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A resume is a personal marketing document that communicates your career 
objective and value to a hiring company / person.  A strong resume is carefully 
planned and developed (not quickly typed up) in an appropriate format (style) 
designed to showcase your experience and accomplishments in direct relation 
to a specific position. 
 
 
There are as many opinions on the subject of resumes as there are job seekers!  One very 
important consideration when writing or re-working your resume it to remember this is a 
personal document to you, which should highlight your skills, abilities and hopeful fit to the 
roles you are applying for.  If the advice contained below, or from other sources, does not 
make sense to you, then don’t make the changes.  Your resume is often the first impression 
we/companies have of you (actually your covering letter should be), so be comfortable with 
the image and story you are presenting. 
 
Your covering letter should address the position criteria and briefly outline why you are 
suited to this role – ideally it will create a sense of anticipation for the reader that you are 
the one!  The resume should validate your covering letter and further identify your relevant 
strengths and qualifications, and answer a hiring manager's question, "How can you solve 
my problem?" 
 
 
 

COVERING LETTER 
 
You should create a covering letter for each application – treat it as a sales pitch in which 
you're the product. The letter should be an introduction to and not a summary of your 
resume.  Your objective here is to create a level of interest and desire for us to want to 
read your resume.  
 
1. Excite us with the possibility you might be the one we are looking for 
2. Do not let us try to make the connections in your resume, there are too many candidates 

and your experience may be overlooked on this occasion 
3. In a nutshell – be prepared to do our jobs for us. Tell us you are the right person and 

why.  Unfortunately there are many recruiters in the industry without relevant domain 
knowledge or recruitment experience who make decisions on your perceived suitability 
on many occasions...help them help YOU. 

 

• Address the key points of the advertised job ad – do not provide a wonderful list of 
your skills that are not relevant to the job ad, as this is just as frustrating as no covering 
letter at all 

• Use the same words/phrases where appropriate as used in the job ad, as you are now 
starting to develop a small level of rapport with the reader 

• Be succinct - use bullet points where appropriate 

• Spell check. This document represents you, if you do not take care here, what 
standards can our clients expect? I cannot tell you the number of people that have a 
perfect resume, but the covering email/letter has mistakes 

• Use the same font and style as your resume. Consistency is important. 
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In your email application, refer to the fact you have included a covering letter addressing 
the key points. I recommend not having a separate covering letter as an attached 
document, as sometimes they get lost or are not printed out.  Instead, include the covering 
letter as the first page of your resume.  Clearly label this as the covering letter, and have a 
page break to begin the resume proper.  Thus, one document, all together and nothing is 
lost/misplaced/overlooked.  

TIP - if you type up your covering letter as part of your application in the spaces provided through one of 
the job boards, i.e. Seek then most formatting is lost and it tends to become one long paragraph by 
the time we get it – hard to read and easy to bypass 

 
 
 

RESUME 
 
The most important part is the content.  By which I mean you are most likely to be assessed 
against your recent experiences or abilities to do the job we are recruiting for.  The nice 
fluffy feel-good stuff is irrelevant in the first instance, but valuable once we feel your 
experience indicates a likely match.  At this point your profile, inter-personals, interests, 
hobbies and other such achievements are nice to read about.  There should be a clear link 
between what we are looking for, and what you have done (i.e. your work experiences). 
This is just a fact of life at the moment. 
 
Do not use fancy fonts or gimmicks for the resume body. Keep to standard fonts, such as: - 

Times New Roman 
Arial / Arial Narrow 
 

Avoid using radically different ‘styles’ in your resume, as the recruiters PC settings will over-
ride any pretty styles* you may have on your home PC, and result in a resume that is less 
than flattering. Believe me, it happens. 

*style refers to the settings used for various headings, body text styles etc 

 

Basic Common Sense Resume Tips:  

• Spell-check and get someone else to proof read – your eyes often only see what your 
brain expects 

• Do not send PDF versions, as most recruiters will save and print off as a word doc, and 
the formatting goes out the window. Often not as friendly a format for database searches 

• Roles/responsibilities and associated achievements is always a safe layout 

• Use bullet points were suitable – but do not over do this 

• Try to have lots of white space in your resume, it is easier to read (i.e. scan) and 
hopefully pick out the important pieces of information that relate to this particular job. 

• Try not to space out your resume by only using half a page 
(such as this) – there are better ways to add white space and 
allow easy reading than this sometimes used approach. 

• Length of resume is by and large irrelevant. If there is not a sufficient match to the key 
criteria of the role we are assessing you against, then be it 2 pages or 20, it does not 
change your suitability. However, if there is the potential for a match, then extra details 
can be the difference to making it onto our initial internal shortlist. Remember, it is highly 
competitive at the moment, and many good and capable people are still missing out. Try 
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to ensure it is not you because you did not provide enough information in your 
resume…but excessive and irrelevant detail will not enhance your chances! 

TIP – what you did 10-20 years ago will not get you the next role.  We like you to focus in on the more 
recent accomplishments.  Spend a page on the past role or couple of years, and then less and 
less about previous roles. 

 

• Don’t be afraid to use bold to highlight important points, but refrain from using 
underline as this tends to stop our scanning abilities. The effect of using Italics is 
generally lost on the reader unless combined with bolding. Probably suggest resisting 
using either way. 

 

Pretty colours may look good on your screen, but most of us will print off your resume 
and the effect is lost, sometimes making it harder to read (include graphic files at your own 
risk).  This includes using fancy bullet points.  What looks good on your screen can 
sometimes print out in a real mess due to our default settings. 
 

 

Basic resume writing formatting tips: 

• Bold and enlarge your name at the top 

• Keep the sections lined up and consistent 

• Use an Arial or Times New Roman font (or similar) 

• Font size shouldn't be smaller than 11pt or larger than 12pt, except for various Headings 

• Avoid the use of formatting tables 

• Submit as Word document, not PDF 

 
 
 
 
 
 

For further job hunting help and tips - http://www.alexanderporter.com.au/candidate-resources 

 
 
 
 
 
 
 
NOTE these are personal opinions, based on experience and common sense.  Ultimately, you need to be 
happy with how your resume represents you. The above suggestions are merely observations, pointers and 
hints based on my years of recruitment experience. 
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