ASDrneat
i/\ How to Create a Resume

A resume is a document used by job seekers to highlight their skills, accomplishments, education and work
experiences. It is given to potential employers and is the first impression you make. This resource provides tips and
information on how to create a resume.

What goes on aresume?

1.Contact information: name,
address, telephone number,
and email.

2.Summary statement about why
you are interested in the job.

3.Special skills and abilities that
are related to the job.

4.Educational history: high school
and/or college, year of
graduation and Grade Point
Average (GPA).

5.Work history: where you Be Respectful

worked, how long you worked :
there, and job responsibilities. 1.Look professional and be easy to read.

6.Volunteer work history. 2.Print on white, off-white, or ivory paper. No

7.0ther skills: computer bright coIors.- :
skills/programs, foreign 3.Use a professional font, such as Times New

languages spoken. Roman or Arial.. .
= TG, 4.Keep 'Ehe font size between 10 and 12 points.
5. Use single spacing.
6.Keep margins to ¥ to 1 inch around the page.

Other Useful Tips

resources and information Developmental Programs,
Bringing autism resources together. 877-231-4244 PA Department of Human Services

[ - Pennsylvania’s leading The ASERT Collaborative is
AEDG? M S As E RT source of autism-related funded by the Office of



