
 

 

 

 

 
 

Guidelines for Resume  

 Things to keep in mind before starting out with your resume: While preparing your 

resume, first and foremost consideration is your typography – the font and the size. Next ensure 

usage of good resume keywords. 

 Information that your resume must contain: Updated and correct contact information–your 

full name, address, phone number and email address. Educational qualifications in 

chronological order – it is better to have this information associated with the names of the 

institutes that furnished the degrees or certificates. Mention professional qualification and/or 

training if undertaken. 

 Length and Formulation of the Resume – Resume should not be more than 1 Page. There are 

steps in which you must proceed in order to structure your resume as per planning. Avoid 

unessential capitalization or use of bold letters. 

 Use effective titles for headings: Remember this is where you will be judged. You may add an 

objective statement. Take care to construct the lines. It should not be a paragraph. One or two 

lines are sufficient. Try not to sound too vague. It serves as a pointer to the position you want to 

see yourself in. Do not use generic soft skills like ‘hard worker’, ‘team player’, ‘dynamic’ etc. 

Surely the employers expect these of you but do not like to read them on the resume. 

 No Grammar mistakes: Pay attention to sentence constructions and grammar. Ensure that 

there is zero grammatical error in the document. Make an effort to find out the appropriate 

expressions and spellings. Here is where you make an impression. Be formal and polite in 

approach. Also be precise in your statements. Remember that your training and 

accomplishments must have credibility in form of a diploma or certificate. 

 Be Positive: Above all in; your resume and interview-you must be positive. Therefore, leave off 

the negatives and irrelevant points. Focus on the duties that do support your objective and 

leave off irrelevant personal information like your race, weight, and height. 

 White Space is Important: White space is important. Open up the newspaper and take note of 

which ads first catch your attention. Are they the ads that are jammed full of text, or are they 

ads that have a large amount of unused space ("white space"). This is done to grab your 

attention, as readers are always attracted to open areas. 
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Guidelines for Interview 

 Your appearance should express that you have taken the interview sincerely.   

 Plan to arrive few minutes early at Interview venue. Late arrival for a job interview is never 

excusable. Please make sure the cell phone is not too busy (or engaged) before the scheduled 

interview time. (You might get any important message from Employer) 

 Have a pen and paper ready to take notes during the interview with your resume and verify the 

resume experience. 

 It is difficult to remember latest information about employer especially if you’re interviewing 

with multiple places at once. That’s why “Google Alerts” is a savior; it’s a tool that emails you 

anytime a new story appears for a specific term. That way, you learn about current events 

without searching for them. 

 Express your viewpoint and be professional. If you do not agree with something the Interviewer 

has said do not reject it as invalid. Learn to understand their point of view even if it conflicted 

with your own. This does not mean that you need to accept their point of view. Listen patiently. 

 Create impression that you are dynamic in work and open for learning. It is a very good sign for 

convincing the interviewer. 

 Listen carefully and then answer, do not rush up with your answers even before the question is 

uttered fully. Listen carefully and Give answers with tension free mind; you may even request 

clarification on the question if you really want. 

 During the job interview try to relax and stay as calm possible. Smile. Remember that your body 

language says as much about you as your answers to the questions. 

 Do not discuss about the pay, unless the interviewer asks. 

 The first question in most interviews is “Tell us about yourself” or “walk me through your 

resume”. Make sure you have an effective 2-3 minutes answer prepared. 

 Never apply in non-core companies with longer than one page resume. 

 Highlight any special training or certifications you have. 

 You need to end the interview with. "Thanks for your time. It was nice talking to you and I look 

forward to being a part of your project/company". 
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Guidelines for Group Discussion 

1. Prepare yourself: If you don't know your material ahead of time, you will have less to contribute 

and will understand the discussion less. Research some background information on your topic if you 

are given it ahead of time. 

2. Be confident: If you aren't confident with yourself, you'll be scared of sharing your opinions.         

You need to trust yourself and others and you need to feel confident in your thoughts. Share your 

opinions- it doesn't matter what other people think as long as your thoughts matter to you. 

3. Choose Magazines that are Rich in Content: Always opt for magazines that are content rich and 

not just full of advertisements. Often magazines have columns which are promoting a particular 

institute etc. Avoid such magazines, do some research and buy the best that will be beneficial for you in 

the long run. 

4. Be Aware of Topics that are repeated often: There are topics which re-appear with minute 

changes and minor variations. Be aware of such topics well in advance so that you have ample time to 

prepare for the same.  

5. Work on your Communication Skills: You should be well versed in your communication skills. 

You should have a good vocabulary and a decent command over English. Much before your actual 

group discussion, rehearse well.  

6. Form a debate: Group discussion is weighing the pros and cons of a debatable topic. The group 

discussions are mostly a way to see if how people's views are different, and how they perceive things. 

It's also comparing answers to others. 

7. Be as natural as possible: Do not try to be someone you are not. Be yourself. In an attempt to be 

someone else, your opinions will not be portrayed. 

8. Body Gestures are very important: The panelists observe the way you sit and react in the course 

of the discussion. In a GD, sit straight and be confident; avoid leaning back on to the chair or knocking 

the table with pen or your fingers. 

10. Be the first and also the Last to Speak: As mentioned earlier, initiating a GD is an advantage. 

Closing it too also adds brownie points. If you can grab the opportunity to close the discussion, then 

you should summarize it. If the group has not reached a conclusion try concluding it.  
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