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Chapter 4

Step 2: Create a Compelling Marketing Campaign, Part I: Résumé

Figure 4.1 The Six-Step Job Search Process—Step 2
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Chapter 4 Step 2: Create a Compelling Marketing Campaign, Part I: Résumé

1. A brief written account of
personal, educational, and
professional qualifications and
experience, usually prepared
by an applicant for a job.

2. Refers to a bold move or
presumption.

Overview

Market Yourself First with Your Résumé

At this point in your search, you have completed step 1 with a specific industry,
function, and geography in mind.

Step 2 (creating a compelling marketing campaign) consists of four distinct
tools that can help construct a strong, effective, and successful job search:

Your résumé

Your cover letter
Your online profile
Your pitch

=W N =

This chapter will focus only on your résumé. Chapter 5 "Step 2 (Continued):
Create a Compelling Marketing Campaign, Part II: Cover Letter, Pitch, and
Online Profile" will complete this step, and we will then focus on the remainder
of your marketing campaign: your cover letter, your pitch, and your online
profile.

Marketing Focus. Your résumé’ is a marketing document that sells your
candidacy. It provides an outline of your educational background, your work
experience, and the key skills you have acquired. Your résumé should be marketed
in a format that is pleasing to read, efficient in its use of the English language, and
so concise that it fits on one page. Once you have approximately ten years of
experience, it is more acceptable to have a two-page résumé, but until then, you
should adhere to a one-page document. Recruiters can frown on the audacity” of a
college student with a two-page résumé. Whether you are not sure you can fill a
one-page résumé, or whether you think it’s not possible to fit your information to
only one page, this chapter will help you get to your goal: an exceptional, one-page
résumé.

Quality, Clarity, and Accuracy. Your résumé is the most critical component, or
cornerstone, of your marketing campaign and it must meet two important criteria:
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Chapter 4 Step 2: Create a Compelling Marketing Campaign, Part I: Résumé

1. Your résumé must be written in a clear and concise manner so the
reader can quickly grasp what you offer as a candidate. Most seasoned
recruiters scan a résumé in about seven to ten seconds, but do not let
that short review time throw you. Recruiters have an eye for the key
things to look for in a résumé, so a lot of care should be put into its
construction. That construction should highlight the following
features:

° Your strengths
° Your responsibilities
o Your accomplishments

2. Your résumé must be completely error-free. A résumé represents you
when you are not there. Recruiters look for reasons to reduce the
number of résumés to review, so one error can be all that is needed to
discard your résumé and your candidacy. This is true in both good and
bad economies, so take great care to guarantee 100 percent accuracy.

Proofread your résumé several times, use spell check, and ask someone who is
exceptional at proofreading to review it. Always assume that an error lurks
somewhere in your résumé and review it and review it and review it until you find
that error! Résumés often have the following common errors:

« Misspellings (Spell check does not catch every misspelled word; meat
will not be corrected if you meant to write meet.)

+ Errors in verb tense (Past experiences should be written in the past
tense and current experiences in the current tense.)

+ Grammatical errors of any kind

+ Inconsistent formatting

« Inappropriate length

How to Craft the Perfect Résumé. This is a trick title because there is no perfect
résumé. You could always choose to have a particular bullet written in ways that
are grammatically correct, are results oriented, and use action verbs, but writing a
résumé is not a perfect science. You could show your résumé to five different
recruiters and you might get five different opinions. There is no need to worry. The
important thing is that it is well-written and highlights your accomplishments (no
matter how big or how not so big). It’s important that the format be consistent and
that you get an opinion from a professional, whether it is someone from career
services, a professor, or a person who is currently working in the field in which you
are most interested.
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3. Managed by a college’s career
services office. Specific
companies will come on
campus to interview
candidates. Second rounds and
final rounds will follow either
on campus or at the employer’s
offices.

. Allows you to drop your
résumé at the career services
office for the specific position
in which you are interested.
The company recruiter will
then review all the résumés
and select the top ten or twelve
candidates they will interview
on campus (each schedule
accommodates approximately
twelve individuals).

. Allows the recruiter to select
the ten or twelve individuals
they will interview.

. A hybrid of an open and a
closed schedule.

On-Campus Recruiting. If you are participating in on-campus recruiting’ (when a
company comes onto your campus to recruit), three interview scenarios are
possible: open, closed, or a mixed schedule. The school dictates the type of
schedule, and it’s important to know in which type you are participating:

1. An open schedule’ allows any student to go to the career services
office to drop their résumé for the specific position in which they are
interested. An open schedule, therefore, is open to any candidate who
wishes to be considered for an interview. The company recruiter will
then review all of the résumés and select the top ten or twelve
candidates they will interview on campus. (Thirty-minute interview
schedules allow for twelve students to be interviewed, while forty-five-
minute interview schedules allow for nine students to be interviewed.)
The company will select the length of interviews when they initially
book the schedule with career services.

2. A closed schedule’ happens when the recruiter selects all of the ten or
twelve individuals they will interview either from the résumé book,
from interactions they have had on campus, or from a colleague’s
recommendation. Perhaps they met a student who impressed them at a
marketing event. The recruiter could choose to include that student in
a closed schedule.

3. Half open/half closed® schedules are a hybrid of the two preceding
schedules. Half the students will be selected from students who have
dropped their résumés, and the recruiter will select the other half from
the résumé book, a recommendation, or a direct interaction with the
student while they were on campus.

Whether you drop your résumé for an open schedule or you are selected to
participate in a closed schedule, the recruiting cycle is fast paced and résumés can
be easily missed due to no fault of the job seeker and résumé writer. Sometimes
recruiters review hundreds of résumés to find the ten or twelve they will pursue,
and sometimes résumés can be missed because of something as simple as pages
sticking to one another.

Should your résumé be one of the many that isn’t selected, you can write to the
recruiter, using your cover letter to make a strong case for why you should be
considered. In some cases, this may work to get you an interview. In other cases, it
will not. You can easily be passed over for no reason.

The recruiting process is not perfect, so it’s recommended that you apply for as
many positions as possible. Never rely solely on the submission of one résumé

(Chapter 5 "Step 2 (Continued): Create a Compelling Marketing Campaign, Part II:
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7. Not managed by a college’s
career services office. Instead,
a candidate manages all
company interaction and
follow-up. Advice can still be
sought from career services,
however, it’s the student’s
responsibility to manage the
overall process.

Cover Letter, Pitch, and Online Profile" will give you additional strategies to get
your foot in the door). Instead, when on-campus recruiting takes place, apply for all
positions that fit your strengths and interests.

Off-Campus Recruiting. Don’t limit your search to only on-campus opportunities
because off-campus opportunities can also be fruitful. Conducting both an on-
campus and off-campus job search only increases the number of opportunities you
can consider. You will want to pursue off-campus opportunities for three reasons:

1. Your school does not have a robust career services department that
attracts a variety of employers.

2. You are interested in a company that does not recruit on campus.

3. You want to hedge your bets to have as many opportunities as possible,
representing a mix of on-campus and off-campus possibilities.

The main difference between on-campus and off-campus recruiting’ is that in off-
campus recruiting, you manage the entire process. You are responsible for getting
your résumé into the hands of the company recruiters or hiring managers. You
schedule the interview and follow up on your own. An off-campus job search
demands that you are organized and proactive enough to keep things moving.

Make an Exceptional First Impression. Your résumé will probably be the first
impression a potential employer has of you and your qualifications, so it must hold
their attention long enough to propel your job search forward. Use this opportunity
to impress and to intrigue them enough to want to interview you. This chapter will
outline multiple strategies you can employ to be seriously considered for numerous
job opportunities.
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4.1 Purpose and Goal of a Résumé

8.

10.

Originally used to refer to a
physical board or case, often
located in an employment
center or agency. People
looking for work might check
the job board every few days to

see hand-posted offers of work.

This term now refers to an
online job board site, where
individuals can apply for
positions. Two of the largest
job boards are Monster and
CareerBuilder, but there are
hundreds of niche job board
sites that focus on teaching
positions, technology
positions, sales positions, and
S0 on.

. One of the largest job board

sites. (CareerBuilder is a
competitor.)

One of the largest job board
sites. (Monster is a
competitor.)

LEARNING OBJECTIVES

1. Understand that a résumé is a marketing document that sells your
candidacy and represents you when you are not there.

2. Get specific ideas of how to quantify your accomplishments and create a
résumé that proves your worth to past employers, which then proves
your worth to future employers.

A well-written résumé can do seven specific things for you and your job search:

1. It represents you when you are not there.

2. It quantifies your accomplishments.

3. It clearly states your abilities.

4. It shows your command of the written word.

5. It creates talking points for a future interview.

6. It proves your worth to your past employers.

7. It demonstrates what you can do for your future employer.

It Represents You When You Are Not There

Your résumé can be uploaded to global job boards® like Monster”’,

| eewcesemere |

CareerBuilder'’, and others in a few minutes. It can be sent to a company’s online

database with a push of a button. It can then be shared with dozens of recruiters
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and hiring managers without you even knowing about it. In fact, it’s a lot easier to
get your résumé in front of a recruiter than it is to have a physical presence in their
office; therefore, make certain it’s a well-written, well-positioned document that
makes an exceptional first impression.

It Quantifies Your Accomplishments

The best résumés quantify results and accomplishments clearly and easily. Here are
some examples:

1. If you reduced errors by 35 percent, if you increased profits by 55
percent, and if 75 percent of your customers are repeat customers,
include this information clearly, succinctly, and proudly.

2. If you have been a student teacher with thirty-five students in a
classroom and student grades improved by 25 percent, include that as
well.

3. If you have worked as an administrative assistant in a dentist’s office
and you are part of a marketing team that has increased new patient
accounts by 10 percent last quarter, include that!

4. 1f you worked in the school library and the number of lost books has
declined by 50 percent, or if you provide guidance to approximately
fifty students per day, that information should be in your résumé.

Quantifying your accomplishments gives your résumé readers the specific
information they need to know about your abilities and to be intrigued by what you
can do for them.

It Clearly States Your Abilities

Focus on the results of your actions. Being results oriented helps résumé readers
understand your abilities. What exactly do you do, or what have you done in the
past? Your résumé should answer this question very quickly. For example, if you
have been responsible for opening and closing a retail store on a daily basis and for
managing the register that took in approximately $5,000 worth of merchandise a
day, state that clearly and concisely. If you have written three to four sports articles
for your school paper every month for the past three years, include that as well.
The more you quantify your accomplishments, the more your abilities will be
understood.
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It Shows Your Command of the Written Word

You don’t have to be an English major to make sure that your résumé is well-
written. If your school has a career services department that offers résumé
workshops, be sure to participate in them. Ask an older sibling who is in the
workplace to review your résumé before it goes into cyberspace or to a future
employer. Other options include asking a teacher, professor, or perhaps someone
with whom you worked with or for in the past to review your résumé. Whatever the
case, it is your responsibility to have a well-written résumé. You can pay for
résumé-writing services, but finding someone who knows the basics of solid résumé
writing may be all you need, along with this textbook. Remember that if it has one
misspelled word, your résumé could easily be dismissed, along with your candidacy.
It’s critical that your résumé be accurate and well written.

It Creates Talking Points for Your Future Interviews

Clearly listing your accomplishments and quantifying those accomplishments can
create talking points for your future interviews. For example, perhaps your bullet
point is the following:

+ Responsible for the intake and outtake of approximately 1,000 books
daily, ensuring that all library users are logged into the new electronic
database, which has decreased the number of lost books by 80 percent
in the past year.

Many individuals have to think about the results of their work. Including this
detailed information in your résumé actually allows you to easily talk about the
value you've brought to previous employers. During an interview, with the
preceding example in mind, you can easily talk about how you use technology to
improve processes. You can discuss the team environment of the library staff and
how you are all working toward decreasing the number of lost books. It shows that
you have positively affected the bottom line by helping libraries hold onto books
versus losing them, which results in unnecessary fees to library users.

It Proves Your Worth to Your Past Employers

Whenever including bullet points about past work, always tie your efforts to the
bottom line. Earlier examples in this chapter included the following
accomplishments:

+ Reducing errors by 35 percent
« Increasing profits by 55 percent
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* Boosting repeat sales to 75 percent

Information relating to a company’s bottom line is exactly what employers want to
read. Highlighting results like these increases your chances of having your résumé
noticed.

It Demonstrates What You Can Do for Your Future Employer

Unlike financial investments, past performance is an indicator of future success, so
include and quantify your past performance, and future employers will be inclined
to believe you can do the same for them. They will believe it, but you have to
continue supporting that belief with your exceptional networking and interviewing
skills (Chapter 7 "Step 4: Network Effectively" and Chapter 8 "Step 4 (Continued):
Master the Interview"). Remember, however, that your résumé is introductory in
nature. You want to get their attention and initiate their interest so your foot can
inch ever closer to getting in their door.

KEY TAKEAWAYS

A résumé is a marketing document that represents you when you are
not there.

¢ A résumé quantifies your accomplishments and proves your worth to
your future employer by proving your worth to your previous employer.

EXERCISES

1. Quantify two or three accomplishments for each of your past employers
(this can include paid and nonpaid work experiences).

2. Create two or three bullets for each of your past work experiences and
use them to note quantified accomplishments.

3. Share your bullet points with a peer and ask that person to critique your
points while you critique your peer’s accomplishments.
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4.2 Header and Objective

LEARNING OBJECTIVES

1. Make certain that your header is professional and gives your
prospective employers a positive first impression.
2. Learn the importance of clarity when writing an objective.

Header

Your résumé header should include four items:

Your full name
Your address

Your e-mail address
Your phone number

A s

Your Full Name

Include your full name. If your first name is difficult to pronounce, you could
include your nickname in quotation marks or parentheses (e.g., Xioang “Angie” Kim
or Massimo “Mass” Rapini). Names are typically bolded and centered on the page,
but aligning your name to the right or left is also appropriate.

Your Address

You can use your school address or your permanent home address, or both. Most
recruiters prefer both because, at times, they may need to send information to both
addresses at different times of the year. Clarity is always a very good thing.
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John M. Smith
123 Campus Street
Austin, TX 12345
(@555:55515555
E: John.Smith@utexas.edu

If you have a school address and a permanent address, you can list both. For example:

John M. Smith
C: 555.555.5555 « E: John.Smith@utexas.edu

School Address: Permanent Address:
123 Campus Street 456 Oak Drive
Austin, TX 12345 Queens, NY 67890

Your E-mail Address

Have a professional e-mail address because employers frown upon unprofessional
addresses such as greeneyes2@gmail.com or runningguy62@verizon.net. It’s best to
use your first name and your last name in a simple e-mail format.

Establish a professional e-mail address as soon as possible (e.g.,
c.thompson@gmail.com or e.autoris@verizon.net). It’s much more relevant than
c.thompson@rutgers.edu, especially if you graduated six months earlier. If you
continue your job search after graduation, you might not be permitted to use your
school e-mail address, nor should you once you have graduated. Given this,
obtaining a professional e-mail address is a good networking opportunity to contact
the individuals with whom you’ve been in touch regarding your job search. Inform
those individuals and any relevant recruiters that you’ve updated your contact
information.

Your Phone Number

Include only one phone number on your résumé and record a professional voice
mail. Do not play music on your voice mail. and speak clearly and succinctly. It’s
also recommended that you not answer your cell phone if you are in a loud area,
especially when you do not recognize the number. Allow the call to go to voice mail,
listen to it in a quiet place, and return the call as soon as possible. It very well could
be a recruiter who would not be impressed by you shouting, “What? I can’t hear
you!” A professional voice mail might sound like the following: “You’ve reached
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John Smith at 555.555.5555. Please leave a message and I will call you back as soon
as possible.”

Include your name and repeat the phone number to help the recruiter know for
certain that the proper person has been reached. Clarity is always helpful and
appreciated. Lastly, be sure to check your voice mail on a regular basis, even if you
are on vacation.

Objective

Recruiters appreciate clarity, and an objective can help a recruiter understand
exactly what you offer or what business would best suit your background.
Objectives can be very targeted and mention a specific position or can be a bit
broader in describing a job function. Whatever objective you choose, it should state
what you are looking for and what you have to contribute. It’s not only about you.
It’s about what you can do for them. Here are some examples of effective objectives:

* An entry-level accounting position in audit, allowing me to use my
analytical and detail orientation to ensure accuracy in all reports and
reviews.

+ A communications internship at a top media company that will allow
me to use my knowledge and experience to produce and edit clear and
effective communications.

¢ An entry-level position in the health-care industry, enabling me to use
my business and communications skills to enhance a company’s
bottom line.

¢ A full-time marketing position at a Fortune 500 company, enabling me
to utilize my knowledge and experience to enhance marketing efforts
firm-wide.

Your objective should not ramble past two lines because no recruiter appreciates
reading a paragraph-sized objective.

Using the four preceding items, Figure 4.2 "Sample Résumé—Header and Objective"
illustrates how our sample résumé looks thus far.
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Figure 4.2 Sample Résumé—Header and Objective

John M. Smith
C: 555.555.5555 « E:John.Smith@utexas.edu
School Address: Permanent Address:
123 Campus Street 456 Oak Drive
Austin, TX 12345 Queens, NY 67890

OBJECTIVE: An entry level position in the healthcare industry, enabling me to use my
business and communications skills to enhance a company’s bottom line.

KEY TAKEAWAYS

¢ A header is the first thing a recruiter sees on your résumé. This
information should make a strong and professional impression of your
candidacy.

« A professional voice mail recording is critical to being considered for a
position.

+ An objective should be clear and succinct, allowing the reader to
understand what type of position you are looking for.

EXERCISES

1. Draft the header to your résumé, including all core components.

2. Create professional voice mails for your cell phone and your home
phone if they will be used for your job search.

3. Create a professional e-mail address separate from your school e-mail
address, unless you already have one. This is especially important when
you enter your senior year.

4. Draft two objectives: one that references a specific job and another that
references an entry-level position in a certain industry.
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4.3 Education Section

LEARNING OBJECTIVES

1. Learn how to present your education to position you for success with
your résumé reader.

2. Include vital information regarding your GPA, major and minor
selection, and extracurricular activities so prospective employers can
get a sense for your focus.

While you are in school, or up to one year after you graduate, your education section
should appear before your experience section. Once you are a working professional,
these two sections can and should be flipped.

Additional items in this section include the following:

+ Expected graduation date: Listing the month or the season both work

well here (e.g., Spring 2013 or May 2013).

+ Relevant coursework: You may choose to list relevant coursework if it

pertains to the position for which you are applying.

+ Major and minor: You may choose to include both your major and your

minor.

¢+ GPA: You may include your overall GPA or you may decide to list the
GPA of your major. It’s recommended that you not include your GPA if
it is below 3.3. Certain industries are more concerned with GPA than
others, including consulting, investment banking, and trading, which
can require a 3.6 or 3.7 and above. It’s best to research each industry to

better familiarize yourself with such requirements because this can

vary by industry and by company.

« Extracurricular activities: Recruiters may be impressed to read that
you were active in your college and that you belonged to targeted

student clubs. If you held any leadership posts, that information should

be included as well.

+ Study abroad: If you have studied abroad, list that here. You should
include the name of the university, the city and country, and the

coursework.

Nontraditional college students (those who have significant work experience and
then decide to obtain their degree) may want to list experience before education.
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4.3 Education Section

Since this is unusual for a new graduate, you should consult with either career
services or a career coach regarding this résumé order.

Here is an example of how to list your education information.

University of Chicago, Chicago, lllinois

Expected graduation date: 2013.

Pursuing a B.S. in mathematics with honors and with a minor in economics.

GPA: 3.7

Coursework: Honors Calculus IBL Sequence; Honors Analysis; Honors Econometrics; Algebra
Extracurricular Activities: Mathematics Club, Member; Investment Banking Club, Treasurer;
Oxford University, London, England: course on Shakespeare, Spring 2010.

If you attended only one college, only that college should be listed in this section.

If you transferred from another college, you should list both schools in this section.
The first school you list is the current school you attend, followed by the previous
school. If and when you attend graduate school, law school, and so forth, your
postgraduate school would then be listed first.

University of Chicago, Chicago, lllinois

Expected graduation date: 2013.

Pursuing a BS in mathematics with honors and with a minor in economics.

GPA: 3.7

Coursework: Honors Calculus IBL Sequence; Honors Analysis; Honors Econometrics; Algebra
Extracurricular Activities: Mathematics Club, Member; Investment Banking Club, Treasurer.

Northwestern University, Chicago, lllinois
2009-2010
Obtained 24 credits toward BS degree before transfer.

High schools, no matter how prestigious, should not be included in a résumé.

If you've received additional training and certifications, this information does not
belong in your education section. Instead, it can be listed in skills and additional
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4.3 Education Section

information, which will be reviewed in the section of this chapter titled “Skills,
Additional Information, and References.”

Using the preceding information, Figure 4.3 "Sample Résumé—Header, Objective,

and Education" illustrates what our résumé looks like thus far.

Figure 4.3 Sample Résumé—Header, Objective, and Education

John M. Smith
C:555.555.5555 « E:John.Smith@utexas.edu

School Address: Permanent Address:
123 Campus Street 456 Oak Drive
Austin, TX 12345 Queens, NY 67890

OBJECTIVE: An entry level position in the healthcare industry, enabling me to use my
business and communications skills to enhance a company’s bottom line.

EDUCATION:

University of Chicago, Chicago, lllinois Expected graduation date: 2013
Pursuing a BS degree in mathematics with honors and with a minor in economics
GPA:3.7

Coursework: Honors Calculus IBL Sequence; Honors Analysis; Honors Econometrics; Algebra
Extracurricular Activities: Mathematics Club, Member; Investment Banking Club, Treasurer;
Oxford University, London, England: course on Shakespeare, Spring 2010.

KEY TAKEAWAYS

* Your education section should clearly list your college(s) and include a
number of important details, including GPA, majors and minors, and
extracurricular activities.

¢ Your candidacy can be enhanced by including supporting coursework,
so include that as well.
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EXERCISES

1. Create your education section, using the details listed in this chapter.

2. Include all important aspects of this section: your expected year of
graduation, GPA (if over 3.3), major and minor, relevant coursework,
and extracurricular activities.

3. Pair up with someone in your class, review their information, and
critique it to make the section better.

4. Have your classmate review your work by critiquing it so you can
enhance your education section.
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4.4 Work Experience

LEARNING OBJECTIVES

1. Understand that your work experience is perhaps the most important
part of your résumé because it bridges the gap between being a college
student and becoming a potential employee.

2. Include quantified, results-oriented information in your bullets to help
engage your prospective employer.

This section is arguably the most important of your résumé because most recruiters
look for past work experience as a predictor of future work experience. The most
conventional method of listing your work experience is in opposite chronological
order (as with your education section). List your most recent job experience first
and include the following information:

¢ The name of the company

« The city and state and, when outside the United States, the country

+ The years of employment (If you’ve had several jobs at one company,
include the overall years of experience, and for separate jobs, note
specific years of experience.)

« Three to seven bullet points describing your responsibilities and the
results of your work, depending on the number of years of experience

It’s important to use bullet points because they clearly and succinctly list your
responsibilities and achievements. Recruiters do not enjoy or appreciate reading
long paragraphs because they want to quickly skim the information.

Action verbs are helpful in this section of your résumé. You may want to consider
the following words.

+ Accomplished * Generated + Showed

¢ Analyzed ¢ Influenced « Standardized
* Assisted « Introduced « Structured
¢ Calculated « Investigated + Supplied

+ Circulated * Joined « Supported
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Clarified Led
Collected Located Surveyed
Conducted Maintained Taught
Decreased Managed Trained
Directed Marketed Updated
Distributed Negotiated Used
Documented Organized Utilized
+ Edited ¢ Programmed * Verified
+ Eliminated « Provided « Won
+ Expanded + Resolved + Worked
« Expedited ¢ Responded « Wrote
« Facilitated * Reviewed

Bullets should be results oriented and used to help quantify as many things as
possible. Earlier in this chapter, we referenced the following examples:

+ Reducing errors by 35 percent
« Increasing profits by 25 percent
 Boosting repeat sales to 75 percent

Here is how these items can be put into bullets:

+ Reduced errors by 35 percent by creating an Excel program that
immediately highlights inconsistencies when raw data are entered into
the system.

« Increased profits by 25 percent by gathering best practices and
creating a training program for all new hires.

+ Boosted repeat sales by 75 percent by delivering the very best
customer service, as evidenced by numerous satisfaction letters and
comments to senior management.

Work experience comes in many forms. The majority of your experience will be
paid, but it’s fine to include unpaid work experience. Perhaps you had an unpaid
internship working in the marketing department of a magazine. Absolutely include
that in your work experience. Perhaps you volunteered to help a teacher organize
their classroom, and perhaps you interacted with students and helped them be
prepared for the lesson plan. Include that in your work experience. The bottom line
here is that through every experience, either paid or unpaid, you learn something.
If you are washing cars, you learn the value of a production line: someone washes,
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someone rinses, and someone receives the payment. It’s fine to list work
experiences such as babysitting, where your bullet could read as follows:

+ Managed three to four hours of after-school activities for three
children ages seven to eleven, ensuring homework was completed
accurately and efficiently.

You may work in a grocery store and include the following information in your
bullet:

+ Assisted dozens of customers daily with all aspects of the store’s retail
offerings, including answering questions about the locations of items
and checking out customers quickly and efficiently at the register.

Sample résumés are included the end of this chapter. Refer to them when drafting
your résumé as some have quite a bit of related work experience, some have very
little, and others have international exposure. Each sample will give you an idea of
how to craft your résumé for your job search.

KEY TAKEAWAYS

* Your work experience section is one of the most important on your
résumé because recruiters will review this in light of the opportunities
they have available.

« No matter what the type of position, it’s important to quantify
information and your accomplishments. The clearer your experience,
the easier it will be for a recruiter to match you to a position.

« Bullet points are preferred when drafting your responsibilities and
accomplishments. Recruiters can easily review bullet points versus
reading long, drawn-out paragraphs.

¢ A results-oriented résumé is preferred. Include how you helped your
employer succeed and grow.
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EXERCISES

Review some of the résumés at the end of this chapter.

Record all of your work experiences, starting with your most recent.
Use three or four bullet points for each experience.

Try to tie as many of your responsibilities as possible to the company’s
or organization’s bottom line.

When writing your bullet points, remember to be results oriented.

6. Draft a résumé using what you learned in this section, and pair up with
someone in this class. Review and critique their information and have
them do the same for you. This should strengthen your résumé overall.

SR .

&
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4.5 Skills, Additional Information, and References

LEARNING OBJECTIVES

1. Provide your skills and additional information to offer another
dimension of your candidacy, one that can resonate with your résumé
reader.

2. Communicate with your references in advance because references are a
vital part of the job search process and can position you for success.

Skills and Additional Information

This section of your résumé should include, but not be limited to, the following
information:

« Computer skills: Most employers expect Microsoft Word, Excel, and
PowerPoint, but include additional software knowledge (e.g.,
Dreamweaver).

« Language skills: Include your honest level of fluency (e.g., Spanish,
fluent, French, beginner).

« Community service: Include any volunteer work, such as park clean-
ups, walk-a-thons for various causes, fundraising events of any kind. Be
specific about your responsibilities and your results including: dollars
raised, hours spent, leadership position, end-user experience (e.g.
fund-raising efforts reached over $20K, providing for five
developmentally disabled students and their parents to travel to
Florida to swim with the dolphins.)

+ Interests: This information can help to build rapport with interviewers.
It’s best to keep it simple and include things that are truly of interest
to you such as reading, movies, and physical fitness (in general) or
tennis, football, softball (specifically). It’s true that the “Interests”
section is not a core piece of information, but the vast majority of
interviewers enjoy reviewing this, and the rapport you build can be

helpful!
You can include additional information:

« Licenses and certifications: Individuals can achieve literally hundreds
of professional licenses in the areas of health care, finance, real estate,
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11. To become a CFA, a person
needs to take the course and
pass it through the CFA
Institute. This course is known
to be rigorous, but you can
benefit from it in the long run
because you will be a respected
securities professional.

insurance, and so forth. For a complete list, Google professional
licenses, and you will be able to identify if you should include any on
your résumé, Examples include Chartered Financial Analyst (CFA)"!
Level I, Licensed Real Estate Agent, and so forth.

Important note: Never misrepresent any information on your résumé. If you have
knowledge of another language, qualify your knowledge as fluent, intermediate, or
beginner. If you don’t speak a language other than English, do not include a bullet
point about language because you might not know the language capabilities of your
interviewers.

Some résumé readers differ on this, but listing your interests can help develop
rapport with your résumé reader and interviewer. No matter what the skill level of
the interviewer, having a common interest can always begin a great conversation.

An example of information listed in this section could include the following.

SKILLS and ADDITIONAL INFORMATION:
Computer skills: Fluent in Microsoft Word and Excel. Some knowledge of PowerPoint.
Language skills: Spanish/Intermediate
Certifications: CPR, 2009.
Community service: Member of Fundraising Committee achieving goal of raising
$10K for South Shore YMCA, Spring 2010.
Interests: Enjoy reading, cycling, and surfing.

References

One of the famous last lines of a résumé is “References furnished upon request.”
This is not necessary because employers can simply ask for references when they
want them. However, a proactive, impressive strategy would be to create a single-
page document that includes the following information:

* Your header (so it’s a matched set with the résumé), including your
name, address, and contact information

¢ Your reference’s name

¢ Your reference’s company and title

* Your reference’s relationship to you (e.g., manager, peer, vendor, and
so forth)
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* Your reference’s contact information, including their e-mail address
and phone number

Do not widely distribute this information because it contains the contact

information of your references, which you should treat as confidential. However,

having the list prepared enables you to quickly share this information with

prospective employers upon request.

Help your references help you by notifying them that they can expect a call and by

highlighting the most important qualities you want them to mention.

An example of this document could include the following.

John M. Smith
C: 555.555.5555 « E:John.Smith@utexas.edu
School Address: Permanent Address:
123 Campus Street 456 Oak Drive
Austin, TX 12345 Queens, NY 67890
References:
Jane Jones

Supervisor, JCrew Retail Store, May 2007—August 2007
Phone: 555.555.5555
E-mail: janejones@jcrew.org

El VonRoth

Professor, University of Chicago, Spring 2008
Phone: 555.777.5555

E-mail: elvonroth@uchicago.edu

Joe Vernie

Director, YMCA South Shore, Spring 2010
Phone: 555.999.5555

E-mail: jvernie@ymca.org

4.5 Skills, Additional Information, and References
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KEY TAKEAWAYS

« Skills and additional information add another dimension to any résumé.
Recruiters should know your computer skills and any language skills you
may have. This section of your résumé also presents a great opportunity
to share information about any community service work you’ve done.

« Listing your interests often helps build rapport with recruiters and
interviewers.

« Misrepresenting your accomplishments or abilities is unethical. Many
otherwise-qualified candidates often find themselves in uncomfortable
positions when they have misrepresented even the slightest item on
their résumé.

« The names of your references do not belong on a résumé.

« It’s not necessary to include the line “References furnished upon
request.”

+ Having a reference document is very helpful when conducting a
proactive and efficient job search.

EXERCISES

1. Draft this section of your résumé and include all the details mentioned
in this chapter.

2. Qualify your computer and language skills as fluent, familiar, or having
some knowledge. If you speak only one language, don’t include this
information on your résumé.

3. Identify three or four individuals who can serve as your references, and
get their permission to give their names and contact information to
prospective employers.

4. Speak to your references in advance and let them know about your
career goals and which companies you are targeting. You may also ask
that they emphasize one particular skill over another (e.g., that you pay
great attention to detail or have strong analytical skills).

5. When you are interviewing with a specific company, let your references
know in advance that they may be contacted, and ask that they let you
know if they are contacted.

6. Thank your references.
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4.6 Other Résumé Formats, Including Functional Résumés

12. As opposed to a chronological
résumé, offers a different
emphasis on a candidate’s
accomplishments and
background.

LEARNING OBJECTIVES

1. A chronological résumé has the most-expected résumé format, and
while it’s good to give a résumé reader what they expect, it’s also helpful
to know about other types of résumé formats.

2. A functional résumé highlights skills versus specific work experiences.

3. A functional résumé can be used when you think employment gaps or
the lack of employment can hurt your candidacy.

Functional Résumés

This chapter thus far has reviewed a résumé that follows a chronological format.
Another format to consider is a functional résumé'?, which highlights the skills
you've developed more than the individual jobs you’ve held.

Functional résumés can be different from what most recruiters will review, so it’s
best to proceed with care. This includes consulting a career services office and
consulting a professional résumé writer.

It’s important to note that throughout the many, many years that individuals have
been drafting résumés, recruiters have expected to see a chronological résumé with
certain sections: employment, education, and additional information. In most cases,
it’s best to give recruiters what they expect: a chronological résumé.

With that understood, functional résumés can be used for college students and
experienced candidates for the following reasons:

+ Individuals may want to highlight their skills and achievements rather
than the companies for which they worked.

¢ College students who do not have a strong work experience history can
use a functional résumé to give them a chance to include other
achievements, honors, and abilities in a very pronounced way.

+ Experienced individuals can deemphasize gaps in employment because
recruiters often notice gaps and then want those gaps explained.

+ Experienced individuals can also deemphasize career mobility and
emphasize skills and achievements.
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Here are some categories you may want to consider when drafting a functional
résumé:

« Communication skills

+ Teamwork skills

+ Leadership skills

« Honors and special achievements

+ Athletic involvement and achievements
+ Volunteer experiences

Figure 4.4 "Sample Functional Résumé 1" and Figure 4.5 "Sample Functional Résumé
2" are examples of how a functional résumé might look.

Figure 4.4

ROBERTA HAWLEY
333 West Terrace
Madison, W1 55555
E-mail: rh333@uwisconsin.edu
Cell: 917.333.5555

OBJECTIVE:

To secure an entry-level position in the health care industry, using my volunteer experience,
along with my client focus, and results-oriented approach.

EDUCATION:

University of Wisconsin, Madison, Wl

BS degree, expected Spring 2013

Major: health care, Minor: communications
GPA: 3.8

HONORS:

Heath Care Award recipient, Wisconsin General Hospital, 2011

University of Wisconsin Student Government, elected junior class president, 2011
Dean’s List, 2010, 2011

Senator Smith Scholarship for Academic Excellence, 2010

Pi Kappa Delta

Silver Helmet National Honor Society

LEADERSHIP SKILLS:

President, heath care club, 2011, member 2008-2012
Treasurer, nutrition club, 2010, member 2009-2012
Captain, varsity tennis team, 2009-2012 and state singles champion, 2009

HEALTH CARE VOLUNTEER ACTIVITIES:

Volunteer reader, Mercy General Hospital, 2007-Present
Gift shop volunteer, Mercy General Hospital, 2009-Present

COMMUNITY VOLUNTEER ACTIVITIES:
Fun Run, Memorial Half Marathon, 2009-Present
Wisconsin Cares volunteer, Coat Collection Drive, 2010
Tennis coach, Wisconsin Special Olympics, 2008-2010

COMPUTER SKILLS:

Microsoft Office Suite: Word, Excel, and PowerPoint
Apple formats, Photoshop, and UNIX platforms
LexisNexis and VISIO

Programming skills: C++
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13. Used internationally,
particularly for research-
oriented positions. A CV is
often longer and more detailed
than a résumé.

Figure 4.5 Sample Functional Résumé 2

NICOLE FRANK
333 Ross Avenue « Palm Beach, FL 22222
Email: rh333@uwisconsin.edu - Cell: 917.333.5555

OBJECTIVE:

To secure an entry-level position in the health care industry, using my volunteer
experience, along with my client focus, and results oriented approach.

EDUCATION:

U Wisconsin, Madison, WI

BS degree, expected Spring 2012

Major: health care, Minor: communications

GPA:3.8

Problem Solving/Analytical Skills
Was part of a task force that developed an innovative approach for reviewing
patient data, when original plans included purchasing a new system, Mercy
Hospital, 2010
Interacted with other departments to improve surveillance of hospital visitors
and vendors, Mercy Hospital, 2009

People/Leadership Skills
Manager of hospital gift shop, with revenues of $5K per week, Mercy Hospital,
2008
Team captain for women's varsity tennis team, University of Wisconsin, 2010.
Member of team 2008-Present

Communication/Writing Skills

«  Presented team project in University of Wisconsin health care competition,
winning first place
Wrote and edited health care policies/procedures by incorporating feedback
from four other departments; policy manual used by entire hospital
Presented team project to more than fifty students in Communications class,
earning an A on the report, and an A in the class

Curriculum Vitae (CV)

Some people interchange the word résumé with curriculum vitae (CV)"?, which is
incorrect because they are different items. A CV is mostly used internationally,
particularly for research-oriented positions. A CV is often longer and more detailed
than a résumé. In some cases, CVs are six to eight pages long and include published
material and conference information if the person presented information to
colleagues. A CV may or may not include biographical information, including
marital status and nationality (this is typically the case with international students
studying in the United States).

With this said, a résumé is the appropriate document when seeking any
nonacademic or nonclinical position in the United States. If you are interested in
working overseas, use research to familiarize yourself with an employer’s
expectation regarding résumés, CVs, and additional information.
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KEY TAKEAWAYS

+ Functional résumés are not what most recruiters expect, but they have
certain advantages that can help your candidacy.

« Functional résumés highlight specific strengths rather than the name of
the company for which you worked.

« CVs are very different from résumés because CVs, which often are used
for research-oriented positions, can sometimes be six to eight pages in
length.

EXERCISES

1. Think about how you would construct your résumé in a functional
format versus a chronological format.

2. Decide which format works best for you: chronological or functional.

3. Review and critique this information with a classmate.
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4.7 Documenting Problems: Gaps, Short Stints, and Merging Companies

LEARNING OBJECTIVES

1. Learn to properly explain any time gaps in your résumé because
recruiters have a trained eye and often notice gaps in employment and
jobs of short duration.

2. Learn how to position companies that have merged with other
companies.

Gaps

Recruiters carefully review résumés and will notice any gaps in either employment
or education. While rare, any anomaly should be addressed. For example, perhaps a
student was ill for half a semester and didn’t graduate in the expected year. Perhaps
they had an opportunity to live in another country for a prolonged period of time. A
résumé will state the timeline, but the cover letter can be used for more of an
explanation. It’s best to consult a professional because this situation can be a bit of
a minefield.

Short Stints

Recruiters appreciate longevity at a company. If you've worked two summers at the
same company, that proves your worth to your employer because they rehired you.
If you've jumped from one company to another in short periods of time, that can be
considered a disadvantage.

Merging Companies

A list of the top one hundred companies today is vastly different from a list of the
top one hundred companies from ten years ago. If you worked for a company that
has now merged with another company and no longer has the same name, simply
list the name of the new company and put the previous company’s name in
parentheses. Here is an example:

Pfizer (premerger Warner-Lambert), New York, New York
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KEY TAKEAWAYS

* Recruiters review a résumé in seven to ten seconds, yet are trained to
identify gaps of any kind.

* Recruiters appreciate candidates who have repeat work experiences at a
certain employer, such as working at one company for two consecutive
summers.

+ Companies often merge with other companies, so note the new name
first and put the company’s original name in parentheses.

EXERCISES

1. Review your résumé with a critical eye toward gaps of any kind: gaps in
employment and gaps in your educational experience.

2. Consider how you would explain any existing gaps to a recruiter.

3. Practice your explanation with a classmate and have them critique your

response.

4, Meet with someone at your career service office for a mock interview,
and have them specifically ask about any gaps in your résumé.

5. Seek out someone in the profession in which you are most interested,
and ask if they are willing to review your résumé to help you improve it.
It’s very helpful to get an industry professional’s advice.
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4.8 Chapter Review and Exercises

Creating a compelling marketing campaign is a vital step in your job search because
it helps you market your skills and abilities to future employers before you meet
them. It’s a critical link in the six-step job search process. Take great care in
creating each of the four components:

1. Arésumé

2. A cover letter

3. A pitch

4. An online profile

Your résumé is clearly the cornerstone of your marketing campaign because it sells
your candidacy. It also serves as a one-page summary of your strengths, abilities,
job responsibilities, educational background, and much more.

The more care you put into writing your résumé, the greater your chances of being
noticed by the employer of your choice. The best strategies for writing a résumé are
the following:

* Be clear, concise, completely accurate (in terms of grammar and
content), and results-oriented.

¢ Quantify whatever accomplishments you can.

+ Proofread your résumé with someone who knows what a résumé
should look like and contain.

It’s also important to know that while a résumé is a critical piece of your job search,
it alone will not get you an interview or a job. A résumé, at best, is subjective, and
different individuals have different preferences regarding format, font, length,
typeface, and content. Following the guidelines of this chapter can only help
position you best for success.

The remaining elements of your marketing campaign will be covered in the
following chapter; each element will continue to strengthen your marketing
campaign and ultimately, your job search success. Creating your compelling
marketing campaign will be more effective when you are more specific, targeted,
and thoughtful:
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¢ Your résumé will prove your success to your past employers, which
then proves your worth to your future employers.

* Your cover letter makes the case for why you should be hired because
it highlights the two or three critical skills necessary to succeed in the
job in which you are most interested.

* Your pitch allows you to introduce yourself in a clear and concise way,
highlighting the strengths that will enable you to succeed.

* Your online profile works behind the scenes so you will be noticed by
recruiters who seek talent, and also provides a great way to stay
connected with your network.

Step 3 is research, which will enable you to gather vast amounts of information
about your industry, your function, your geography, and the companies you are
targeting.
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Chapter Takeaways

* A compelling marketing campaign is vital to your job search and is
composed of four things: a résumé, a cover letter, a pitch, and an
online profile.

¢ Your marketing campaign must have high-quality standards
because it represents you when you are not there.

¢ Your résumé is the cornerstone of your marketing campaign, and
it positions you for success.

« A well-written résumé can do seven specific things for you and
your job search.

¢ A résumé should include the following sections: header, objective,
education, experience, skills (computer and language, when
appropriate), and additional information that may include
community service, certifications, and interests.

« Bullets in your work experience section should outline your
responsibilities and your accomplishments in a clear, results-
oriented manner.

+ Action verbs should be used to describe your responsibilities.

¢ Résumés can be presented in two formats: a chronological format
and a functional format. Both have advantages and can be used by
college students and more experienced candidates.

« ACV is very different from a résumé. CVs are used quite a bit
internationally, often for research or clinical positions. CVs also
can be six to eight pages in length and include biographical
information such as marital status and country of origin.

« Recruiters are trained résumé screeners and actively look for gaps
in employment, in addition to short periods of employment.

* Ask three or four individuals to act as references. Proactive
candidates create a reference document that lists the names and
contact information of people who will serve as positive
references.
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4.8 Chapter Review and Exercises

Chapter Review

N O Ok N =

&e

10.
11.

12.

13.
14.

15.

16.

How can a résumé market you as a candidate?

What are the two most important things a résumé must be?
What are the main things a résumé can do for you?

What are the most important sections of a résumé?

Why would you use an objective on your résumé?

What should you record on your voice mail?

Why should you not pick up your cell phone if you are in a noisy
place, especially if you don’t recognize the number?

Why are action verbs important?

Why is it important to quantify your accomplishments?

Why is it helpful to be results oriented?

Why is it important to include skills, certifications, and interests
on your résumé?

What is the difference between a chronological and a functional
résumé? What are the advantages of each type?

What is the difference between a résumé and a CV?

Why do recruiters care about short stints at employers and any
gaps in employment?

What is the most productive way to present references to a
prospective employer?

How can you keep your references up to date regarding your job
search?
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4.8 Chapter Review and Exercises

SuccessHawk: Résumés

For tips and ideas about creating your résumé, go to the menu bar at the right
and click on Résumés in the advice and research section. (Note: There is a
charge of $9.95 for use of the Résumé Creator.)

. My Workspace  Logout ( SuccessHawk Dema )
SUCCESSHAWIK

JOB SEARCH PRODUCTIVITY SOLUTIONS

Resumes

Home 1 My Workspace » Resumes

Resumes ZX1, My Contacts
"

An outstanding resume is the single most important document you need for your job search. Your
resume won't get you a job but as the only source of information a prospective empioyer has about
you, an outstanding resume can convince the hinng manager of recruter 1o call you in for an interview.

Advice &

Your resume should highlight expes nd skills that answer the question “Why should | hire you?" Research
Resumes that focus on accomplishments you achieved in previous positions and relate 1o the specific Ex "
job you want can do this. You can further strengthen your resume by tailoring it 1o the specific job Carcor Exploration
requirements of the position. Resumes

Letter Templates
A bad resume is the fastest way to be dropped cut of contention for a position. Spelling erors, Search Job Listings
formatting problems, lack of focus, and lack of accomplishments decrease your chances of being Interviewing
competitive. To compete, your resuma must be flawless and it must tell the employer what you have 10 Managing a Layoff
offer. Guide to Networking
Resume Creator Interactive
The Resume Creator is an easy-to-use interactive tool for writing an accomplishments-based resume. Features
Review the advice below and when you are ready 1o weite your resume, simply launch Resume Creator My Workspace

My Contacts

My Action Items
(T e Erester o Serig

Personal Statements

Resume Advice R‘m i
2 Perfect Interview
Resume Tips Self-Directed Search
Writing Accomplishment Statements My Account
4 Change Login Info
Action Verbs Current Job Status
Personal Profile
Scannable Resumes User Control Panel
User Preferences
Video Resumes Logout
Help Center
Contact SuccessHawk
Contact Support
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4.9 Sample Résumés

Figure 4.6 Sample #1—Brian Thanis

Brian S. Thanis
50 Dairy Street, Austin, Texas 55555
C:555.555.5555 » brian.s thanis@vanderbilt.edu

EDUCATION:

Vanderbilt University, Nashville, TN Expected graduation, 2014
Pursuing a BS in Biomedical Engineering
Notable C hemistry, Multivariate Calculus, Physics,
Future Coursework: Thermodynamics, Fluid Mechanics

EXPERIENCE:
TESTEXCEL, INC. Austin, TX
Personal Assistant to New York Site Director September 2009-May 2010

Managed testing site with a team of four on testing days and proctored practice SAT exams for

approximately 130 high school students

Responsible for supplying teaching sites with supplies and ensuring students were properly registered
ek. i

before classes h d all questions d parents
+ Worked with Site Director to quickly solve any problems that arose during both teaching and testing
sessions.
JEWISH COMMUNITY CENTER Austin, TX
Senior Lifeguard Summer 2007-2010

+ Reported to the Head of Aquatics as the most experienced lifeguard among the team of 15
+ Monitored and regulated pool chemical levels routinely,in two pools, to ensure cleanliness and safety
levels

Strived to ensure a 100% safe environment; duties occasionally included rescuing children in distress
Interacted with and assisted many people throughout a typical day with swimming and safety issues
Acted as point person for any patrons with challenges of any kind, ensuring allissues were resolved quickly
and effectively

HONORS:

SCHOLARSHIPS

+ The Harry R. Ryman Memorial Scholarship

The Detective’s Endowment Association Scholarship
The Prudential Scholarship Recipient

The Guardian Academic Scholarship

AWARDS

Musical Award, Trumpet (player for nine years)

Earned Varsity Letter for Basketball (played all four years in high school)
School Safety and Leadership

Honor Roll (four years)

SKILLS AND ADDITIONAL

COMPUTER
« Experienced with Wolfram Mathematica, MS Word, Excel, and PowerPoint
+ Proficient in MatLal

CERTIFICATIONS

+ Adult and Infant CPR for the Professional Rescuer

+ Red Cross-Certified for Aquatic Rescues

+ Trained to use an Automated External Defibrillator (AED)

Refer to matching cover letter at the end of Chapter 5
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Figure 4.7 Sample #2—Alyse Day

ALYSE DAY
34 EastTerrace, Staten Island, New York 10312
Cel:(555) 555-5555 - E-mail: alyse day5S5@verizon.net

OBJECTIVE:

To obtain an

and b deliver the
very best patient care possible.

EDUCATION:

City University of New York, College of Staten lsland,  Expected Graduation 2013

Staten sland, New York

Bachelor of Arts: Major: English; Minor: History

Relevant Coursework: English, Math, Spanish, Minority Groups, Geography, History
Extracurricular Activities: Women's Track Team, Heath-care Club

Leadership Activities: Student Government, Treasurer; Track Team Captain, 2010

EXPERIENCE:

University Hospital, Staten Island, New York October 2010-Present
Volunteer, GiftStore

k

b
get-wellgifts, birthday gifts, and so forth).
i

tients, and visitors.

Huguenot Diner, Staten Island, New York August 2009-Present
Hostess
+ First point o contactfor  ensuring
anoften
shift P lcash
pick- 201030 per day.
. kept apprised of his attention.

Child Activities Unlimited, Staten Island, New York
i

Camp Counselor July 2010-August 2010

, for six hours per day
fonal 3

five days per week ive interacti 00 children,
ages five through twelve, who attended this camp.
« Partnerwith 20 counselors managed
well,and enjoyed by all
basketball, bowling, kickball) and

various bus trips

Crystal Blue Pool Care, Staten Island, New York
Lifeguard 2007-2009
* Memberof ateam of

9
 safety of between 50 and

nine-to

nsuring
ten-hour shifts.

© Resp luding running 9
water with appropriate chemicals.
+ Trainedin all aspects of first aid and CPR in the event of any emergency.

SKILLS:

Knowledge of Microsoft Word, Excel, and PowerPoint.

INTERESTS:

Enjoy he kickboy d yoga).

Refer to matching cover letter at the end of Chapter 5
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Figure 4.8 Sample #3—Brittany Post

Brittany Post
brittanypost@shu.edu - (555) 555-5555
22 Court Street, New York, NY 55555

EDUCATION

Seton Hall University, Stillman School of Business, Expected graduation May 2011
South Orange, NJ

Ce port Business

Bachelor of Science in Business Administration

GPA:3.5, Deans List, 2008, 2009

Relevant Coursework:

Fopeera Businese Statict

Financial and Managerial Accounting ~ Management of Sport Organizations.
Money and Banking Business Writing

Business Finance Microeconomics and Macroeconomics

Extracurricular Activities
Alpha Kappa Psi, Professional Business Fraternity, 2009-present
Tau Pledge Class Warden

- Organize professional events

Participate in community service

Sports 2008-present
Organize sports trivia nights and blood drives
Plan weekend retreats to observe sport-management venues

EXPERIENCE

Time Warner Cable
Brand Ambassador, 2009

- Promoted organization, products, and services at various events with over 1,000 in
attendance

Together with a team of ten, organized, promoted, and sold over $10K at each of ten
events

Seton Hall University Sports Polling Center

Pollster, 2008-2009
Gathered information for sports polls with results published by national media,
specifically ESPN and Bloomberg

Ralph's lces

Cashier, 2007-2009 (summers)

- Worked with a team to provide exceptional service to clientele of this landmark store
Partnered with g ganizei y popular ices

were ordered in advance

TestTakers - SAT Prep
Administrative Assistant, 2007

- Handled confidential paperwork and fling of approximately 200 students
- Communicated with students, parents, and faculty on a weekly basis

SKILLS

Languages: Fluent in Greek and Russian
Computers: Experience with MS Office (Word, Excel, PowerPoint), C+-+
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Figure 4.9 Sample #4—Donna Right

Donna Right

234 Stafford Avenue (222) 222-2222
Queens, NY 10312 drighteyahoo.com

OBJECTIVE: Passionate about obtai

g a position in Elementary Education.

EDUCATION:

Master’s Degree in Elementary Education, Kingsborough Community College,
Spring 2009, GPA: 3.4
Bachelor of Arts in English, Wagner College, Spring 2006, GPA: 33

ADDITIONAL CERTIFICATES:

+ Virtus Training Certificate, Received April 2009, St. Theresa’s Church
« Teacher's Aide Certificate, Thompson Education Direct Online, 2004

TEACHING EXPERIENCE:

Student Teaching, Public School 353, Queens, NY, September-December 2009

Student Teacher (First and Fourth Grad

- Fulfilled over 400 hours of student teaching requirement before obtaining
Master's Degree.

« Created and taught lesson plans (30-40 minutes) for appmxlma(ely 25
students. All work \d feedback
positive.

+ Led smallgroup activties (roups of fiveto six students) i subjects of wting
and reading,
thrived in group learning environment.

« Supervised in-class learning centers (one-on-one) that focused on writing,
e i

. Taught daily math ing school-approved teacher
workbooks.

+ Led reading sessions for al children with comprehension discussions
afterward. the impc listening and
material.

+ Accompanied teacher and supervised approximately 25 students on class
trip to veterinarian's office. Children learned about the care of various
animals.

- Reviewed homework on  daily basis, and graded tests periodicaly

+ Designed bulletin boards that
into the lesson plans.

+ Interacted with parents whenever necessary, including their attendance at
spe(lal school events and caling home if their child was not feeling well

. wa:
conducive to Ieammg

Student Observation Hours, Public School 366, Bronx, NY Fall 2008
« Fulfilled 100-hour student observation requirement before omammg Masters

Degree.

- Observed first grade and fifth grade, including Science Cluster Teaching in
Special Education Classroom (with 60% GeneralEducaion students and 40%
Special Education students

- Conducted vari d reports based
ADDITIONAL WORK EXPERIENCE: April 2010-Present
Bath and Body Works, Queens NY ST ET EARTIEI

The Body Shop, Queens,
Sales Associate (for both posmons)
- Manage sales on a daily basis, inluding cash and credit sales, receipts,
exchanges, and returns
+  Ensure clients receive exceptional customer service and merchandise.
f st ducts

INTERESTS:
Reading, Broadway shows, music, dancing
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Figure 4.10 Sample #5—April Stream

April Stream
astream@arizona.edu

Current Address: Permanent Address:
811 East Road Apt. 2222 88Top Drive
Tucson, AZ 88888 Aberdeen, NJ 07081
(888) 888-8888 (908) 333-3333
(OBJECTIVE: To obtain a Buying and Planning Executive Position with Macy’s, Inc.
EDUCATION: Phoenix, AZ
UNIVERSITY OF ARIZONA Expected Graduation: May 2012
Bachelor of and Co

8
Fall 2010 sty Abfoxct Romelfaly

 National Society of Leadership and Success, National Society of C b
U i RCER cholarship, Arizona Excellence Scholarship, Student
Travel Scholarship, Bruhn Memorial Scholarship.

EXPERIENCE: New York City, NY

GLOW SHOWROOM June-August 2011
Inte

S sy phone, Facebook and JOOR.

- Handled purchase order well d m.

S SR A A A A buyers tolook thioligh each ne that the showroom represent=
- Constantly updated each individual designers account st

MACY’S, INC. New York City, NY
Intern, StoreManigement June-August 2010
- Shadowed I i inctional specialties.

Attended dailyt turmover ezt el e e, and other store issues such as

T T A e T o i S
Delivered a presentation to executives and managers describing summer internship project, focused on the sale of
back-to-school items.

CTC DESIGNS, LLC Montclair, NJ
land i Summer 2008, 2009
- Helped d d set up effective ise display.
- Described and demonstrated usefulness and value of products to prospective customers.
. based on their needs, taste, and price.
"TENNY SONS & CO,, INC. Short Hills, NJ
Men's d other f June-August 2007
- Effectively I for this medium-priced retailer serving ious clientels
. based on price and style.
5 d products in addition d by the store.
ACTIVITIES:
. ith Future Retail Leaders’ A: i it the University of Arizona.
and

o Alpha Epsilon Phi sorority.
* Partcipation n Relay for Life, sponsored by the American Cancer Society.
+ Volunteer at Overlook Hospital in Summit, NJ.

SKILLS:

« Computer Skills: Familiar with Microsoft Office 2007,Word, Excel, and PowerPoint and QuickBooks.
+ Business SKils Organized, multtasker; snong verbal and written communication skil.
+ Client-Focus ustomer likes and dislikes.
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Figure 411 Sample #6—Louise Ng

Louise Ng

EDUCATION:
July 2010
Bachelor of Science in Business Management
+ Second Class Honour (in the top 10% of class)
5 I Marketing, Ce
Roedean School, Brighton, England 2004-06

Adevels Studies.
+ A-level UCAS Point 360+ (Chinese, Economics, Geography, Mathematics) 300+ from three subjects
- Lawrence’s Award for singer of the year

St. Paul's College, Hong Kong 1999-2004
+ Executive committee of the student union
EXPERIENCE:
'SAWong Garment Limited, Shenzhen, China June 2009-August 2009
5 ily busi 3 ging and

d

of
communicating with local government and customs

Research
5 p: 2011-2015, as Tian has
ince 1998, i hich
included quality and human-rights issues.
ST Ellis,Hong Kong July 2008-August 2008
worldwide)
o e
lysis, such
the chosen site.
tering dat:
Residential C
o Also
h
price).
the sit
CTC Pieda Ltd., London, United Kingdom July 2006
. » v
counties)
conferences. Also responsible for administrativ tasks.
ADDITIONAL INFORMATION:
+ Computer skils: MS Word, proficient; MS Excel, expert; SPSS, familar
+ Languages: Chinese (Cantonese), luent; Ct fluent; English, fluent; Ta fuent
piano, the viol
- i i don in Brigh
2004-2006. Main d xR
B i : China, h Kores, Taiwan, Thailand,
France, G Greece, taly, N in, Swed tican City; North Ameri

Mexico, United States of America

Refer to matching cover letter at the end of Chapter 5
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Figure 412 Sample #7—Helen Patty

HELEN PATTY
33 West Terrace, Washington, DC 22202 - Mobile: (555) 555-5555 « E-mail:helenpatty@verizon.net

PROFILE:
5 @
hronicle,C . NY T
Journal,
teamwork,

organizational skills.
EXPERIENCE:
CTC STRATEGIC SERVICES, Washington, DC October 2003-Present
Assistant Account Executive, Communications
o facts sheets,

Komen, GlobalGivi .

i intenal, and extemal
perception; i whati
working,

‘media placements in national media publications.
‘media interviews on CNN.
statements, pitches,
Washington, DC Summer 2002
Europe Program Intern
i ttendi
foreign ministers and presidents.
OCEANIS, Madrid, Spain Summer 2001
Fund-raising and Press Department Intern
foundation: donors, which,
EDUCATION:
N y » BC, Canada. May 2010
Masterof Arts in European Studies
Wellesley College, Wellesley, MA June 2003
Bachelor of Artsn Politcal Science, Comparative Politcs
INTERNATIONAL COURSEWORK/EXPERIENCE:
” hioss Hofen, Aust July 2006
Tour, Brussels, Strasbourg, Luxembourg, EU May-June 2006

Ilisa Language Institute, San Jose, Costa Rica
International School of Manila, Manila, Philippines

SKILLS AND ADDITIONAL INFORMATION:

A

June-August 2003 and April-June 2005
August 1997-June 1999

L i I French,

bat, PR Newswire, Cisi

reading, cooki
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