
Guidelines for Preparing and 
Submitting Electronic Resumes

 Your resume will likely be viewed with 80 character lines and 24 lines to a screen 
page.

 Use an 8 ½ x 11 page format.  (If you plan to fax it, print it on white paper.)

 Use an easy-to-read typeface (font), such as Times, Helvetica, or Courier, at a point 
size of 11 or 12.

 Avoid tabs (use space key), underlines, boxes, columns, italics, and shading.  Also 
avoid boldface, vertical or horizontal lines, columns, graphics, and bullets.

 Use capital letters for section headings.  Use commonly recognized headings—
WORK EXPERIENCE:, EDUCATION:

 Use key skill words from a job description or advertisement.  Key words are 
normally nouns rather than action words.  Key words indicate qualifications and 
knowledge.  For example, an administrative assistant might use key words such 
as data entry, filing, database management, word processing, and Microsoft Office 
Professional.  

 Some resume banks offer fill-in-the-blank templates, complete with instructions.

 Be concise, but you may use more than one page if necessary.  The computer can 
handle multiple-page resumes.

 E-mail a copy of your resume to yourself to see what it looks like.  (You can do this 
from an Internet site that allows you to create your own resume using this format.)  
When including a resume in the body of an e-mail, use a 65-character line with a 
hard return at the end of every line.

NAME					                 Cell:  Number

Address					      Home:  Number

City, State, Zip				     E-mail:

OBJECTIVE

To obtain a position as a Public Safety Officer that utilizes my education, skills and 
experience to their maximum potential.

SKILLS AND QUALIFICATIONS

~Team Player		  ~Excellent Problem Solver			  ~Self-Starter

EDUCATION

Southwestern Illinois College, Belleville, Illinois                  		     May 2008

Associate in Applied Science--Administration of Justice  		  GPA 4.0/4.0

RELATED COURSEWORK

• Introduction to Administration of Justice	    • Police Administration

• Policing:  Methods and Ethics		     • Juvenile Delinquency

• Introduction to American Government	    • Criminal Law

• Rules of Criminal Evidence		     • First Responder EMS

• Criminal Investigation/Case Preparation	    • Police Report Writing

INTERNSHIP

Southwestern Illinois College, Belleville, Illinois 			   Spring 2005 
Public Safety Intern

~Enforced applicable policies, regulations, and laws.

~Regulated activities for the general public and college visitors.

~Protected the property from fires, theft, vandalism, trespassing, and other hazards.

~Reviewed daily log and investigated incidents that occurred during work shift.

WORK EXPERIENCE

Pizza Hut, Belleville, Illinois	 				    June 2002 to Present 
Manager

• Supervise and schedule fifteen employees.		

• Manage budget, reconcile accounts and corporate reporting.

• Open and close restaurant, nightly security check.

• Inventory, order supplies and restock.




