Resume Formats for the Electronic Age
	Resume format
	When to use?
	How to create?


	ASCII Plain
	In an e-mail body, or to cut and paste to an online form
	1. In MS Word set your margins so that your lines will be 6.5 inches long.

2. Use font size 12.  With most fonts it will give you about 65 characters per line, and accommodate most e-mail programs

3. Save as “text only”, or “text only with linebreaks”

4. Open the resume in Notepad and check appearance.  Replace any symbols which do not appear correctly (bullet points)

5. If line length needs to be changed, use “Wrap Text” command in the “Edit” menu

6. Check it by sending a copy to yourself and to s.o. using a different e-mail program

	ASCII Rich – Rich Text Format, or *.rtf
	As an attachment
Older e-mail programs may not support attachments
	1. Create the resume using your text editor (most often MS Word)
2. Save the resume as a Rich Text Format (*.rtf) file

3. Attach the resume to the e-mail.  Pay attention whether you are warned not to send attachments

	ASCII Hypertext Résumés
	Most effective when used in combination with other self-marketing techniques in a coordinated job search campaign
	1. Do not create an HTML file to send as an attachment – it can not be saved in a database and would create more work for the recruiter.
2. The HTML format in itself is not a proof of your professional capabilities as an IT specialist

3. Useful when posted on the Internet
4. Consider them a supplement – not replacement – to a traditional resume

	Scannable resume
	Whenever the resume may be scanned for a database.  With recruiters and big companies
	1. Send originals:  faxed copies or photocopied printouts do not scan well
2. Use popular fonts, font size 10 – 14

3. Avoid: tabs, graphics, shading, script fonts, italics, underlining, bold-faced text. Avoid horizontal and vertical lines, parentheses and brackets, compressed lines of text.

4. Keep names and addresses on different lines
5. Do not use images, including bullet points

	Keyword-based resume
	Whenever the resume may be kept in the database and scanned for keywords
	1. Use nouns and phrases
2. Use industry specific jargon

3. Include keyword summary
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