Your Time to Shine



Your resume is a business document, so make sure to 

keep it professional. Pictures, personal anecdotes, or 

funny e-mail addresses are best left to social media. 

Stick to the facts and make sure to highlight the many 

ways you will add to their business when you’re hired. 

Professional Tone



Employers want to know exactly what you can do for 

their company, so it is important to tailor each resume 

to the job at hand. Add a few sentences that are 

specific to the job and remove any information that 

doesn’t fit. Tailoring your resume to the specific 

opportunity shows the Hiring Manager that you are 

serious about working for their organization.

Write with Hiring 
Managers in Mind



Companies today often rely on applicant tracking 

systems (ATS) to screen and sort resumes before a 

human ever sees them. To make your resume ATS-

friendly, make sure to use plenty of relevant keywords 

related to the role you are seeking.

Use your Keywords



Quality not quantity! Your resume is not meant to 

document your entire life story. Stick to the relevant 

facts and communicate them as quickly and cleanly 

as possible. 

Brevity Matters



Your resume is not the place to bring up money. Don’t 

mention what you were paid in the past or what you 

hope to make in the future. Those discussions are better 

left to later in the hiring process. 

Don't Mention Money



Ask yourself: is your resume organized in a logical, 

easy-to-read way? Are you unfolding your work 

history in a way that makes sense? Do your margins, 

fonts, and line spacing match throughout the 

document? These small details can make a big 

impact when it comes to getting an interview. 

Consistency and Clarity



A well-written, concise resume will make a greater 

impression with your employer than a long-winded, 

"padded" resume. Use numbers and data to 

document your accomplishments. Avoid buzz words 

and generic terms that add little value to the reader.

Stick to the Facts



Whatever program you are using likely has a spell check 

feature —USE IT! Poor spelling and grammar will immediately 

land your resume in the trash. Read and re-read every word 

yourself, and then ask someone you trust to do the same. Don’t 

let a silly mistake cost you the job of your dreams.

Got Spell Check? Use it!



Thank you
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