PDF & Documents Cheat Sheet

Quick answers for everyday document tasks.

Paper sizes

US Letter = 8.5 X 11in (216 X 279 mm). A4 = 210 x 297 mm. At 300 DPI, A4 is 2480 x 3508
px and Letter is 2550 x 3300 px.

Sending a resume

Export to PDF so formatting does not shift, name it clearly (Firstname-Lastname-Resume.pdf)
and keep it under the portal's size limit.

Merging scans
Scan each page as JPG, convert to PDF and merge in order. Rotate any sideways pages
before sending.

Privacy

Before sharing, remove pages you do not need (e.g. pages with ID nhumbers). Browser-based
tools that run locally do not upload your file.

Track every application
Log company, role, date, contact and next step in the job application tracker so nothing slips.

Your worksheet

Company Role Applied on Next step

Free calculators that go with this pack: Merge PDF (https://pdfpocket.pages.dev/merge-pdf/) - Split PDF
(https://pdfpocket.pages.dev/split-pdf/) - JPG to PDF (https://pdfpocket.pages.dev/jpg-to-pdf/) - Paper sizes
(https://pdfpocket.pages.dev/paper-size/)
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