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Purpose of a Resume
 What is a resume?

 Origin: French Word resume meaning “to summarize”

 Purpose: to persuade the prospective employer for a 
personal interview

 Serves to provide a summary of your qualifications

 Emphasizes your skills and accomplishments

 What is a curriculum vita ?
 Is a summary of your educational and academic 

background, as well as teaching and research 
experience, publications, presentations, awards, honors, 



Before You Start
DO…

 Be brief, clear and 
concise

 Stress your 
accomplishments and 
skills, as well as 
experience

 Be neat and organized; 
direct the reader’s eye 
with format

 Use bold type to 
emphasize certain 
elements; use italics 
sparingly, only to 
highlight

 Be consistent on format 
and tenses

 Concentrate on positives
 Use action words to 

describe your 
accomplishments

 Proofread careful; let at 
least 2 others read over 
and critique 

 Use high quality matching 
paper



Before You Start
DO NOT…

 Use the pronoun “I”

 Use a font size smaller 
than 10

 Include personal 
information such as 
marital status, health, 
age, place of birth, etc

 State salary requirements

 Use nicknames

 Include names and 
addresses of past 
supervisors

 Include a photograph

 Include any information 
that you cannot supply 
documentation or explain



Parts of the Resume

Heading
Career Objective
Education
Qualifications
Experiences
Honors and Awards



Parts of a Curriculum Vita

Heading
Career Objective
Education
Skills and Qualifications
Experiences
Presentations
Publications
Grants and Fellowships
Honors and Awards



Heading
 Initial section of your resume details

 Who you are
 Do not use nicknames
 If you go by your middle name, indicate it

 Example: Norman Scott Smith would be N. 
Scott Smith

 How the employer can reach you
 Name, address, phone number, email 

(professional)
  Current and Permanent if applicable 
  Use area codes and zip codes



Example Heading

                            Kevin R. McGavin
                           kevinmcgavin@email.com
                                    315-555-5555

Campus Address          Permanent Address
P.O. Box 1234          5432 NE 35th Street # 

20
Aurora, NY 13026                     Silver Springs, Florida 

34488



Career Objective
  Some Do, Some Don’t

 Some choose to exclude from resume and state in 
cover letter
 Feel that it can be limiting, too broad, or 

uninformative

 A clear Statement of Your Intentions
 Some employers like to see a clear goal or purpose
 Avoid using phrases such as “a challenging position”, 

“a position dealing with people”, or “opportunity for 
growth”

 Taylor to the job, examples:



Education
  Content and format

 Institution attended, location (city/state), graduation 
date, type of degree, area of study, GPA (if  above 
3.4), and any academic honors
 Wells College, Aurora, NY  May 2010
 Bachelor of Arts, Computer Information Systems
 GPA: 3.6/4.0
 Honors: Dean’s List, 4 Semesters
  Henry Wells Scholarship, 4 Years

 Placement
 Recently graduated students place it after objective 
 Graduated a year or more, place after experience



Qualifications
 Summary of special skills

 Computer skills, language skills, customer service, 
leadership

 Be Specific! Example:
 Proficient in writing and speaking Spanish
 Skilled in the use of MS Word, MS Excel, MS Access

 Preview of what is to come in experience

 Listing qualifications is optional



Helen Smith
6456 Gainsboro Street

Orlando, FL 33625
341-589-8978

helensmith@yahoo.com

EDUCATION
  Bachelor of Social Work, May 2000
  Saint Leo University, Saint Leo, Florida

  Honors: Phi Theta Kappa International Honor Society
   Hazel Whitman Scholarship

QUALIFICATIONS
 Excellent listening skills
 Demonstrated assessment, intake, and counseling skills
 Experience working with mental health clients
 Utilized conflict management skills
 Proven leadership capabilities
 Work well independently or as a team member



ANA TERESITA DI DONATO
PERMANENT ADDRESS

14301 John Smith Blvd. Apartment 714
Tampa, Florida 33613

(813) 555-8561
anadidonato@e-mail.com

EDUCATION  Saint Leo University, Saint Leo, Florida 33574
   Bachelor of Arts (English Literature) January 2000
   3.6/4.0 GPA

  Honors Graduated Cum Laude
   Dean’s List
   Florida Merit Scholar
   The Abbot Marion Bowman Activities Award 2000

QUALIFICATIONS
 Bi-Lingual in English and Spanish
 Extensive customer service experience
 Proficient in Windows 98, Microsoft Word, Excel, Access, Publisher, PowerPoint, 

Page Maker 6.0, Explorer, and Print Shop
 Professional writing skills
 Self-motivated; function well independently or as a team member
 Demonstrate leadership skills
 Goal-oriented
 Experience in working with children and adolescents



Experience
 Experience relevant to your objective

 Full or part-time employment, internships, practicum

 Also be sure to list volunteer work, community 
committee work, advisory board positions; it indicates 
work ethic, knowledge, conscientiousness



Experience
 Formatting 

 Most Recent First (Reverse Chronological Order)

 Experience Information
 Name of Organization
 Location Information (City, State only)
 Position Title (example- Cashier, Child Care 

Provider)
 Date (August 2010-Present, or July 2010-August 

2010)

 Describe the job and accomplishments
 Use each phrase with an action word



Helen Smith
6456 Gainsboro Street

Orlando, FL 33625
341-589-8978

helensmith@yahoo.com

EDUCATION

QUALIFICATIONS

EXPERIENCE
  Internship, The Harbor Behavioral Health Care Institute, Spring 2008
  Alpha Program Assistant

 Facilitated at-risk children’s groups
 Assisted with home visits
 Attended substance abuse staff meetings

  Traditional Mental Health Case Management
 Attended staff meetings
 Observed case managers in court and jail
 Visited the state hospital
 Training included Orientation and Quality Training, Basic Ethics, Medical Records, Case 

Management.



Experience
 Experience relevant to your objective

 Full or part-time employment, internships, practicum
 Also be sure to list volunteer work, community 

committee work, advisory board positions; it indicates 
work ethic, knowledge, conscientiousness

 Important to use action words 
 Good descriptions are vital to conveying your 

experience 
 Keep your tense consistent; present tense if you are 

currently active in the experience and past tense for 
all other past 

 experiences
 Use the action word list provided for ideas



Verbs
• Analyzed
• Appreciated
• Arranged
• Aspired
• Assembled
• Assisted
• Budgeted
• Built
• Clarified
• Commanded
• Completed
•Composed

• Accelerated
• Accompanied
• Achieved
• Acquired
• Administered
• Advised

• Conceived
• Conducted
• Constructed
• Controlled
• Converted
• Cooperated
• Coordinated
• Correlated
• Created
• Decided
• Delegated
• 
Demonstrated

• Designed
• Determined
• Developed
•Devised
•Directed
•Discovered
•Displayed
•Doubled
•Earned
•Educated



More Verbs
• Established
• Evaluated
• Exceeded
• Executed
• Exhibited
• Expanded
• Facilitated 
• Finalized
• Financed
• Formalized
• Formed
• Formulated

• Effected
• Eliminated
• Enacted
•Encouraged
•Engineered
•Enhanced

• Founded
• Generated
• Governed
• Graduated
• Handled
• Headed
• Hired
• Identified
• Implemented
• Improved
• Improvised
• Increased 

• Induced
• Influenced
• Initiated
•Innovated
•Inspired
•Installed
•Instructed
•Insured
•Integrated
•Intensified



Even MORE Verbs
• Licensed 
• Located
• Maintained
• Managed
• Marketed
• Mastered
• Monitored 
• Motivated
• Negotiated
• Negotiated
• Obtained
• Operated

• Interpreted
• Invented
• Justified
• Keyed
• Keynoted
•Launched

• Organized
• Participated
• Perfected
• Piloted 
• Pioneered 
• Planned
• Prepared
• Produced
• Provided
• Recommended
• Reconciled 
• Reorganized

• Revised
• Served
• Serviced
• Streamlined
• Structured
• Succeeded 
• Supervised
• Trained
• Unified
• Verified 



Presentations/Publications/
Grants and Fellowships

Presentations
 List all campus and/or conference presentations that you 

presented at.
 Smith John (2006). The behavior of learning disabled adolescents in 

the classrooms. Paper presented at the Psychology Conference at 
the University of Minnesota.

Publications
 List any of your work that was published in a journal, newspaper, 

online, etc.
 Smith, John (2005). The behavior of learning disabled adolescents in 

the classroom. Journal of Educational Psychology, 120 - 125.

Grants and Fellowships
 List any grants and/or fellowships that you earned.

 RDB Grant (University of Minnesota Research Grant, 2005), $2000



Honors & Awards

Placement
 List should be at the end 
 Activities can be separate from Honors
 Examples

 Eagle Scout
 Volunteer of the Year
 Community Service Award



Resume 
Example



Curriculum
Vita
Sample p1



Curriculum
Vita
Sample p2







References

 Do not include in body of 
your resume

 Choose three to five people
 Past supervisors , employers , faculty
 People who know you 
 Request their permission first
 Confirm their contact information 



References

References
Complete Name

Job Title
Address (Street, City, State, Zip)

Phone Number (Include Area Code)
E-mail

Example:
John Doe

Director of Hiring
123 Main Street

Unknownville, TX 55555
(123) 555-1234

john.doe@e-mail.com



• Should be clear, concise, and detailed

•  Proof read for any grammatical mistakes, 
 this is  often your first impression!

• Explain why you are interested in the position 

• Always send a cover letter with when          
 submitting a resume to an employer

• Highlight your abilities and how they match 
 those of the position

Cover Letters



(Sample Cover Letter 
Outline)



Sections of a Cover Letter

Section 1: Opening Paragraph 
“Introduction”

 Should arouse the interest of the employer. 

 State why you are writing (i.e. in response 
to an advertisement, referral from a contract, 
knowledge of position opening, etc.). 

 You should also give the title of the 
position for which you are applying.



Sections of a Cover Letter

Section 2: Second Paragraph- “Getting to 
know you”

 Should create a desire on the part of the 
employer to know more about you.  

 Point out several key accomplishments 
from your resume that pertain to the job 
description, and highlight qualifications that 
would make you a good candidate for this 
position.  

Note: Be careful not to repeat you resume 
verbatim, but refer the reader to important 
points of interest.



Sections of a Cover Letter

Section 3: Third Paragraph- “The 
Homework Paragraph”

 You want to explain why you want to work for 
this specific organization.  (ex.: Goals, 
techniques, inavativite, 

 If you are not familiar with the organization, 
use the library or the Internet to do some 
research.  You might even call or stop by the 
employer’s location to request information 
materials.  

 Most employers are impressed by the fact that 
you would care enough to gather information 
before applying for a position.



Sections of a Cover Letter

Section 4: Third Paragraph- “Thank you”
 Thank the reader for their attention and 
consideration in reviewing your resume.

 Should pave the way for the interview by 
asking for an appointment, or by offering to 
call the employer in the near future. 





Words of Wisdom

Eric’s Words of Wisdom

Enjoy the Process

Writing a resume is an art not a science



For More 
Information    or 

Assistance
Wells College
Office of Experiential 
Learning and Career 
Services
Eric Vaughn, Director
(315) 364–3379 Office
evaughn@wells.edu
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http://jobsearch.about.com/od/cvsamples/a/
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http://career.ucla.edu/Students/Workshops/
OnlineResumeWritingWorkshop/Format/
CurriculumVitaeCV/ExampleOfACV.aspx


