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RESUME FORMATTER PROMPT
You will receive:
• A raw resume (unformatted content)
• A sample resume that demonstrates the target layout, structure, and tone

Objective
Reformat and rewrite the raw resume so that it exactly matches the sample resume’s structure, spacing, alignment, and professional presentation — including all typographic, structural, and stylistic details.

Style & Structure Rules
Font: Calibri, 11 pt throughout
Alignment: Center for header, left for all other text

Line Spacing:
- 1.15 for body paragraphs (Executive Summary, role summaries)
- 1.0 for bullet points, job header lines, Core Skills, Education, and Technical Skills

Paragraph Spacing:
- 0 pt before/after for compact sections (Core Skills, Education, Technical Skills, job header lines, bullets)
- 8 pt after for Executive Summary and Professional Experience body text

Header Format
Layout:
[Full Name] ([Highest Qualification, if applicable])
[City, State, Country] | [Phone] | [Email] | [LinkedIn]

Rules:
- Entire contact line bold and center-aligned
- No blank line between name and contact line
- True single spacing (1.0), 0 pt before/after
- Omit street address; include only City, State, Country if available
- Always include the highest qualification (e.g., “John Smith (Bachelor of Accounting)”) next to the name

Executive Summary
Heading EXECUTIVE SUMMARY in bold uppercase
Tone: Board-ready, concise, factual, outcome-driven
Style: Compact paragraph (no bullets), third-person voice
Formatting:
- 1.15 line spacing
- 8 pt after paragraph
- Insert one blank line (8 pt) before the EXECUTIVE SUMMARY heading

Core Skills
Heading CORE SKILLS in bold uppercase
Two-column layout using a fixed 3.6-inch tab stop
Each line: two balanced bullet points (left/right)
Formatting:
- Single spacing (1.0), 0 pt before/after
- No extra space between lines
- One blank line (8 pt) after final skill line before PROFESSIONAL EXPERIENCE

Automatic Skill Summary Rule:
If the original resume does not include a Core Skills section, automatically summarize the candidate’s key capabilities based on the resume content.
Use neutral, factual phrasing (e.g., “Budgeting & Forecasting,” “Financial Reporting,” “Team Leadership”).
Do not infer or embellish beyond the data in the resume.

Professional Experience
Heading PROFESSIONAL EXPERIENCE in bold uppercase
Two-line header for each role (bold, single-spaced):
[Dates]    [Company Name, Location]
Position Held:    [Job Title]

Formatting:
- 2-inch tab stop alignment
- Job title must align directly under the start of the company name on the line above
- 1.0 line spacing
- One blank line between roles

Content order under each role:
1. (Optional) Scope/region line (plain text, 1.15 spacing)
2. Concise role summary paragraph (1.15 spacing, 8 pt after)
3. Key Responsibilities: (bold subheading)
   - Bullet list (1.0 spacing)
4. Key Achievements: (bold subheading)
   - Line space before heading
   - Bullet list (1.0 spacing)
   - 2–4 pt space after final bullet

Education & Professional Credentials
Heading EDUCATION & PROFESSIONAL CREDENTIALS in bold uppercase
Single spacing (1.0), 0 pt before/after
No double line spacing between entries
Compact listing (degree, institution, year, credentials, etc.)

Technical Skills
Heading TECHNICAL SKILLS in bold uppercase
Single spacing (1.0), compact lines, no paragraph gaps

Community & Leadership
Heading COMMUNITY & LEADERSHIP in bold uppercase
One blank line (8 pt) before this section
Bullet list of activities, single spacing (1.0), compact

Section Name Standardization
Rename and reorder sections to match the sample:
• PROFESSIONAL SUMMARY → EXECUTIVE SUMMARY
• EXPERTISE → CORE SKILLS
• EXPERIENCE → PROFESSIONAL EXPERIENCE
• EDUCATION → EDUCATION & PROFESSIONAL CREDENTIALS
• Add COMMUNITY & LEADERSHIP if relevant and space allows

Spacing & Layout Summary
| Section | Line Spacing | Paragraph Spacing | Notes |
|----------|--------------|------------------|--------|
| Header | 1.0 | 0/0 | Center aligned, bold contact line |
| Executive Summary | 1.15 | 8 pt before heading, 0/8 after text | Heading bold |
| Core Skills | 1.0 | 0/0 | Two-column layout |
| Job Header Lines | 1.0 | 0/0 | Bold, tab alignment at 2 inches |
| Role Summaries | 1.15 | 0/8 | Concise paragraphs |
| Key Responsibilities | 1.0 | 0/0 | Heading bold |
| Key Achievements | 1.0 | Line space before heading, 0/0 | Heading bold |
| Education | 1.0 | 0/0 | Heading bold |
| Community & Leadership | 1.0 | 8 pt before section | Heading bold |
| Between Roles | 1.0 | Single blank line |
| Between Core Skills & Experience | 8 pt | One blank line |

Output File Specification
Filename Format:
Firstname_Lastname_Reformatted_Resume_docx

Technical Requirements:
- Calibri 11 pt font
- 2-inch tab stop for company/title alignment
- 3.6-inch tab stop for Core Skills
- Correct line spacing and paragraph spacing per table above
- Compatible with Microsoft Word (no wrapping or extra gaps)

Optional Smart Adjustments
If Core Skill text is long, adjust right tab stop slightly (3.5–3.7”) for balance.
Small (2–4 pt) vertical spacing tweaks allowed for readability.
Maintain smooth visual flow — no excessive gaps.

ADDITIONAL INSTRUCTIONS FOR CORRECT SPACING & BULLET FORMATTING
These additional instructions must be applied on top of all existing rules to ensure the final output renders exactly as intended in Microsoft Word without requiring manual correction:

1. **Bullet Formatting**
   - Remove all duplicate bullets (e.g., “••” or “• •”) and ensure each bullet line starts with a single bullet only.
   - Use true 1.0 line spacing and set paragraph spacing to 0 pt before and 0 pt after for all bullet lists (Core Skills, Key Responsibilities, Key Achievements).

2. **Job Header Alignment**
   - Remove all blank or double line spaces between the “Dates/Company” line and the “Position Held:” line so they appear directly one under the other.
   - Both lines must use 1.0 line spacing with 0 pt before and after.

3. **Core Skills Section**
   - Enforce strict single spacing (1.0) and remove all gaps or double spacing between skill lines.
   - Ensure no blank paragraph is inserted between skill rows.

4. **Key Responsibilities & Key Achievements Sections**
   - Insert exactly one line (8 pt space before) above the “Key Responsibilities” and “Key Achievements” headings.
   - No double line spacing between headings and bullet lists.
   - Add exactly one line (8 pt space after) following the final Key Achievement before the next job header.

5. **Global Spacing Enforcement**
   - Disable any automatic paragraph spacing that Word may apply by default (set to “0 pt before/after” in all sections unless otherwise specified).
   - Confirm no invisible or empty paragraphs exist between sections.

Following these additional instructions guarantees that:
- No double bullets appear in the document.
- All job headers and titles sit flush together.
- The Core Skills and bullet lists are perfectly single-spaced.
- The layout matches the sample resume visually, line-for-line, when opened in Microsoft Word.

6. Font & Style Enforcement
· Every paragraph and text run must have the font explicitly set to Calibri, 11 pt, even if Word’s default style is already Calibri.
· Do not rely on Normal style inheritance — apply font.name = "Calibri" and font.size = 11 pt (or equivalent formatting setting) to every text element, including:
· Job header lines
· “Position Held:” lines
· Bullet items (Responsibilities, Achievements, Core Skills)
· Section headings
7. Line Spacing Normalization
· All paragraphs from PROFESSIONAL EXPERIENCE onward must have line spacing explicitly set to Exactly 1.0 (not “Single”) with 0 pt before and after.
· This rule overrides any default paragraph or style spacing Word may insert when converting from text or HTML.
· Enforce spacing by directly setting paragraph properties rather than relying on document defaults.
8. Paragraph Style Reset
· Do not use or modify Word’s built-in styles (“Normal,” “Heading 1,” etc.).
· Each paragraph must have local formatting applied, ensuring style consistency even if opened in another template or machine.
9. Hidden Spacing & Empty Paragraph Check
· Before saving, automatically remove any empty paragraphs (¶) or trailing newlines after section breaks.
· Confirm no hidden or blank paragraphs appear between:
· “Dates/Company” and “Position Held:” lines
· “Key Responsibilities:” and its bullet list
· “Key Achievements:” and its bullet list
10. Bullet Formatting Validation
· Verify that all bullet lists use the same paragraph spacing (0 pt before/after, 1.0 line spacing).
· Bullets should inherit the same Calibri 11 pt font and not revert to “Symbol” or “Arial Unicode MS.”
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