
A resume is a summary of your education, skills and experience and serves as a written introduction to a potential employer. A good resume will enhance your chances of being asked for an interview. There are many different formats and you should choose the one that works best for you. To find good samples, check the Career Development literature rack.  Also try Microsoft Word templates and web sites such as naceweb.com’s career library.





  BASICS

Your resume should highlight your most important achievements and qualifications and focus                                   on skills necessary for your field. It should be clear and concise both in appearance and
   wording. 

· Present information in reverse chronological order.

· Do not exceed one page.

· Use good quality white or off-white resume paper and envelopes.

· The font should be simple (e.g. Arial, Times New Roman) and no less than 

      size 10.
· Use abbreviations only for state names.

· Make sure margins are equal.

PROOFREAD to be sure there are no spelling or grammatical errors.  Do not rely only on spell-check as it may overlook a correctly spelled word that does not belong in the sentence.  Have someone else, ideally someone in Career Development, check it before duplicating. They may see mistakes you missed.





RESUME SECTIONS 

1. HEADING - or contact information.  This includes address, phone and email.  Be sure your email address and phone message are professional.
2. OBJECTIVE

This should be a clear statement about the type of job you are seeking. Avoid excess language or unclear sentences such as: A job that will enable me to utilize my management skills and allow me to develop and grow in my career. This does not help the recruiter know what sort of position would interest you. It also shows a lack of clear goals. Better objectives would be:

· To obtain a position in communication with a focus on Radio.
· An entry-level position in International Marketing.
3. EDUCATION

For college undergraduates or recent graduates, education is the strongest selling point and should be listed first. If you transferred from another college or if you studied abroad, list those experiences directly below your current college. Include your grade point average if it is good and list academic honors such as Dean's List or scholarships.

4. RELATED COURSE WORK

List classes you have taken that relate to your job objective. This is an optional section but is good to include if you have not had much work or internship experience in your field.

5. EMPLOYMENT EXPERIENCE

Include work and internship experiences listing the most recent first. The name of the employer should be followed by city and state. The position title should be on the next line. Describe your responsibilities using descriptive action verbs (see chart in this book) and industry keywords. Select only the most relevant and impressive facts. You can give details on your interview. Use present tense for current positions and past tense for those in which you are no longer hold. Focus on achievements and quantify your accomplishments when appropriate, e. g.  Increased sales of books 125% over the previous year.  Do not undersell your experience, but never exaggerate or lie.  Use Industry keywords to be sure to have them picked up by computer scanners.
6. VOLUNTEER EXPERIENCE 

Use either the format for employment or activities depending on the relevance to your objective.

7.  COMPUTER AND LANGUAGE SKILLS

This can be two separate sections or can be combined, depending on space constraints. You can also use this section to list miscellaneous special skills.  List computer programs you know and level of language ability.
8.  ACTIVITIES

List especially those activities that are relevant to your field or demonstrate skills such as leadership, teamwork, interpersonal skills for example, Student Government, Team Sports and clubs related to your major.
9. REFERENCES

It is not necessary to say References Available on request.  But it is good to prepare a separate sheet listing the names and contact information for references.




RESUME ACTION VERBS

Supervision/Leadership


Change



Achievement
conduct




adjust



attain

control




change



achieve

convince 



eliminate



complete

compare




expand



effect

cemonstrate



improve



master

encourage



increase



produce

direct




propose



participate (in)

guide




reconcile



provide

instruct




reduce



lead




remodel



Functional Action

manage




revamp



assemble

monitor




revise



build

negotiate




Efficiency


compile

oversee




accelerate


coordinate

persuade




expedite



engage

program




apply  



implement

promote




maintain



inventory

schedule




reinforce



keep

stimulate








maintain

supervise




Decision


operate

support 




choose



organize

train




decide



plan






determine


prepare





enlist



produce

Assistance



resolve



program

advise




select



research



assist




order



receive

carry out








select

consult with



Creativity


sell

guide




conceive



structure

help




create



process

notify




design




observe




develop




perform                                                           establish



Demonstration
support



             
expand

             

demonstrate





generate



exhibit

Evaluation



implement


illustrate


assess




initiate



perform

analyze








present



conceive








prove

conceptualize



Communication


show


compare




consult






define




contact




estimate




edit

examine




explain

forecast




interview

inspect




investigate

interpret




lecture

observe




negotiate

pinpoint




record

recommend



research

review




report

project teach



summarize

solve




teach

survey




train

Cover Letters
Always enclose a cover letter when you send your resume; this includes email and faxed responses. The cover letter gives you an opportunity to link your qualifications to the specific requirements and show how you can be of value to the organization.  Your letter should be tailored to each job and individually typed.  Try to obtain the name of the person responsible for hiring rather than “To Whom it May Concern”.  You can call the company for this information.

Cover letters should be no longer than three or four paragraphs.  Use simple, direct language with correct grammar and spelling. Use the same paper stock as you use for your resume. 

Street address








City, State  Zip Code








Date

Name of Hiring Person

Title

Organization

Business Address

City, State  Zip

Dear_______:

PARAGRAPH  I
· Identify the position you are seeking and how you learned of it (newspaper, Career Office).

PARAGRAPH II
· Show knowledge and interest in the organization. Mention what attracts


      you to the company, e. g. it’s quality product, reputation for excellence.

· Link your qualifications, accomplishments, skills to the job requirements giving examples.       

PARAGRAPH III
· End with an action statement e. g. I will contact your office next week to follow up.
· Say thank you.








Sincerely,








Signature








Your full name, typed

Thank You Letters

You should always send a thank you letter to the recruiter following an interview. You can use the letter to state your continued interest in the position and highlight specific points that arose during your discussion. You can include information you forgot to mention during the interview. Thank you letters are usually typed in business letter form. Hand written letters on simple note cards or stationary are also acceptable. You should send a thank you within two days of the interview.
Sample Thank You








Your Address








City, State, Zip Code








Date

Mr. Thomas Jones

Director of Public Relations

XYZ Corporation

209 Smith Street

New York, New York 10022

Dear Ms. Jones:

I enjoyed our meeting on Thursday, March 4th, and would like to confirm my interest in the position of Media Assistant.  As a result of our discussion, I am even more enthusiastic about working with XYZ Corporation.

The opportunities you described within the Public Relations Department sound both challenging and exciting.  My skills in the area of research, writing, public speaking and community relations would allow me to make a positive contribution to your organization. 

Thank you again for your time.  I hope you will give my application serious consideration.  I look forward to hearing from you.  








Sincerely, 








Signature








Your Name (typewritten)

      RESUME AND COVER LETTER GUIDE


              Office of Career Development and Internships


College of Mount Saint Vincent


	             	











