
Resume Enhancement Advice 

Date: [Insert Date] 

Dear [Recipient's Name], 

I hope this message finds you well. I wanted to take a moment to offer some suggestions and 

enhancements for your resume that could help you stand out in the job market. 

1. Tailor Your Resume 

Make sure to customize your resume for each job application. Highlight experiences and skills 

that align with the specific role. 

2. Use Action Verbs 

Incorporate action verbs such as "achieved," "developed," and "implemented" to demonstrate 

your contributions effectively. 

3. Quantify Achievements 

Where possible, include numbers to showcase your accomplishments. For example, "Increased 

sales by 20%" is more impactful than "Responsible for sales increase." 

4. Professional Formatting 

Ensure your resume has a clean, professional layout. Use bullet points for easy readability and 

consistent font styles. 

5. Highlight Relevant Skills 

List skills that are most relevant to your desired position, especially those mentioned in the job 

description. 

Please let me know if you have any questions or if you'd like to discuss these suggestions further. 

I'm here to help! 

Best regards, 

[Your Name] 

[Your Contact Information] 


