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A successful career starts with a successful resume. There are several tips for writing a 
successful résumé /cover letter and points that are not advisable in this case. Look through 

the following list and comment on the following pieces of advice.

✔ Know the purpose of your resume.
✔ Make sure to use the right keywords.
✔ Don’t use cheap paper. Don’t use bright colors, if you want to look conservative and business-like.
✔ Put the most important information first.
✔ Explain the benefits of your skills.
✔ Avoid negativity.
✔ Don’t write a résumé longer than 2 pages. Never write it on two sides of the same paper. 
✔ Don’t handwrite your résumé. The best way of typing a résumé is using a computer and a printer.
✔ Achievements instead of responsibilities.
✔ No lies, please.
✔ Get someone else to review your resume. 
✔ Don’t include personal information such as weight, nationality, race, desired salary, and the reasons why 

you left the previous job (sometimes personal interests and hobbies).
✔ No jargon or slang.
✔ Consider getting professional help.
✔ Don’t use «I»-statements because it’s a formal document.


