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How to Write a One-Page Resume: A Complete Guide

In today’s fast �paced hiring landscape, recruiters often spend only a few seconds scanning each résumé. A concise, 

well �structured one �page résumé can capture their attention, showcase your most relevant achievements, and set 

you apart from the competition. This guide will walk you through every step of how to write a one page resume,

from understanding why brevity matters to mastering the layout and content that will make your application shine.

Why a One-Page Resume Matters

While a multi �page résumé might feel like the safest way to list all your experience, it can actually hinder your

chances of landing an interview. Here’s why:

•  Time Constraints: Recruiters often sift through hundreds of applications. A one �page résumé allows them to 

quickly assess whether you fit the role.

•  Clarity and Focus: Condensing your experience forces you to prioritize the most relevant achievements, which 

improves the overall quality of your application.

•  Industry Standards: Many industries—especially tech, finance, and consulting—favor concise résumés. A 

one �page format signals that you understand the norms of the field.

•  First �Impression Impact: A clean, well �organized résumé demonstrates professionalism and respect for the 

hiring manager’s time.

When to Use a One-Page Resume

Not every career stage requires a one �page résumé. Consider the following scenarios:

1.  Early-Career Professionals: If you have fewer than 5–7 years of experience, a single page is ideal.

2.  Career Changers: Highlight transferable skills and relevant achievements on one page to avoid diluting your 

message.

3.  Job Seekers in Highly Competitive Fields: Industries like software engineering, marketing, and product 

management often prefer brevity.

4.  Remote or Freelance Positions: A one �page résumé can quickly showcase your core competencies and 

project highlights.

If you have a substantial background, a two �page résumé may be acceptable, but always prioritize relevance over

length.

Key Elements of a One-Page Resume

To craft a compelling one �page résumé, you need to focus on five core sections:

•  Contact Information

•  Professional Summary or Objective

•  Core Competencies or Skills

•  Professional Experience

•  Education & Certifications



Optional sections—such as awards, publications, or volunteer work—can be added if they add clear value and fit

within the page limit.

1. Contact Information

Place this at the top of the page, centered or left �aligned. Keep it minimal:

•  Full name (bold)

•  Phone number

•  Email address (professional)

•  LinkedIn URL or personal portfolio (optional)

Example:

Jane Doe

(555) 123 �4567 | jane.doe@email.com | linkedin.com/in/janedoe

2. Professional Summary or Objective

Use 2–3 sentences to highlight your most relevant experience, key achievements, and what you bring to the role.

Tailor this section for each application.

Example:

Professional Summary

Results �driven marketing specialist with 4 years of experience in digital strategy, content creation, and campaign

analytics. Proven track record of increasing website traffic by 45% and boosting conversion rates by 12% for

e �commerce brands.

3. Core Competencies or Skills

List 5–8 bullet points of hard and soft skills that match the job description. Use industry �specific keywords to pass

Applicant Tracking Systems (ATS).

Example:

•  SEO & SEM Strategy

•  Google Analytics & Data Analysis

•  Content Management Systems (WordPress, HubSpot)

•  Project Management (Agile, Scrum)

•  Creative Writing & Copyediting

•  Team Leadership & Cross �Functional Collaboration

4. Professional Experience

Showcase your most recent roles first. For each position, include:

1.  Job Title

2.  Company Name, City, State

3.  Employment Dates (Month Year – Month Year)

4.  Three to five bullet points, each starting with a powerful action verb, quantifying results whenever possible.

Example:

Digital Marketing Manager

ABC Retail, New York, NY | Jan 2021 – Present



•  Designed and executed a multi �channel campaign that increased online sales by 30% in six months.

•  Managed a $200K annual advertising budget, achieving a 15% cost �per �acquisition reduction.

•  Led a cross �functional team of 8, fostering collaboration between creative, analytics, and product teams.

Keep each bullet concise—ideally 10–15 words—to maintain a tight page structure.

5. Education & Certifications

Include your highest degree first. For each entry, list:

1.  Degree (e.g., B.A. in Communication)

2.  Institution, City, State

3.  Graduation Year (optional if recent)

4.  Relevant certifications (e.g., Google Analytics Certified)

Example:

Bachelor of Arts in Communication

University of California, Los Angeles, CA | 2018

Certifications

Google Analytics Certified | 2020

HubSpot Content Marketing Certified | 2021

Formatting Tips to Maximize Space

Here are actionable formatting strategies to keep your résumé within a single page while still looking polished:

•  Margins: Use 0.5–0.75 inch margins on all sides. This gives you a little extra room without appearing cramped.

•  Font Choices: Choose a clean, professional font like Calibri, Arial, or Helvetica. Keep the font size between 

10–12 points for body text and 14–16 points for headings.

•  Line Spacing: Use single line spacing and a small amount of space (e.g., 0.1–0.2 inches) between sections to 

improve readability.

•  Bullet Points: Use simple round bullets or dashes. Avoid decorative symbols that consume extra space.

•  Avoid Paragraphs: Keep the résumé mostly bullet �pointed. Paragraphs can quickly inflate the page count.

•  White Space: Don’t be afraid of white space. A clean layout enhances comprehension.

•  Consistent Alignment: Align dates to the right and job titles to the left for a balanced look.

How to Prioritize Content

Deciding what to include can be the hardest part. Follow these steps to ensure you highlight the most impactful

information:

1.  Read the Job Description Carefully: Highlight keywords and required skills.

2.  Match Your Experience: Select achievements that directly align with those keywords.

3.  Quantify Results: Numbers speak louder than words. If possible, add percentages, dollar amounts, or other 

metrics.

4.  Remove Irrelevant Roles: If a role is more than 7–10 years old and doesn’t add value, consider omitting it.

5.  Condense Older Experience: For older roles, use a brief one �line description or combine multiple roles under 

a single heading.

6.  Use Action Verbs: Start each bullet with dynamic verbs like “led,” “implemented,” “optimized,” or “streamlined.”

7.  Include Keywords Strategically: Sprinkle industry-specific terms throughout the résumé, but keep it natural.



Common Mistakes to Avoid

Even seasoned writers can fall into traps. Here are frequent errors that can sabotage a one �page résumé:

•  Overloading with Text: Packing too many details can make the page look cluttered.

•  Generic Language: Phrases like “responsible for” or “duties included” add little value.

•  Using Passive Voice: Active voice is more engaging and concise.

•  Inconsistent Formatting: Mixing fonts, sizes, or bullet styles can distract the reader.

•  Leaving Typos or Grammatical Errors: Proofread multiple times or use a professional editor.

•  Not Tailoring for Each Application: A generic résumé may not resonate with specific hiring managers.

•  Using Excessive Graphics or Images: These can confuse ATS and reduce readability.

Tools and Resources to Help You Build Your One-Page Resume

Several tools can streamline the résumé creation process, ensuring you stay within the page limit and maintain a

polished layout:

•  Resume Builders (e.g., Canva, Novorésumé, Resume.io) offer pre �designed templates that enforce concise 

formatting.

•  Keyword Optimizers (e.g., Jobscan) compare your résumé against a job posting to highlight missing keywords.

•  Grammar Checkers (e.g., Grammarly, Hemingway Editor) help refine language and improve readability.

•  ATS Simulators (e.g., Applicant Tracking System Test) ensure your résumé passes automated screenings.

Checklist Before You Hit Send

Use this quick checklist to verify that your one �page résumé is ready for the hiring manager’s eyes:

1.  Length: Exactly one page (including header and footer).

2.  Contact Info: Accurate and professional.

3.  Summary: Tailored, concise, and compelling.

4.  Skills: Include 5–8 relevant keywords.

5.  Experience: Most recent first, bullet �pointed, quantifiable.

6.  Education: Highest degree first, relevant certifications added.

7.  Formatting: Consistent fonts, margins, and spacing.

8.  Proofreading: No typos or grammatical errors.

9.  ATS Compatibility: No unusual fonts or graphics that might confuse scanners.

10.  Personalization: Each résumé is customized for the specific role.

Conclusion

Mastering how to write a one page resume is a skill that blends concise storytelling with strategic formatting. By

focusing on relevance, quantifiable achievements, and industry �specific keywords, you can create a résumé that not

only fits within a single page but also captures the attention of
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