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§ 3.5 

Résumé Preparation 
You Never Get a Second Chance at a First Impression 
 

The goal of a résumé is not to get a job, but to get an interview. There are three fundamental rules for résumé 
preparation: 
 

1.  Keep it simple and honest 
 
2.  Use only one page 
 
3.  Use action verbs 

 
1.  Keep it simple and honest. 
The average attorney gives only 15 seconds of attention to each résumé. A properly prepared résumé will 
enable your reader to focus effectively, almost effortlessly, on the information that most interests her or him. 
Be completely honest about your history. Firms check references more thoroughly these days. In the past few 
years, many attorneys, university football coaches, college presidents, and CEOs have been caught lying about 
their pasts, sometimes about the most trivial matters. Set the ethical standard very high for yourself. Never 
embellish. 
 
2.  Keep it to one page 
A one-page résumé used to be a joke. Now it is the standard. Some attorneys will just throw away résumés 
that are longer. The days are gone when a firm hired the person without an interview, simply because 
someone was impressed by a résumé. Some hints to help keep your résumé to a single page: 
 

 Include only the last ten years of your work history 
 Eliminate unnecessary information, such as “debate club president” 
 Eliminate “References available upon request.” They know! 
 Use smaller margins 
 Prepare an expanded résumé to take with you to the interview 
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3.  Use action verbs 
Use terms that emphasize performance, skills and efficiency. Here are some examples: 
 

generated  implemented  improved 
influenced  interpreted  maintained 
managed  mastered  motivated 
organized  participated  performed 
planned  proposed  provided  
recommended  reorganized  reviewed 
revised   simplified  streamlined  
structured  supervised  supported 
synthesized  trained   undertook 

 

 

 
 


