Tips to follow before resume preparation by a fresher:
1. As a fresh graduate what you must keep in mind is the impression that you create on your future employer.

2. There are lots of graduates applying for entry level jobs and hence you have to keep many things in mind. Firstly, remember the length of the resume. At any point of time make it maximum two pages. Be careful with the choice of words and add on only those things that will highlight your importance and how it will benefit the organization.
3. Highlight the achievements which you think will have an edge over others. For example, if having better percentages /CGPA, highlight those percentages. If having any certifications /medals/ prizes etc., highlight those achievements.
4. Use plain white A4 size paper of good quality for printing the resume.
5. Resumes must always be typewritten. Handwritten resumes went outdated.

6. Remember a date is never mentioned in the resume. It will always be in the covering letter. Therefore the same resume you can use again and again by changing the covering letter to suit individual organizational needs.
7. Fresh graduates often pre-empt and include supporting documents and certificates to prove your credentials. No. Not unless you have been specifically asked for. Same goes with a photograph. There is no need for you to enclose or attach one unless you have been asked for one.

8. Don’t ever send across a photocopied resume. Always print it. First impressions do last for a long time. Be careful about the font that you use and colors. Use these judiciously and keep in mind how they will appear on the person’s computer. Font and color that might look appropriate on your system might not seem so on another computer.

9. Pay special attention to punctuation, capitalization where required, the layout and structure of the resume. Divide the resume into paragraphs and be careful of spacing used. Bullet point where ever necessary. Keep yourself in the reader’s shoes and see how it will look from his end.

10. Always keep in mind grammar and spellings. Construct short sentences that convey information in a crisp precise manner. Do not have long rambling sentences. Use the spell check before you hit the print or send button. Use standardized English at all times. Avoid jargons and abbreviations that might not be understood by your recipient.

11. Emphasis organizational achievements you were instrumental in bringing about during your Summer Trainings and Internships. Write in chronological order from the most recent to the furthest away.
12. Content is the king in the resume. Before you sit to pen down your resume jot down all the possible strengths you would want to convey to your employer. Then think of the structure that you would want to adopt for your resume and write all information around it. If we were to have an analogy here it is like a frame or skeleton and then you go ahead and add on the aesthetics.

13. Be very clear of the objective for writing the resume. As once the objective has been decided you can structure your resume around it. Without an objective, a Fresher’s Resume will appear unfocussed.

14. Remember your resume is marketing a brand called you. It is a tool that you could use to your benefit if it is crafted well. See that you enlist your features and benefits that they just can’t be missed. Think of what makes you unique and definitely include that. Make sure that all the relevant information is there.

15. Remember that the resume is to get you an interview and not a job. So don’t go into details for everything otherwise what you will speak at the interview. Be clear and concise. Generate enough interest for you to be called for the interview.

16. Bullet your sentences. That will make it easy for the reader to pick out the important information and will automatically make your sentences shorter. Resumes are usually meant to be scanned and not read in detail initially. So bullets will make the information easy on the eye.

17. Use action and power words to add life and zing to your resume.

18. Try to use as many numbers as possible. This will serve two purposes. One is it will make the information stand out from the rest of it and two is it will let the interviewer know that you are stating facts.

19. Arrange the information chronologically. Let your strengths lead the list. See that all your strong points are showcased right up front and can’t be missed. 
20. Review the advertisements posted and use the key words in your resume to match with what the employer is looking for. You must showcase to the employer your relevant skills and qualification to suit that particular position.

21. Use technical jargons that is specific to IT industry that are used to show your competencies.

22. Focus on the duties that support the objective. Do not for sure include irrelevant data.

23. Show what you know and how varied your knowledge base is. Highlight the skills you have picked up in different fields which could benefit you to multi-task.

24. See that your resume reads easily. Format it carefully, use an appropriate font which is no smaller than 10. Limit the length to not more than two pages.

25. Ask someone to review your resume before you send it so that any flaws can be picked out and rectified. Also ask them to ask you questions based on your resume so you can practice answering convincingly.

RESUME SAMPLE
Ravi Kumar
14-4-234, Mahatma Gandhi Road, Vijayawada 520 003, India
Email: ravikumar@gmail.com
Phone: 91- 9999999999 

OBJECTIVE: To secure a job in the IT industry where I can utilize my knowledge for the organization’s growth

EDUCATION 
B.Tech. Computer Science and Engineering, Bapatla Engineering College,                  Chennai (2006-2010)
Percentage: 86.9


Intermediate (M.P.C.), Narayana Junior College,
Nellore (2004-2006)

Percentage: 87.4

S.S.C., St. Xavier’s School,
Guntur (2003-2004) 
Percentage: 86.5
PROJECT WORK (B. Tech) 
· Built a computer that could work on solar energy. 

TRAINEESHIP EXPERIENCE 
· Helped the professors to research and collate information on various computer related topics.

· Work as a project trainee for a start-up company. Implemented new projects and participated in them. 
COMPUTER SKILLS 
· Software: SQL Server, Apache, CVS, Mathematica, Latex. Also, audio/video formats and codecs.
· Languages: Java, C/C++, STL, Python, Javascript/C# 

· Platforms: Linux, FreeBSD, Windows 98, NT 4.0, 2000. 

ACADEMIC AWARDS 
· Best B.Tech thesis – 2010. Dept of Computer Science. 

· Silver Medalist at the International Mathematical Olympiad at school.

· Ranked 345th in EAMCET Examination – 2006. 
· Ranked 2nd in school in S.S.C. Board Examination.

TRAININGS / CERTIFICATIONS
· A six month course in C, C++ and Java from Durga Software Solutions
· A certification in SCJP from Oracle Corporation
· Communication skills workshops conducted by the British Agency in Bangalore

REFERENCES 
· Will be furnished when asked for.

We will now look at each of the part of the structure of the resume and how to gain maximum advantage from it. 
· The objective is not longer than a sentence or two and in these you need to showcase your ambition in your career in strong words.

· The qualifications and skills that you possess must always mention in chronological order. 
· The objective needs to be precise short and crisp. A badly written objective statement may weaken the overall impact of your resume.
· A good objective statement will draw the reader’s attention to the exact reason for applying for that position. At the same time if you are attending a job fair having openings in various domains (like ITES, IT and various BPO opportunities ) and plan to take many resumes with you, please do not put an objective statement in those as this will narrow down the roles that you can apply for.
Several Headings you could choose from. All these headings need not be in your resume. What you could do is pick the ones that bring out and focus on your best points.

1) Educational qualifications
2) Skill sets that are career related

3) Knowledge of Computer applications
4) Any technical training in your field of expertise

5) Certifications

6) Working under pressure

7) Achievements at school/college
8) Published Work

9) Social service or volunteer work

10) Internships

11) Projects related to your field of specialty
· This is the bare structure outline. You might want to add or leave out certain headings depending on your field and requirements. 
· Always remember the more specific, clear and precise you are the better will be the outcome. Hence you will leave nothing to chance and the opposite person will know exactly what you are trying to convey. 
· This will ensure that you have the most important point right on top. Try and use strong verbs and avoid weak ones such as at the beginning we will resolve versus resolved……….This will make sure that the employer’s focus is drawn to the main points.
“I helped number of juniors in clarifying their doubts” versus “Received appreciation from the college management for helping number of students in clarifying their doubts.”
The second option is better as it begins with an action verb, draws the reader’s attention to what you did and what happened therefore. The proverbial cause and effect.
 

· Read the job descriptions carefully and check whether you are answering their call for the necessary skills stated. Will they consider you to be the ideal candidate after reading the resume? Only add relevant skills and experience and not everything. 
· Think of impact and then draft your resume. Substantiate with sufficient examples. Use the CAR approach that is state the Circumstance, the Action that you took and the Result that it achieved.
· Be extremely careful of the grammar, punctuation used and spellings. You don’t want to create a bad impression from the word go.
· Do not think in terms of the number of words. 
· Do not mention unskilled jobs that anyone could have done. That will not get you hired. 
· The more skilled you are the better are your chances. 
· Use a formal, standard style of writing. Soft and easy words are always good to read.
