
 

 

 

GUIDELINES FOR RESUME WRITING 

 

RESUME DEFINITION 

A resume is a brief, informative summary of your abilities, education, and 
experience that are relevant to the job you are applying. The objective must 
clearly describe the position or type of position you are seeking. It should highlight 
your strongest assets and skills, and differentiate you from other candidates 
seeking similar positions. A good resume is an important element toward 
obtaining an interview. Your resume should reflect the kind of skills the employer 
would value.  
 
 

INFORMATION IN YOUR RESUME 
 
A. Personal Details 

 
Consider how you are going to display this important information. As a “marketing 
document”, your name and contact details should be prominent and easy to 
read. Details should include:  

• Name  
• Address  
• Telephone number(s)  
• Email  
• Website address or URL of online portfolio such as LinkedIn. 

Your personal details could form a heading to your resume and the style may be 
replicated in other documents, such as letters, business cards and videos.  
 
B. Profile 
 
This is an important section and become increasingly popular with employers and 
can speed up the employment process.  



Additional Tips: 
• Three or four lines in length to write well.  
• A short summary that will grab the attention of the reader.  
• It should be short and positive, outlining a few pertinent key strengths; 

highlight particular skills, interests, experience or knowledge relevant to the 
position.  

• Should not write about anything in detail as further information will be 
provided within the body of resume.  

 
C. Qualifications 
 
List your qualifications and the educational establishment where you studied. 
Should be written in reverse chronological order (stating the most recent first) and 
include dates. Summarize accomplishments by indicating the number of subjects 
and level achieved.  Additional relevant information about your degree may be 
included in this section, also the subject of your final year project to show a 
particular area of interest. Details should include: 

• Academic information 
• List of honors, academic scholarships and awards (if applicable) 
• Relevant courses, study abroad experience and research. 

 
D. Experience/Employment  
 
About relevant experience, including job on campus paid work, internship 
placements and freelance commissions. Details should include:  

• Start and end dates  
• Name of organization  
• Location and address 
• Position or role  
• Brief outline of responsibilities, achievements and results  
• Bullet points identify the knowledge, skills and abilities utilized in that 

position 
• Exclude all outdated experiences 
 



E. Skills  
 
To inform employers of the specific skills you have that suitable for a particular 
post, such as IT, creative, or soft skills (e.g. communication and team work), be 
specific and provide evidence, where possible, and incorporated with other 
items including:  

• Achievements, such as scholarships, sponsorship or awards, 
responsibilities or projects.  

• Exhibitions: indicate dates, venue, title.  
• Competitions: indicate date, venue, title, result.  
• Languages: indicate level of proficiency. 
• Relevant non-work experiences, extracurricular activities, volunteer work, 

leadership roles, 
 

F. Interests and activities 

An indication of your personality and help the employer form an opinion of what 
motivates you. 
 
G. References  
 
It is standard practice for you to suggest the names of two referees for future use 
if requested. Always obtain the permission of referees before listing them and 
check which contact details they would like you to use.  
 

GENERAL GUIDELINES 

Employers spend an average of 10 to 20 seconds looking at your resume. 
Therefore please follow this guide: 

• Use specific language rather than general  
• Language; active rather than passive  
• Use the correct tense for past/present activities 
• Begin sentences with strong action verbs 
• Avoid personal pronouns 
• Written to express not impress  
• Articulate rather than “fancy” 
• Be consistent in format and content 
• Make it easy to read and follow 



• Use consistent spacing, underlining, italics, bold, and capitalization for 
emphasis. 

o Font size: 10 – 12pt Times New Roman and easy to read 
o Paragraph size: 1.5 lines spacing 
o Number of pages:1-2 pages maximum  
o Time recruiter spends on a Resume: 15-20 seconds  
o Use bullet marks. No paragraph writing.  
o Be specific, not general or vague. 

• Never overdo on your resume 
• Proofread for misspelled words and grammatical errors 
• Make sure the layout of resume is easy to scan 
• Always give relevant information 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 



 

 

 

GUIDELINES FOR VIDEO RESUME  

 

VIDEO RESUME 

A good video resume is an opportunity to demonstrate your creativity and talents. 
Video resumes are particularly useful that requires strong communication skills. The 
internet has made finding job openings a lot easier, and it will be there for all 
future employers to see.  

Important Notes:  

• Videos shares your body language, expressions, and tone of voice.  
• Your video doesn’t have to be complicated; simple but professional-

looking video resume. 
• Must be sure that both content and video style are appropriate for the 

occasion before you send to anyone. 

 

VIDEO RESUME CONTENT GUIDE 

Your video resume is a mini job interview. Your clothing, demeanor, language, 
and subject matter must be interview-appropriate.  

1. Tell a story.  

Tell it in the form of a story to showcase your background that’s sure to impress 
the employer. Write an outline detailing your background and think about how 
your experience is connected and looks great for the position. 

2. Be brief.  

Limit your video resume to no longer than three minutes and read your script 
out loud (refer UTM Video Resume Guideline Script). 

 



3. Be specific.  

Create a custom video for each job you apply to. You’ll be able to point out 
how your background makes you a perfect fit for that specific job, and why 
you want to join the company, truly compelling video resume.  

4. Add a Call-to-Action (CTA).  

Gets results with a CTA, a sentence or two that spells out the next step and 
motivates viewers to take it, such as to visit your LinkedIn/FB/blogs/etc profile 
to see the rest of your experience or employment history. It’s a good idea to 
include a video about yourself on your LinkedIn profile. LinkedIn is the 
dominant business-networking site, and embedding your video in your 
LinkedIn profile helps get you in front of potential employer. 

You also have the option of emailing the video resume directly to the potential 
employer (if requested) to get interviews.   

 

POSITION GUIDE ON CAMERA 

• Place the camera so that the lens is just above your eye line and tilt it down 
a bit to get the most flattering angle.  

• Don’t position yourself directly under a bright overhead light or you’ll end 
up with distracting shadows on your face.  

• Choose a professional-looking background — preferably a blank wall or 
backdrop in a neutral color. 

• Dress professionally and taking responsibility such as attending interview 
sessions. 

 


