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Sources and Resources 

 
Google Drive 

Lifewire, “How to Convert a Google 

Doc to PDF” 

Grammarly 

the muse, “185 Powerful Action 

Verbs That Will Make Your Resume 

Awesome” 

Forbes, “What to Include on Your 

Resume (And What You Can Ditch” 

 Glassdoor, “The Perfect Resume 

Looks Like This” 

 

MAKE IT PROFESSIONAL 

Select a template that is clean and organized. If you don’t have a word processing program 
on your computer (i.e., Microsoft Word, Pages), then you can create a Google account and 
access free resume templates on Google Drive.  

• Choose one that isn’t distracting 

• If you are emailing your resume, make sure to send it as a PDF (instructions for how to 
convert a Google document into a PDF here). 

• If you are printing your resume, print it on resume paper. 

PAY ATTENTION TO WORDING AND GRAMMAR 

If you’re stuck on wording, search the internet for how others describe experience similar 
to yours. Be careful not to plagiarize, but instead use it for ideas and inspiration. 

Make sure you have another person review your resume before submitting it anywhere. 
When we write things, we often have difficulty catching our own mistakes. A good way to 
avoid this is to read it out loud when reviewing it yourself. Whether you’re great at gram-
mar or not, it’s always a good idea to have a backup plan. Grammarly is a free browser ex-
tension that checks your grammar and offers corrections. 

DON’T ADD ALL OF YOUR EXPERIENCE TO YOUR RESUME 

You only need to provide your last 10 years of work, and try to keep the skills and experi-
ence relevant to the desired job. For example, if you’re applying for a job in the construc-
tion sector, you don’t need to include a random, temporary job you held—unless it has 
skills and experience that can be applied to the position you’re applying for. 

QUANTIFY YOUR EXPERIENCE 

In addition to describing your past experience using strong action words, make sure your 
experience demonstrates the value that you added to the company. Examples include: 

• “Increased company revenue by 10% … ” 

• “Decreased average customer waiting time by 15% ...” 

• “Expanded customer base by 25% …” 

SHOW THAT YOU’RE MORE THAN YOUR WORK EXPERIENCE 

Highlight experience that you have that may not specifically be applicable to the job you’re 
applying to, but that might provide information on the impact you have on the community 
at large. Consider adding: 

• Military Service 

• Volunteer Work 

• Awards and Honors 

ODDS AND ENDS 

• Make sure your email address looks professional (keep this in mind if you have to cre-
ate a Google email account to use Google Drive). 

• Though most templates have a spot for your mailing address, do not feel the need to 
put your full address. Your city and state will be adequate (and often looks cleaner). 

• Do your research. Look at other examples on the internet, especially examples of what 
not to do. 

During difficult economic times, it is extremely important to set yourself apart from your 
competition when applying for a job. We have compiled some tips to help you create a 
strong resume to put you in the best position possible. 
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