
steps to make a resume

steps to make a resume are essential for job seekers aiming to present their
qualifications effectively and secure employment opportunities. Crafting a professional
resume involves understanding the key components that employers look for and tailoring
the content to highlight relevant skills and experiences. This article outlines the
comprehensive process of resume creation, including preparation, formatting, content
structuring, and finalizing the document for submission. Employing SEO-optimized
strategies and keyword integration ensures that resumes stand out both to human
recruiters and applicant tracking systems. Following these guidelines will help applicants
create a polished, impactful resume that accurately reflects their professional background.
The following sections provide a step-by-step approach to making a resume that meets
industry standards and increases the chances of landing an interview.

Understanding the Purpose of a Resume

Gathering Essential Information

Choosing the Right Resume Format

Writing the Resume Sections

Optimizing the Resume for Applicant Tracking Systems (ATS)

Reviewing and Finalizing the Resume

Understanding the Purpose of a Resume
Before beginning the steps to make a resume, it is important to understand the
fundamental purpose of the document. A resume serves as a concise summary of a
candidate’s professional experience, skills, and education. It acts as the first impression
for potential employers and is critical in securing interviews. The resume must clearly
communicate why an applicant is the best fit for a specific job role.

Defining Your Career Goals
Identifying clear career objectives helps tailor the resume content to align with the
desired job positions. Employers appreciate candidates who demonstrate a focused
professional direction. Defining career goals also guides the selection of relevant
experiences and skills to feature prominently in the resume.



Recognizing Employer Expectations
Employers typically look for resumes that are easy to read, well-organized, and free of
errors. Understanding these expectations ensures that the resume meets professional
standards and improves the chances of passing initial screening processes.

Gathering Essential Information
One of the preliminary steps to make a resume involves collecting all necessary personal
and professional data. This preparation stage streamlines the writing process and ensures
that no critical details are omitted.

Personal Contact Information
Include accurate and professional contact details such as full name, phone number, email
address, and optionally, a LinkedIn profile or professional website. This information should
be easy to locate at the top of the resume.

Professional Experience Details
Gather job titles, company names, locations, dates of employment, and detailed
descriptions of responsibilities and achievements for each position held. Quantifiable
accomplishments are particularly valuable as they demonstrate impact.

Educational Background
Compile information on degrees earned, institutions attended, graduation dates, and any
honors or relevant coursework. Education details should support the candidate’s
qualifications for the target job.

Additional Skills and Certifications
Document relevant technical skills, language proficiencies, certifications, and professional
training that enhance the candidate’s suitability for the role.

Choosing the Right Resume Format
Selecting an appropriate resume format is a crucial step to make a resume that effectively
showcases strengths. The format determines the visual flow and how information is
prioritized.



Chronological Format
This traditional format lists work experience in reverse chronological order, highlighting
career progression. It is preferred by employers when candidates have a strong,
continuous employment history.

Functional Format
The functional format emphasizes skills and qualifications rather than chronological work
history. It is ideal for individuals with gaps in employment or those changing careers.

Combination Format
The combination format blends chronological and functional elements, presenting skills
followed by detailed work experience. This format suits candidates with diverse skill sets
and relevant job histories.

Writing the Resume Sections
Following the selection of a format, the next step to make a resume is to write clear and
concise sections that collectively present the candidate’s profile.

Crafting a Strong Resume Summary or Objective
A summary or objective statement at the beginning of the resume provides a snapshot of
the candidate’s qualifications and goals. It should be customized to the job description and
use impactful language.

Detailing Work Experience
Each job entry should include the job title, employer, location, and dates of employment.
Use bullet points to describe key responsibilities and achievements, incorporating action
verbs and quantifiable results where possible.

Highlighting Education
List educational qualifications starting with the most recent. Include degree titles,
institutions, graduation dates, and any honors or relevant academic projects.



Listing Skills and Certifications
Include technical skills, language abilities, and professional certifications that are relevant
to the desired position. Organize these in a clear, easy-to-read format.

Optional Sections
Depending on the candidate’s background, additional sections such as volunteer work,
awards, publications, or professional affiliations may be included to add value.

Optimizing the Resume for Applicant Tracking
Systems (ATS)
Modern recruitment processes often involve automated screening software called
Applicant Tracking Systems. Optimizing resumes to be ATS-friendly is a vital step to make
a resume that reaches human recruiters.

Using Relevant Keywords
Incorporate keywords and phrases from the job description naturally throughout the
resume. This increases the likelihood that the resume will be flagged as a good match by
ATS algorithms.

Maintaining Simple Formatting
Avoid complex design elements such as tables, graphics, or unusual fonts that ATS
software may not interpret correctly. Use standard headings and clear section titles.

File Format Selection
Submit resumes in commonly accepted file formats like .docx or PDF, ensuring
compatibility with ATS systems.

Reviewing and Finalizing the Resume
The final phase in the steps to make a resume involves thorough review and polishing to
ensure accuracy, professionalism, and effectiveness.



Proofreading for Errors
Check for spelling, grammar, and punctuation mistakes. Errors can create negative
impressions and reduce the chances of selection.

Ensuring Consistency
Verify consistent formatting, font sizes, and alignment throughout the document.
Uniformity enhances readability and presents a professional appearance.

Seeking Feedback
Obtain reviews from trusted colleagues, mentors, or professional resume services to gain
constructive criticism and improve the resume quality.

Customizing for Each Application
Tailor the resume for each job application by emphasizing the most relevant experiences
and skills in alignment with the specific role’s requirements.

Understand the purpose and employer expectations1.

Gather all necessary personal, educational, and professional information2.

Choose the appropriate resume format based on career history3.

Write clear, concise, and targeted resume sections4.

Optimize the resume for ATS by incorporating keywords and maintaining simple5.
formatting

Review, proofread, and customize the resume before submission6.

Frequently Asked Questions

What is the first step to making a resume?
The first step to making a resume is to gather all your personal information, including
your contact details, work experience, education, skills, and any relevant certifications.



How should I format my resume for clarity?
Use a clean, professional layout with clear headings, bullet points for easy reading, and
consistent font styles and sizes to enhance clarity.

What sections are essential to include in a resume?
Essential sections include Contact Information, Objective or Summary, Work Experience,
Education, Skills, and sometimes Certifications or Awards.

How do I tailor my resume for a specific job?
Customize your resume by highlighting relevant skills and experiences that match the job
description, using keywords from the job posting.

Should I include a resume objective or summary?
Including a resume summary or objective is recommended as it provides a brief overview
of your qualifications and career goals, helping employers quickly understand your
suitability.

How can I make my resume stand out to recruiters?
Focus on quantifiable achievements, use action verbs, keep it concise, and ensure there
are no spelling or grammatical errors to make your resume stand out.

Is it important to include keywords in my resume?
Yes, including keywords from the job description helps your resume pass through
Applicant Tracking Systems (ATS) and catch the attention of recruiters.

What should I avoid when creating a resume?
Avoid including irrelevant information, using unprofessional email addresses, including
too much jargon, and making the resume too lengthy or cluttered.

Additional Resources
1. Resume Mastery: Step-by-Step Guide to Crafting the Perfect Resume
This book breaks down the resume-writing process into manageable steps, making it easy
for beginners to create an effective resume. It covers everything from choosing the right
format to tailoring content for specific jobs. Readers will find practical tips, examples, and
common pitfalls to avoid.

2. The Ultimate Resume Blueprint: Building Your Career One Step at a Time
Focused on strategic planning, this guide helps job seekers understand how to structure
their resumes to highlight their strengths. It includes detailed instructions on how to
identify key skills, quantify achievements, and use action verbs. The book also offers



advice on customizing resumes for different industries.

3. Stepwise Resume Writing: From Draft to Interview
This book provides a comprehensive approach to resume creation, emphasizing the
importance of each section. Readers learn how to craft compelling summaries, select
relevant experience, and optimize keywords for applicant tracking systems. Additionally, it
includes exercises to practice writing and revising.

4. Resume Success in 9 Steps: Your Path to Landing Interviews
Designed as a step-by-step manual, this book guides readers through nine essential stages
of resume development. It highlights how to research employers, quantify
accomplishments, and present information clearly. The book also addresses modern
resume trends and digital considerations.

5. Crafting Resumes That Work: A Step-by-Step Workbook
This interactive workbook encourages readers to actively participate in building their
resumes through guided exercises. Each chapter focuses on a crucial step, such as
choosing a format, writing bullet points, and proofreading. It’s ideal for those who prefer
hands-on learning.

6. From Blank Page to Job Offer: The 9-Step Resume Formula
This title walks readers through a proven formula to transform a blank document into a
compelling resume. It emphasizes clarity, relevance, and professionalism in each step. The
book also provides tips on avoiding common mistakes and standing out in competitive job
markets.

7. Resume Roadmap: Nine Essential Steps to Career Success
This book acts as a roadmap, outlining nine clear steps to develop a resume that resonates
with hiring managers. It covers how to analyze job descriptions, tailor content, and
highlight transferable skills. Readers gain insight into the psychology behind resume
reviewing.

8. Polish Your Resume in 9 Steps: Techniques for Job Seekers
Focusing on refinement and presentation, this guide helps readers enhance their existing
resumes through nine targeted steps. It includes advice on formatting, language use, and
eliminating errors. The book also discusses how to adapt resumes for online applications.

9. Resume Writing Made Simple: 9 Steps to Get You Hired
A straightforward and accessible guide, this book simplifies resume writing into nine easy
steps anyone can follow. It offers clear explanations, sample resumes, and checklists to
ensure completeness. Ideal for first-time job seekers and career changers alike.
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