
IIDA SHIFT21 Prep Sessions
The Do’s and Don’ts of Resumes



What is a resume?
● A resume is a document that lists 

○ your work experience and emphasizes skills

○ education

○ volunteering and achievements

● A resume and CV (Curriculum Vitae) are different

○ A CV emphasizes academic accomplishments

○ Used when applying for positions in academia, fellowships, and grants

○ Can include publications, posters, and presentations 

Think of a resume as Step 1 in a 3-step process 

(1. Resume, 2. Portfolio, 3. Interview)



Resume Do’s

● DO proofread! Spell check, grammar check, 

punctuation check, peer review

● DO clearly identify your name and contact 

information

● DO lead with your Education until 1-2 years 

within the industry

● DO use action words and take credit for the 

things you made happen

● DO let others know if you have included 

them as a reference

● DO answer the question, “What does this 

bring to the employer?” 

● DO study bad resume examples 

Basics for the 

Interior Design Industry



Resume Don’ts

● DON’T write a novel for each job, keep it 

concise

● DON’T include unnecessary personal 

information 

● DON’T include inaccuracies about your 

qualifications or experience 

● DON’T use passive language and negative 

comments about your former employer

● DON’T include information that could work 

against you (age, photo, GPA, etc.)

● DON’T use that email address from 9th grade. 

Make a professional one

Basics for the 

Interior Design Industry



Examples:

- Responsible for managing team of five sales 

representatives

- Responsible for hitting monthly sales goals

- Responsible for communicating weekly with clients 

to ensure success

VS

- Manage, mentor and develop a team of five sales 

representatives

- Consistently attain and exceed monthly sales goals

- Lead weekly client meetings to foster open 

communication and ensure ongoing success

How do I use action words? 

(Responsibilities vs Achievements)



How do I use action words? (Responsibilities vs Achievements)

Make it sound impactful with stronger descriptions:

● Prospect for new business opportunities by making cold calls and following up on leads.

VERSUS

● Aggressively prospect for new business by completing 50+ cold calls a day and pursuing leads to ensure 

pipeline sufficiency.

Use keywords (employers may use an applicant tracking system):

● 3+ years of experience in web development

Convey relevant skills:

● Took coffee, food, and other beverage orders and prepared them for customers quickly and effectively.

● Delivered excellent customer service and prompt food and beverage delivery.

EQUALS

● “This person knows how to be efficient with their work and can be put in front of a client.”



What do you mean by visual hierarchy and consistency?



Resume Do’s

● DO keep it simple - no need for an entire 

brand/graphic identity here. Less is more

● DO have visual consistency between your 

resume, business card, and portfolio

● DO develop a simple template of how you 

want to communicate your information

● DO consider your font choice and color you 

may want to use to communicate the type of 

work you’re interested in (font pairings)

● DO establish a visual hierarchy on the page 

with 1-2 two fonts (ex: all headers are the 

same size, all body text is the same size)

Visuals & Graphics



Resume Don’ts
● DON’T use tiny text or odd fonts. Fonts 

should be legible on screen and in print, sized 

between 11-13 points

● DON’T do anything over the top (origami 

resumes, scented paper, etc.)

● DON’T create a resume that is unique in size. 

Keep it on standard sized 8.5 x 11 paper

● DON’T make your resume a huge file size

● DON’T focus on graphics, but do focus on the 

written content quality

Visuals & Graphics



How can fonts work for you?



How can you add visual emphasis?



What’s happening in the creative industry?



How can you personalize it? 



Thank you!


