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Content Features 

Common Contents 
  
--Education 
--Work History 
--Skills and Knowledge 
--Honors/ 
Awards/Licenses/Certificates 
-- Activities/Organizational 
Memberships 
--References 
 

 
Name 
 
            Contact information 
 
                      Objective statement 
 

 

 

General Rules 

>everything fits on ONE page 

>careful consistency throughout 

>dates included, in ascending 

order with most recent first 

>Quandrant test: each quadrant 

of page should roughly have 

equal amounts of text and white 

space 

 

>seek to meet the 20 second test 

(everything comprehensible in 20 

secs) 

Document Design Principles 

Alignment 

--columns and tabs used to create 

balance and differentiate information 

--left justification 

--bulleted lists for non-chronologic info. 

Contrast 

--font size and bolding used to 

differentiate text 

--headings in larger, bold, san serif font 

--text 12 pt. font (no less than 11 pt.), 

serif 

Linguistic/Rhetorical Feature 

-- Use of incomplete sentences starting with active verbs as well as strong 

nouns with appropriately descriptive adjectives. (Beward empty or over-

flashy adjectives). 

 


