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      A lot of writers simply skip over the recommendations of how to use numbers when writing.

      It’s not something that should be ignored though. The practice of when to use digits and when to spell out the numbers is fairly specific, and different style guides recommend different styles.

      I’ve tried to list the major differences between AP and CMOS, but not all are covered. In addition, if you use a style guide other than AP or CMOS, it may call for something not mentioned here. It’s yet again another reason to pick a guide and stick with it.
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      Before we get started, I’m going to briefly discuss numbers and numerals. By definition, a numeral is:

      
        	A word, letter, symbol, or figure, etc., expressing a number.

      

      There are rules regarding when to use the word numeral versus number. I’m going to ignore those rules and use number or numbers for most things, however, if I do use numeral it will refer to the symbol. Figure may also be used to represent a numeral.

      Another note is that while I may say “Do it this way,” whether you decide to spell out the numbers or use numerals is up to you. No matter what you do, be consistent. Pick a style guide and follow it.

      How to Use Numbers When Writing

      When writing, I like to spell out the numbers one through ten and use the actual numerals for those over ten. Most style guides agree on spelling out numbers one though nine, so you’re safe doing that.

      They begin to differ immediately after, though. CMOS recommends spelling out numbers up to one hundred and using numerals after that, except for round numbers, and AP Stylebook recommends spelling out the numbers zero through nine and using numerals thereafter—until one million is reached.

      An example might be, “The farmer had six cows. But you might write, “The farmer had 34 chickens,” or you could stick to the CMOS recommended “thirty-four” chickens.

      One occasion when numbers are used extensively is when you are writing résumés. Résumés are filled with dates, dollar amounts, sales figures, and percentages lost or saved. Because of that, how to use numbers on a résumé is a good way to learn about the many options. When I worked in that business, I wrote a blog about using numbers on a résumé, so I thought I’d include it here.

      Everything You Need to Know about Numbers on Résumés

      Reading Résumés . . .

      . . . is a boring job, the kind of job that can put you to sleep if you’re not careful. That’s why it’s important that the person writing the résumé does everything in their power to keep the résumé screener awake and to make sure the screener doesn’t get frustrated.

      One of the worst offenders on résumés is inconsistency, and when we talk inconsistency—numbers (and everything dealing with them), take home the prize.

      Dates

      Résumés are full of dates: the year you graduated, the date range you worked at each company, the date range of the positions you held, dates of accomplishments, dates of awards, etc.

      Quite often, these dates are expressed in as many different ways as there are dates.

      Many ways are acceptable. The important thing is to be consistent.

      Months Spelled out? Or Numbers?

      The place where dates are used most are in the “Work History” section, and the biggest problems are that some people use numbers to represent months, and some spell the months out. Either way is right, as long as you are consistent.

      Obviously this doesn’t apply just to résumés; it is a guide for all usage.

      August 1999–May 2003 is perfectly fine, but so is 08/1999–05/2003, or even 8/99–5/03. Problems come up when someone starts out with one style and switches to another—usually to save space or to make the date fit on one line.

      I strongly suggest picking one style and sticking with it, regardless of formatting. My personal preference is using numbers for months combined with the full year, like this: 08/1999–05/2003.

      On a side note, the punctuation separating the dates should be an en dash, not a hyphen or an em dash, and the en dash should be used with no spaces surrounding it.

      ❌ 08/1999-05/2003. (Do not use a hyphen.)

      ❌ 08/1999—05/2003. (Do not use an em dash.)

      ❌ 08/1999 – 05/2003. (Do not use spaces to surround punctuation.)

      ✅ 08/1999–05/2003. (Use an en dash, with no spaces.)

      Note, I said no spaces, but AP Stylebook recommends a space preceding and following the dash.

      Alignment

      I suggest right-aligning the date range for each company. If you don’t know how to do that, take a look at this video. And I suggest offsetting the dates for each position one or two tab stops left of the others.

      Percentages

      Before we start, this may be a good time to discuss the difference between percent, percentage, and per cent.

      A percent is one one-hundredth of something. The online etymology dictionary shows this:

      
        
        1560s, per cent, from Modern Latin per centum "by the hundred" (see per and see hundred). Until early 20c. often treated as an abbreviation and punctuated accordingly

        

      

      A per cent is the same as percent except that when used as two words, it’s mostly British.

      A percentage is the result obtained by multiplying a number by a percent. It is also used when referring to odds, as in “There’s no percentage in betting on that.”

      The easiest way to determine which word to use is to use percent when a number accompanies it and percentage if there is no number:

      
        	Thirty percent of the class was out sick.

        	What percentage of the class was out sick?

      

      Back to Numbers on Résumés

      The most powerful parts of a résumé are often represented by percentages—showing how much money you saved, how many new accounts you brought in, or how much you improved yields, etc. It can be very persuasive. And using percentages can be even more powerful when combined with dollars:

      
        	Increased sales by $6 million, a 24 percent increase from previous year.

      

      I used 6 instead of six to stay consistent within the sentence. Regardless of any of the rules cited above, I recommend consistency within a sentence whenever possible.

      ❌ Cut costs by $1.5 million on a seven million dollar budget.

      ✅ Cut costs by $1.5 million on a $7 million budget.

      Bottom line

      A résumé is a simple document with a lot of complexity. One of the most important things you can do to improve your résumé is to eliminate mistakes. The other is to make it consistent. If you follow the advice presented here, and take a close look at all the numbers you use, you’ll be ahead of the crowd.

      Now back to rules on writing numbers.

      Rules (or one version of the rules)
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