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INTRODUCTION 
Building and updating your resume can seem daunting, but it doesn't need to be. Review this resume help 
guide so  you can feel confident making impactful changes to your resume. 
 
BUILDING & UPDATING YOUR RESUME 
Knowing each part of a resume and how they function is important to making your resume work for you. 

Here are some questions to consider when you are building or updating your resume:  
 

● What kind of job are you applying for and what skills are important for that job?  
● What skills do you have that you feel are the most valuable? 
● What jobs or projects have you completed that you are the most proud of? 
● How have you made an impact at your current/previous jobs? When did you go above and beyond? 
● Do you have any references that you can include on your resume? Make sure you contact them and 

ask permission before listing them as a reference. 
 

 



Here are some Frequently Asked Questions that people have when it comes to building or updating 
resumes: 

 
● I currently do not have a resume. Where can I create one? 

○ Microsoft Word: For technology novices and has simple resume templates to choose from 
○ Canva: For those very comfortable with technology and has an abundance of templates to 

choose from 
○ If you have a Gmail account, Google Docs also has basic resume templates available. Gmail 

and Google Docs are both free to use and can be accessed on a computer or through apps on 
your smartphone.  
 

● Can I include color on my resume? 
○ Of course! A small splash of color can help your resume stand out.  

 
● I haven't worked in a while (i.e. stay at home parent or retired individual coming back to the work ). 

How can I explain gaps in my work history? 
○ Your resume profile is a great place to explain work history gaps.  
○ Example: After working as a stay-at-home parent for 7 years, I am looking for professional 

opportunities where I can grow and be a valuable team asset. 
 

● How long should my resume be? 
○ Resumes are encouraged to be 1-2 pages long. 3 pages is fine, but only if all of the information 

is relevant. 
 

● I'm not applying to a particular type of job or within a particular career field. Is a general resume 
effective? 

○ Creating a general resume is a fine route to take. Just make sure that you highlight your 
absolute strengths and consider ways you made a lasting impact in your work history. 

 
CONCLUSION 
Feel free to explore the following resources in the SRLS E-Library for more information: 

 
 

 
 
 
 
 
 

If you need further guidance from a staff member of the Sequoyah Regional Library System, please go to 
https://www.sequoyahregionallibrary.org/ and access the contact form by selecting the “Contact Us” link. 
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