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Proparing Graduates for Lite After College




Resume Guidelines & Samples

EMPLOYMENT DATA COLLECTION

Complete one for each occurrence of

Paid Employment, Volunteer Service, Internship, or Military Service

Employer:

Address:

Title:

Date (From / To):

Supervisor’s Name, Title and Phone Number:

Salary:

Duties:

Skills Utilized:

Areas of increased responsibility:

Accomplishments / Honors / Awards:

Other Important Information:

ACTIVITIES

Complete one for each activity

Activity / Organization:

Address:

Phone Number:

Ofice(s) Held::

Date (From / To):

Description of Participation:

Duties / Responsibilities:

Skills Utilized:

Accomplishments / Honors / Awards:

Other Important Information:

LANGUAGE

Complete one for each language

Language:

Proficiency in Speaking:

Proficiency in Reading:

Proficiency in Writing:

Number of Years of Experience:

Application to Employment:

Experience Through Education:

Experience Through Travel:

Other Relevant Information:

EDUCATION

Complete one for each High School, Undergraduate and Graduate Work

School:

Address:

Years Attended (From / To):

Grade Point Average / Class Rank:

Degree Received:

Major Field of Study:

Minor Field of Study:

Important Courses:

Accomplishments / Honors / Awards:

Other Important Information:

Sample Resume

Name

Address

City, State, Zip

Phone

Email

Your contact information must be very easily seen and read. You may have the greatest resume in the world, but if they can't reach you, then you won't get the job.

OBJECTIVE:

There are differing schools of thought about whether you need an objective or not. If you decide to include one, make it specific enough to appeal to those who want to see one but just vague enough so you do not knock yourself out of the running for positions that might get you close to, if not exactly at, you objective. For example, "A position in the marketing field that will utilize my excellent organization and communication skills."

EDUCATION:

For example:

Best University, New York, NY, Bachelor of Arts in English, 1998

Minors in Spanish and French

If your GPA is spectacular (i.e., over 3.8) you can list it if you wish. Otherwise, leave it out.

Also list here any special courses or seminars you have taken.

AWARDS/RECOGNITION:

If you won an award for the best paper on Jane Austen, then by all means, list it here. Limit this to educational or civic awards.

INTERNSHIP(S):

List the company name, the dates you worked, and what your responsibilities were.

WORK/OTHER EXPERIENCE:

List any jobs you have had in the last three years, or any experience that may be relevant to the job you are seeking. For example, if you are looking for a job in publishing, note that you worked in the college library or on the school newspaper. I don't advocate padding, but you can make your jobs sound as impressive as possible by the use of a few choice words and phrases.

COMPUTER EXPERIENCE:

List all the programs and operating systems you know an how fast you can type.

PROFESSIONAL MEMBERSHIPS/ORGANIZATIONS:

List any guilds or organizations that you belong to that are relevant to your work.

Chronological Résumé Tips 

· Horizontal lines help define different sections

· Most college grads list their education before experience

· Only list coursework relating to the position applied for

· Most recent job is listed first

· Use bullets emphasize accomplishments and use numbers to show results

· Use separate sections for special skills

· “References Available Upon Request” is sometimes omitted

Sample Chronological Résumés
Elizabeth Smith

Current Address 








Permanent Address 

1016 Campus Drive, room 312 





1510 Park Street 

College Town, LS 41112 






Hamlet, LS  41112 

453-555-5555 








454-555-5555 

Smith@LS.edu 








Smith@somewhere.com


Objective


To obtain a position in public relations using my communication and promotional skills 



Education



University of Large State 

Bachelor of Arts, English, expected 2010

Minor: Business 

G.P.A.: 3.5/4.0, English Honors Society 

Related Courses 

Public Relations 



The Language of Advertising 

Marketing  




Writing for Mass Media 

Consumer Behavior  


Writing for Business 



Experience



Program Coordinator          








2009-present 

Campus Activities Council, Large State University 

 Initiated and organized the Campus Run for Charity 

 Promoted event with fliers, e-mail, newspaper ads, and campus radio station announcements 

 1,000 students participated 

Campus Tour Guide      










97-98 

Office of Recruiting, Large State University 

 Led weekly tours for prospective students and parents 

 Answered questions and addressed concerns 

 Wrote information sheet explaining campus-housing policy 

 Selected to train new guides 

Administrative Assistant          






 summers, 07 and 08 

ABC Business, Harristown, Large State 

 Drafted correspondence 

 Used Microsoft Word and Excel to type and edit reports 

 Complimented for accuracy and attention to detail 



Foreign Language Skills


Fluent in Spanish 

References available on request
John Graduate

85 Ivy Lane

Higher, ED 10011

411-555-1212

OBJECTIVE: 

To obtain a position counseling disturbed teens

EDUCATION: 
Big Ten University




B.S. Psychology, May 2010




3.8 GPA on 4.0 scale

WORK EXPERIENCE:

7/09 – Present

Youth Counselor at Troubled Kids Network, Higher, ED

· Oversaw the academic progress of emotionally disturbed children

· Taught study skills to under-achieving teens

· Designed new program agendas, which received positive feedback from the participants

· Brought about a great improvement in the academic performance of students

10/08 – 6/09
Research Assistant for Big Ten University Psychology Department, Campus Town, ED

· Administered psychological evaluations to college students

· Coordinated group meetings for the compilation of research

· Modified test results to obtain desired statistical data

· Was promoted to first assistant after producing highly favorable results

ACITIVITES AND HONORS:




Multiple Dean’s List Appearances




Psychology Honor Society




Intramural Soccer Team




Fraternity Social Chairman




Phi Beta Kappa




Summa Cum Laude Graduate

SKILLS:
Computer – WordPerfect 5.1 & 6.3, Microsoft Word, Windows, Lotus 1-2-3

Languages – Fluent Spanish; Competent French

REFERENCES: 
Available Upon Request

CYNTHIA STUDENT
101 Some Street, #A1 New York, NY 10001 * (123) 456-7890 * cstudent@ivyu.edu 
EDUCATION 


Ivy University, New York, NY 


B.A. expected in Comparative Literature, May 2010 

Ivy University in Paris, French Hall, Paris, France 


French Studies in Humanities, Fall 2010 
EXPERIENCE 


Galaxy Charity Fashion Show    






New York, NY 

Executive Producer                                                             


Summer 2006 
· Served as contact to various designers and hair/makeup studios such as Ermenegildo Zegna, ETRO, Tommy Hilfiger, and Diane Von Furstenberg. 

· Wrote press kits, selected models and staff, conducted meetings, ran rehearsals, managed various subgroups within the production team. 

 
Time Warner Inc., In Style Magazine    





New York, NY 

Fashion Editorial      








Summer 2009 
· Chosen to participate in Time Inc.’s Summer Editorial Internship Program.
· Evaluated story content and requested samples from designers 

· Collected, documented, and organized samples upon arrival.  Returned samples to their respective design houses and PR firms after photo shoots. 
· Worked closely with designers, editors, and stylists in completing a story.  

Condé Nast Publications, Vogue               




Taipei, Taiwan 

Assistant to Editor-at-Large      






Summer 2008 
· Assisted in creation of special publication ideas including DIY fashion handbooks, and cookbooks for the chic and health-conscious 

· Represented editor-at-large at various new-product press conferences.  
· Noted important information related to new product launches.   
· Arranged and compiled press releases. 

Ivy University Daily Paper                                 



New York, NY 

Layout Staff Member                                                  

      Fall 2007-Spring 2008 
· Selected important World National news stories to be featured daily. 
· Constructed layout using QuarkXPress. 

Jamei Chen, Fashion Designer                                  



Taipei, Taiwan 

Assistant                                                                  



  Summer 2007 
· Helped organize and manage fall fashion show and photo shoots.   

· Served as press contact. 

SKILLS/INTERESTS 
· Microsoft Office, Windows, Excel, Adobe Acrobat, QuarkXPress. 
· Fluent in Mandarin Chinese and French.  Familiar with Cantonese,
· Swimming, music and traveling. 

Kathleen Smith
101 Some Street # 101

New York, NY 10027

ksmith@ivyu.edu

(123) 456-7890

EDUCATION 
Ivy University, New York, NY 




Bachelor of Arts expected May 2010 



Major:  Political Science                 



GPA:  3.5  (Dean’s List, 2008- 2009) 



Thesis:  The Politics of Russia’s Economic Reform 



Study Abroad: Ivy University in Paris - French Hall (Spring 2007)  

EXPERIENCE 

Summer 2009     DC Coalition Against Domestic Violence Advocate- Washington, DC  
· Assisted clients with the process of getting an order of  protection
· Interviewed clients to understand their situation and needs. 
· Referred clients to social service organizations. 

· Worked directly with plaintiffs in DC Superior Court. 

Summer 2009
Peace Action Canvasser- Washington, DC  
· Located contributors and recruited members by canvassing door-to-door 

· Obtained donations and membership renewals over phone. 

Spring 2009
Electric Artists Marketing Intern- New York, NY 
· Promoted music and video products on Internet. 

· Conducted research and compiled results in databases. 

Fall 07-Spring 08 Barnard College Career Development Assistant- New York, NY 
· Provided administrative assistance. 

· Created and updated bulletin boards and employment postings.  

Summer 2007
UNICEF Volunteer, Child and Woman Rights/ Information Officer-Namibia  
· Researched issues concerning women and children in Namibia.   

· Drafted documents for UNICEF and affiliated organizations. 

· Volunteered at affiliated programs 

· Worked extensively in field with people impacted by social projects. 

2006-2007

Model United Nations Delegate- Boston, MA and The Netherlands  
· Researched/prepared resolutions to real conflicts debated at United Nations. 

· Presented and debated resolutions in discussion for a.  

ACTIVITIES 

2008
   


Pre- Law Athena Society, Member 

2006- 2007


Model United Nations, Director, Delegate & Member 

Aug 2007- 2008

New Student Orientation Program,  Orientation Leader 

SKILLS/ INTERESTS  
Computer:   

Windows, Microsoft, Excel, PowerPoint, Word Perfect, Macintosh 
Languages:   

Fluent in French & proficient in Spanish. 
Interests:  

Travel, cooking, and writing.   

Functional Résumé Tips 

· Leave adequate margins on all sides

· Objective statement should address the position applied for

· Bold capital letters emphasize major headings

· Include specific achievements

· Identify major skills required for the position, begin statements with action words

· Brief work history goes at the end

Sample Functional Résumés
Sarah Jones

1310 Rock Ledge Street

Hamlet, Large State 41112

454-555-5555

OBJECTIVE 

Receptionist position using my customer service, administrative, and communication skills 

EDUCATION 

Large State Community College 

A.A. in Liberal Arts, expected May 2010 

G.P.A.: 3.6/4.0 

Hamlet High School 

Diploma, May 2006 

G.P.A.: 3.3/4.0 

EXPERIENCE 

Customer Service 

Selected for the express lane while working as a cashier 

Directed customers to product locations 

Served restaurant patrons and responded quickly to requests 

Handled food substitutions and special requests efficiently 

Administration 

Recorded meeting notes and maintained membership roster for College Outdoors Club 

Calculated restaurant customers’ bills accurately 

Type 60 words per minute 

Communication 

Explained menu items to customers 

Relayed special requests to chef 

Received A’s in speech and composition classes 

Computer Applications 

WordPerfect, Word, Windows 98 

WORK HISTORY 

Table Server, Good Food Restaurant, Hamlet, Large State, 2009 

Cashier, Blue Skies Chain Store, Hamlet, Large State, 2007-2008 

References available upon request
Jane Jobless

13 Unemployment Lane

Penniless, IOU 00001

123-456-7890

JOB OBJECTIVE
To pursue a career in the tourism industry that utilizes my organizational, communication, and interpersonal skills

EDUCATION

Private University, College Town

Bachelor of Business 2010

College X Study Abroad in Tokyo, Japan

RELEVANT SKILLS


Organizational

· Planned and budgeted social events for two hundred residents of a university dormitory

· Updated and implemented a new filing system at a busy corporate office

· Developed a personal itinerary for a three-month tour of the Far East

· Expedited the delivery of as many as forty simultaneous dinner orders

· Computerized the accounts of a large restaurant and caterer with Quicken software

Communication

· Coordinated itineraries through effectively communicating with tourism businesses such as airlines, train companies, bus lines, travel agents, hotels, and hostels in various foreign countries

· Exhibited strong persuasion abilities to achieve highest sales in telemarketing division

· Presented explanations of meals to large parties of customers to help them select those best suited to their individual tastes and dietary needs

· Wrote promotional fliers for residence hall activities

Interpersonal

· Developed the ability to interact with people from diverse cultures backgrounds through extensive foreign travel and advising dormitory residents

· Established amiable rapports with restaurant patrons

· Mediated in multiple dormitory disputes to arrive at outcomes favorable to all parties involved.

EMPLOYMENT HISTORY

8/09 – Present

Resident Advisor: Freshman Dorm, Private U., College Town

5/09 – 8/09

Food Server: Smorgasbord, Suburb, Home State

5/08 – 9/08

Telemarketer: Annoying Co., Suburb, Home State

5/07 – 8/07

Secretary: The Tire Shop, Suburb, Home State

References Available Upon Request

Plain Text Résumé Tips

· E-mailed or database resumes are written in plain text without columns, bullets, or bold or italic styles

· Put your name at the top on its own line

· Put your phone number on it’s own line

· Use a standard-width typeface like Courier

· Keywords make your resume easier to find in a database

· Capital letters emphasize headings

· End each line by hitting the enter key

· No line exceeds 65 characters

· Space between asterisk and text

· Asterisks and plus signs replace bullets, never email an attachment

Sample Plain Text Résumé

CHRISTINE TECHIE 

1078 Campus Drive 

College Town, LS 41112 

454-555-5555 

Techie@somewhere.com 

KEYWORD SUMMARY 

BS Computer Science,2010, C++, Visual Basic, Assembly, FORTRAN, TUTOR, HTML, CAD, PATRAN, Oracle, MS Office, IBM 630/670, Windows NT, UNIX, Programmer 

EDUCATION 

Bachelor of Science, Computer Science, 2010

Large State University, College Town, Large State 

Minor: Mathematics 

G.P.A.: 3.0/4.0 

Related Courses 

Database Design, Compiler Design, Systems Architecture, Operating Systems, Data Structures 

COMPUTER SKILLS 

Languages: C/C++, Visual Basic, Assembly, FORTRAN,TUTOR, HTML 

Software: CAD, PATRAN, Oracle, MS Office 

Systems: IBM 360/370, Windows NT, UNIX 

EXPERIENCE 

Support Desk, Large State University, 07-09 

* Maintained computer systems in campus lab 

* Installed applications and performed troubleshooting 

* Instructed students on applications and systems 

Programmer (Intern), Generic Company, 06-07 

* Wrote instructional programs using TUTOR language 

* Corrected errors in pre-written programs using C++ 

* Altered existing programs to fit user needs 

Data Entry Clerk, ABC Sales, summers 06, 07 

* Updated inventory and sales data 

COMMUNICATION SKILLS 

Served as Vice President of Computer Science Society 

Received A’s in technical writing and speech classes 

++ Willing to relocate ++ 
