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Visual Layout
& Design

}First and foremost, your resume needs 
to be easy to read. According to a recent 
study, on average, a resume gets only 9 
seconds of initial attention.

•  Format using white space and a balance 
of prose and bullets. This format leads the 
eye through the document.

•  Use one line to describe the 
company environment.

•  Make sure your achievements are 
bulleted.

•  Avoid big blocks of text and long 
bulleted lists. 

Resume Layout Categories:
•  Contact Information

• Summary Section

• Core Competencies

• Work Experience

• Graphs, Text Boxes & Tables

• Education

To view more resume samples, or to chat with us 
about creating a resume for you, visit

www.chameleonresumes.com

http://www.chameleonresumes.com


To view more resume samples, or to chat with us 
about creating a resume for you, visit

www.chameleonresumes.com

10 MINUTE RESUME CHEAT SHEET

Copyright Chameleon Resumes   © 2022 

Contact  
Information

•  Your name should be larger than
the rest of the contact information.

•  Put your name at the top of the
document, whether you center, 
right or left align.

•  Place your contact information in
the document body and not the 
header or footer.

•  If you went to a reputable or
well-networked school, use
your .edu email address.

•  Use one phone number. Ideally 
use a mobile phone number so 
you can accept texts.

• Include your vanity LinkedIn URL.

Summary Section
•  Include a Job Target Heading. 

This should be the largest font on the page.

•  Use value statments indicating how your 
successes add value to the prospective role. 

Core Competencies
•  Employ keywords from target job descriptions that 

reflect relevant accomplishments.

•  Use topical nouns instead of verbs to highlight 
your skills and to increase recognition by applicant 
tracking system (ATS) software.
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Work
Experience

•  When writing your employment history,
ask yourself the following:
- “How do you know you did a good job?”
- “What did that good job look like?” 
- “ Why did it matter tht you took this

action?”

•  Describe your achievements using verb-
based language that shows how you’ve
made money, saved money, streamlined 
a process or positively contributed to the 
culture of the organization.

•  Strike the right balance between history 
and forward-focused relevancy. Position 
yourself as being able to adapt to new
challenges. 

•  Focus on the last 10-15 years of 
employment history. If you go back
longer than 15 years you may be 
unnecessarily dating yourself. 
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Graphs, Text Boxes & Tables
•  Ensure the information in text boxes, graphs or 

tables are written into the content of the resume, 
in case they do not show up.

•  Use Microsoft Word, Borders and Shading 
Function for borders and color variations. 
DO NOT use graphics for lines and colors.

Education
•  Include Education, Certification & Training 

Sections when relevant.

•  Choose to include dates for degrees over 
15-20 years old, but be consistent in including 
or excluding.

•  GPAs matter in financial industries.

Do you want to learn how to land more quality interviews?
Attend our next no-cost resume writing masterclass hosted by Lisa Rangel,  
Founder and Managing Director at Chameleon Resumes. Learn how to land your  
next incredible job faster and the secret behind getting your foot in the door. 

REGISTER HERE:
www.chamres.com/execres

To view more resume samples, or to chat with 
us about creating a resume for you, visit

www.chameleonresumes.com

Lisa Rangel and The Chameleon Team are the only executive resume writing, LinkedIn profile  
development, and job landing consultancy who has been hired by LinkedIn and recognized by Forbes.  
Our 4-Stage META Job Landing System stems from decades of corporate and executive recruiting  
experience to position you to land your next 6-figure role faster.
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