As an HR professional, and Adjunct Professor in Human Resources Management, I am often asked what hiring managers want to see in a résumé:  

No "objective."  We know what your objective is — you want a job.  Instead, show me a summary of your qualifications.  

· What makes you stand out?  

· What makes you different from the dozens of other people who are applying for the same position?
We do not want to see a copy of your job description.  

Instead, give me a description of your major accomplishments.  A bulleted list is fine.  

It is not about what you were responsible for because that says nothing about how well you actually did it.  Tell me how you benefited the company.  

What kind of quantifiable goals did you achieve?  Did you save the company money?  If so, how much?  Did you exceed sales goals?  By how much?  Did you increase something profitable or decrease something unnecessary or adverse?  Provide details.

If you are listing job “dates,” provide more than just the year; include both month and year.  Year-only is misleading, probably in some cases deliberately, and leaves a bad impression.

Without exception, the résumé needs to look professional; 
Correct spelling and grammar

Name, address, phone number, and e-mail address should be at the top

Your name needs to be on each page, in case pages get separated.  

The e-mail address needs to be professional, and not something on the order of sexkitten@domain.com.
Provide education clearly, including name of the institution, city, state, and your major.  If you attended but did not graduate, make that very clear.  

Include any special certifications, but include enough information so that the employer knows what they mean.  

If you use acronyms, also spell them out in full.
Include volunteer work, if you can relate it to the job you’re trying to land.  Include leadership roles and any major accomplishments.

