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Five tips for crafting the perfect resume 
 
Written by Samita Sarkar 
 
Since I started Blossoms Editing Services, I have edited several 
resumes from customers, discovering a lot of the same areas for 
improvement despite the diverse fields in which they worked. 
Sometimes, customers would call me after I finished editing their 
resume, and ask me if I thought there was something a little “extra” 
that they could do to make themselves stand out even more. Here’s 
what I think.
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Highlight your skills 

TIP 

1
 
A lot of the resumes I see have impressive points buried under obscure 
subheadings located halfway through or towards the end of the resume. 
Don’t make potential employers dig through the dirt to uncover your 
gems; show them off! 

 

Showcase yourself  
 
It’s always a good idea to have a section right at the top of your resume 
that showcases your best assets. The section can be titled something 
like “Highlights,” “Profile,” or “Summary.” What this section includes 
will vary from person to person. Maybe you graduated with top marks 
from a prestigious school. Perhaps you have over 10 years of related 
experience. Or you might have volunteered somewhere interesting, 
participated in an organization, or facilitated a cool event. Whatever 
you want potential employers to find out about you right away without 
having to fish through the rest of the resume—put it down here! 
Choose four or five key points in total for this section. 

 

Show employers what you can do for them 
 
It’s one thing to write that you have so much experience translating 
documents for Company X, but how did all that hard work you did 
ultimately benefit the company? Make sure you spell out in concrete 
terms how your skills have helped other companies get ahead, so 
employers know that if they hire you, they’ll get ahead, too. It’s great to 
use adjectives to explain how your tasks demonstrated your skills and 
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work ethic, but the best resumes also describe how you helped a 
company to succeed. Remember, in the employer’s mind, it’s all about 
them. It’s not about you. 
 
Check out the following examples: 
 
OK:  
Translator at Company X, 2012–2013 
• Interacted with customers, responded to requests, conducted 
interviews, and translated documents. 
 
Better:  
Translator at Company X, 2012–2013 
• Demonstrated customer service and organizational skills to interact 
with clients and respond to requests in a timely manner, conduct 
professional interviews, and translate documents within company 
deadlines. 
 
Awesome:  
Translator at Company X, 2012–2013 
• Demonstrated customer service and organizational skills to interact 
with clients and respond to requests in a timely manner, conduct 
professional interviews, and translate documents within company 
deadlines. 
• Translated over a hundred documents and built solid customer 
relationships with over 50 clients, increasing Company X’s exposure to 
hundreds of potential leads. 
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Keep it short and sweet 

TIP 

2
 
In your resume, you need to be specific about who you are and what 
you can do. However, no one has the patience to read through a long, 
wordy resume. Employers don’t want to have to think too much 
about how you could be a fit for their company; they’d rather just 
glance through the resume, get impressed, and call you. Be succinct 
and straightforward. If they’re interested in knowing more, they can 
look you up online, or better yet, call you for an interview.  
 

The “two page max” rule 
 
You should almost never have a resume longer than two pages, unless 
there is a very good reason. (One exception to this rule is mentioned 
on page 9.) In fact, one page is ideal. If you’re an academic and would 
like to include a list of journal publications, it’s best to provide a link 
to your website, where employers can check out what you’ve written 
at their own leisure, if interested. 
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Be consistent 

TIP 

3 
 
Like all documents, resumes look great when they follow a consistent 
layout. This includes spacing, font size, and font type. If you started 
using circular bullet points, make sure your entire resume contains the 
same type of bullet points. Also make sure that there is the same 
distance between the bullet and the text. The first example shows 
different spacing (1.15 and 1), a larger gap between the bullet point 
and the text, and different fonts and font sizes, whereas the following 
example is consistently formatted. 
 
Example 1: 
Translator at Company X, 2012–2013 

• Demonstrated customer service and organizational skills to 
interact with clients and respond to requests in a timely manner, conduct 
professional interviews, and translate documents within company 
deadlines. 

• Translated over a hundred documents and built solid customer 
relationships with over 50 clients, increasing Company X’s exposure to 
hundreds of potential leads. 
 
Example 2: 
Translator at Company X, 2012–2013 
• Demonstrated customer service and organizational skills to interact 
with clients and respond to requests in a timely manner, conduct 
professional interviews, and translate documents within company 
deadlines. 
• Translated over a hundred documents and built solid customer 
relationships with over 50 clients, increasing Company X’s exposure to 
hundreds of potential leads. 
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Make use of headers and tabs 
 
Don’t be afraid to play around with the settings in MS Word. The 
header on the first page of your resume should contain your name in 
a large font, your email address and your phone number. (I actually do 
not recommend putting your address on your resume. If you must, it 
is much safer to put your city of residence, rather than your complete 
address.) If your resume contains a second page, the header for that 
page can be different. Double-click the header area and select 
“Different First Page,” right under the “Design” tab (see below). 
 

 
 
The header on the second page can be simpler. For instance, it can 
contain only your name, or just your name and email. 
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Tabs are another cool feature that people don’t use enough of in their 
resumes. For example, by setting the tabs in the left-hand corner to 
align left or right, and then clicking where you want them to go on the 
grid, you can align text exactly where you want it when you press the 
“tab” key. This looks much cleaner than hitting the space bar a 
million times because you want something right-justified, and is a 
“safer” option because when you edit the parts of your text before the 
tab (in this case, the job title), the years on the right stay where they 
are.  
 
Dangers of No Tabs: 
Translator at Company X                                               2012–2013 
• Demonstrated customer service and organizational skills to interact 
with clients and respond to requests in a timely manner, conduct 
professional interviews, and translate documents within company 
deadlines. 
  
Scientist at Corporation Y                                                      2009–
2012 
• Responsible for finished products method development and 
validation. 
• Conducted data interpretation and created report reviews. 
 
 
With Tabs: 
Translator at Company X  2012–2013 
• Demonstrated customer service and organizational skills to interact 
with clients and respond to requests in a timely manner, conduct 
professional interviews, and translate documents within company 
deadlines. 
 
Scientist at Corporation Y 2009–2012 
• Responsible for finished products method development and 
validation. 
• Conducted data interpretation and created report reviews. 
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Be creative! 
 
Clean, consistent resumes are awesome, but a resume does not need to 
be boring to be aesthetically pleasing. In today’s economy, it is more 
important than ever to make yourself stand out. Play around with 
Word’s different resume templates and experiment with different font 
styles.  
 
If you are applying for a creative job or at a forward-thinking 
company, you can take things up a notch with the following two steps, 
proceeding with caution. 
 

Use colours 
 
Because most resumes are sent digitally, don’t be afraid to use colours. 
What looks good in print does not necessarily look good on a 
computer screen, and vice versa, so it’s important to get with the 
times. 
 
For example, B2B marketing documents called “white papers” earned 
their moniker because when they were first produced in the 90s, they 
were often just lengthy black and white text documents, printed out on 
standard paper. A quick internet search for modern white papers turns 
up beautiful documents with tasteful but impressive use of colours and 
graphic design, and they’re only getting fancier. Resumes are 
undergoing a similar trend, particularly in creative fields. 
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If you are sending your resume out digitally—especially if you are in an 
industry like marketing, communications, sales, or design—colours 
look great on a resume and are a way to brand yourself. If you are a 
small business owner, you can also put your company’s logo in your 
header beside your name.  
 

Dare to take it even further 
 
Those applying for creative positions can 
further use their resume to demonstrate what 
they can do by designing their resume in such 
a way that it is tailored for the job.  
 
For example, marketers can create resumes that look like infographics 
that inform the employer how they can address a current need within 
the company.  
 
Graphic designers can showcase their skills by grouping their work 
experience into text boxes or even circles.  
 
Here is my exception to the “two page max” rule: business or 
proposal writers can go all out and format their resume to look like a 
business proposal, complete with cover letter, executive summary, 
portfolio, credentials, and appendices that include references and 
other extra information. Remember, you’re sending these out digitally 
so there’s no guilt about killing trees, and you’ve clearly shown your 
potential employer that you can think outside of the box and know 
how to write a business proposal. They’ll call you for an interview and 
won’t bother to ask for writing samples.  
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Thank you for reading this guide 
 
Resume writing is an important skill, but it can be tricky. You are up 
for scrutiny, and nobody wants to be judged for being too “out there.” 
At the same time, we want the company that is the best fit, because no 
one wants to feel fake or uncomfortable at work. Let the company get 
a flavour of who you are and don’t be afraid to stand out; it will do 
much more good than harm. With these resume tips, you will be able to 
create a convincing resume, set yourself apart, and find companies that 
will appreciate your assets. As long as you keep in mind that employers 
are operating from a mindset of what is best for their company, and 
you show them how you can deliver, you will be successful in your job 
search.  
 
If you have any questions about resume writing or need any more help 
with your resume, feel free to get in touch with me through my website. 
 
Best wishes, 
Samita Sarkar 
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