Office of Career Services - Resume Writing Basics


	DO INCLUDE
	DO NOT INCLUDE

	Standard length= 1 page 

(Exceptions: exhaustive, solid, career history)


	Social security number



	‘Objective’: What you will give, not get

	Age



	‘Education’: right after ‘Objective’ if still in school 

	Marital status



	Anticipated month & year of graduation 
	Photo of yourself



	GPA if at least 3.0

Dean’s List, year
	‘References’: No details- just “available upon request.”
*If not enough space, can omit ‘references’ section



	‘Related Coursework’: If you need to fill space, include titles of courses taken in your major 

	Use of  “I”



	‘Experience’: Your title, name of company, city/neighborhood, state, date range when worked

	Fancy text & graphics



	No more than four bullets per employer

· Do not use stars, nothing too big either

· If need more than four bullets, opt for combining sentences; A small paragraph like this one is okay.


	High school info unless very pertinent and/or undergraduate & professional activities are too scant



	Scholarships, internships, awards, honors, club membership, special projects, volunteer work


	Complete addresses (no street #s, zip codes)

Names of supervisors



	Quantify: numbers impress so use whenever possible (how many team-members worked with, phone calls answered, scholarship amount, etc.)

	Hobbies / interests unless need to fill space and/or connected to objective



luring with bait: the resume, (and cover letter), should give just enough info to make a recruiter want to grant you an interview- then that’s where you hook the fish! 
 SUGGESTIONS FOR WORDING ‘OBJECTIVE’ & DUTIES IN ‘EXPERIENCE’ SECTION

objective
· To contribute my professional experience and academic training to assist an organization reach its goals.

· To contribute my professional experience as well as my academic preparation to assist a business reach and maintain its optimum goals.
· To seize opportunities for your company’s growth by utilizing my skills, my academic training, and my initiative, in a challenging and rewarding position.  

· Seeking challenging career opportunity which will allow me to utilize my academic background and professional experience, as well as my excellent interpersonal skills, to further your organization’s success.
· To obtain a position within your company, where my experience, academic training, and my dedication, can be utilized to enhance your organization.

· Seeking employment as a reliable and diligent office assistant, with extensive experience and solid organizational skills, to work in a dynamic office environment.

· Currently looking to secure a banking position where my initiative, team-work and devotion can be utilized to increasing profits for the organization. 
· A position which allows me to apply my technical computer experience to help achieve strategic company goals. 

· To contribute my positive work characteristics of dependability and team work, as well as my experience and academic achievement, to assist your organization reach its best levels.

· To obtain a position in an organization where my competence, versatility, and personal skills add value to the organization and its services.     

· To obtain a position where my proven technical skills, my solid knowledge of the accounting field, and my strong work ethic contribute to the growth of your organization.

Currently pursuing a challenging position where my educational and professional training and demonstrate my potential to broaden your organization.

· To assist your organization in reaching its goals by making the most of my…. 

Tutor / Caregiver

· Assist students in toileting

· Monitored and oversaw the safety of students under my care; Prepared schedule, organized and participated in recreational activities.
· Ensured completion of scheduled tasks; Assisted with academic work

· Assisted head teacher in preparation and implementation of curriculum; Carried out classroom management strategies

· Addressed academic needs by providing one-on-one and group tutoring

· Scheduled all medical appointments; Advocated on behalf of client

· Administered medications, prepared meals, and ensured safety of patient

· Assisted patient with daily hygiene needs; Provided emotional well-being via recreational activities.

Problem Solving

· Troubleshooting to settle issues and following through to ensure resolution.
· Formulate procedures for systematic retention, protection, retrieval, and transfer of client records
· Adopt an organized approach to problem solving including implementing solutions and analyzing results 

· Exceptional capacity to multitask; while maintaining critical thinking skills essential to providing competent and dignified care.

Customer Service

· Interface with clients by providing extraordinary customer service
· Review and analyze highly confidential and sensitive elements that require the exercise of considerable tact and diplomacy. 

· Eased frustration by providing support and encouragement 

· Handled customer complaints with patience & sensitivity
Sales/Retail/Financial

· Manage cashiering activities in areas of purchasing, returns, and exchanges, and enforced store policies; Process credit card payments for customers. 

· Handled all credit and cash transactions, as well as returns; Maintain and balance cash drawer. 

· Meeting and exceeding sales and referral goals; Employed up-sell, cross-sell, switch-sell techniques.
·  Answered customer queries regarding purchase options

·  Interacted with vendors to ensure timely payments, and negotiated sales thus increasing company profits by 15%.
· Maintained attractive and safe shopping floor; Assisted with creation of holiday displays and promotions to ensure maximum revenue

· Demonstrated effective persuasive skills in retail

· In-store resource personnel
· Review production statistics and coordinate business meetings

· Executed budget forecasts and cash flow analyses 

· Assisted customers using a combination of product knowledge and a strong sales background.
· Answer/and refer financial questions 
· Prepared financial statements for audit

Office  

· Handled office main phone lines: Routed calls, took messages, answered common questions.

· Ordered office supplies, oversaw shipments and deliveries; Facilitated the preparation of delivery documents

· Train and orient new representatives/staff/personnel/new and existing staff 

· Handled both dial-in and dial-out phone contacts with tact and professionalism 

· Opened, sorted, routed incoming mail, answered correspondence, and prepared outgoing mail

· Operated office machinery, such as photocopiers and scanners, fax machines, and voicemail systems

Miscellaneous

· Conversant in Spanish and understands Portuguese

· Made recommendations for dismissal
· Exceptionally organized and expedient in planning and scheduling
· Interdepartmental coordination
· Congenial and enthusiastic contributor and supporter of team goals
· Ensure adherence to all requirements and regulations

· Goal-driven management style

· Professional Profile- One year of related work experience in combination with strong academic training and credentials in: 

Technical/Computer

· Types 45 WPM and excellent 10 key calculator skills

· Proficient in MS Office Suite: PowerPoint/Word/Excel/Outlook/Access/Publisher 

· Presentation software such as Microsoft Office PowerPoint

· Data entry utilizing a custom software program
· Basic computer hardware assembly and component/device replacement
· Install and perform minor repairs to hardware, software, or peripheral equipment.
· Learn new software applications quickly 

· Generate outgoing purchase orders for specific products; Process incoming purchase orders received via email, fax, and phone.
· Prepare spreadsheets, letters and other documents for potential and existing buyers.

· File and retrieve organizational documents, records, and reports.

· Internet search engines: Windows Explorer, Mozilla Firefox, etc.
· Good PC hardware, software and Windows Operating system troubleshooting skills 

· Cleared back-log in manual/electronic records

· Enter commands and observe system functioning to verify correct operations and detect errors.

· Set up equipment for employee use, performing or ensuring proper installation of cables, operating systems, or appropriate software.

·  (Effectively) understand features and benefits of…

· Complied with accuracy standards while maintaining high production rates

· Partially automated the process of auditing monthly sales projections, which saved time and created consistency in the reporting.
· Maintaining proper documentation to promote organization within the workspace.
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