Computers and Office Procedures

What we now think about RESUME WRITING 

Your Name : 
Write True or False after each question.  Explain your answer by writing  a sentence explaining why you think each question is true or why you think it is false.
1.  It is better to have a two-page resume rather than only one.


2.  List personal data like age, marital status, height, weight on your resume.

3. It is correct to put abbreviations in your resume.

4. Print your resume on very bright paper to get attention.

5. To prepare a scannable resume you concentrate more on format and content rather than on fancy fonts, lines, and graphics.

6. The word resume comes from the French word “resumer” which means to summarize.

7. List your salary requirements in your resume.

8. Do not put your photograph on your resume.

9. Only 2 of 100 resumes are ever read by employers.

10.  It is acceptable to use pronouns like I and We in your resume.

11.  List all of your education including elementary school.

12.  You don’t have to have a job objective listed on your resume.

13.   If you don’t have paid job experience, you can list volunteer work.

14.  Don’t list hobbies on a resume unless relevant to the job.

15.  List your references on your resume.

16.  The only correct resume format is chronological order.

