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Resume Construction

Contact Info
Opening Statements (Objective/Summary/Profile/Offering) IR

Experience job description to
. . . . . tail
o Appropriate Experience Focus - List things you enjoy arieryourrestime

o Trimdownto 1 or 2 pages
o Not just list of responsibilities - include accomplishments & value
o List most recent to oldest - Gaps are OK - only go back as far as necessary

Education & Certificates

Volunteering, Awards & Honors
Skills

Languages
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Resume Layout

Rick Grimes

Junior Editorial A

University, mad Personal Info
aswelasmy  AdesS
7W. Adams Lane:
Random House. santord, CAsa116
Phone
Work Experience 2025550115
201506~ Editorial Intern Email
200709 Faberand Faber, Stanford richard 1 grimes@gmailcom
3 Linkedin
copy et freaders, indexers,
tecipe testrs, and technical edtors, including remote and on-site it
employees
. a
P skills
Education Academic Wiing
201709 MAin English, Stanford University e
Expected o graduate in 2018
> o Research
3s5GPn
Favorite fieds of study: American Poctry: From Modernism to vanced
Postmodernism, Creative Expression in Wiing, Creative Nonfiction
Thesis i “An Analysis o he Impactof 18405 Blues Culture on the G
Poeic Expression of the Members of Harlem Reneissance” e
Key achievement; Awarded $15,000 2017 Drue Heinz Literature Prize for
a collecion ofshort stores “Your Latest Trck. Languages
201308 BAin Comparative Litarature, Stanford University E—
201706 39GeA
Favorite fields of study: Introduciion o iterary Study: Comparison, Bilingual
Gosmopolianism, and the Global Nove! Litrature Goe Viral, igital rrench
Humanites, Radical A, Re-thinking Derrica, Being as a Speciacle o
Thesis tite: “Towards the Derrdian Decosiructon of the Notion o
Blography on the Basis of Julan Barmes’ 1984 novel Flauberts Partot™
Spanish

Extracurricular activities and achievements:
+ Dearrs List 20142016

« Crief Editorof the Universiy Blog fiom 2015 t0 2017,

Awards and Honors

201702 2016 Drue Heinz Lierature Prize
201606 Dean's List, Stanford Unversity
201506 Dean's List, Stanford Unwversity

o
Advanced

Don’t use strange fonts

Keep to 1 or 2 pages unless they ask for more
Name and contact info should be clear

Look at what others in your industry are doing

and what you think stands out
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Earl Beckstrom

Sometown, MI 48103
Phone: (555) 555-5555 e Email: eb@somedomain.com e Linkedin URL

CIVIL ENGINEER

Upcoming raduate of AGET-accredited bachelors n i ngineering progrom, ke by

successful intemship experience and knowledge of engineering theories, principles,

Shecifcations and standards. Flan to cam Engineer in Traming cerfcation upon aradation

@ Demonstrated 3D skils with the ability to design site layouts from concept through completion,
Proficient user of AutoCAD Civil 3D, MicroStation and ArcGIS.

® Knowledge of Sometown, MI Municipalities Planning Code and zoning, subdivision and storm
water ordinances

Education & Credentials
ABC UNIVERISTY, Sometown, MI
Bachelor of Science in Civil Engineering program, 120/132 credits completed
® Honors: Chi Epsilon (Civil Engineering Honor Society), Dean’s List (5 semesters)
© Activities: Member, American Society of Civil Engineers and Emerging Green Builders (EGB)
Planning Committee, Engineering Expo
® Course Highlights:

Civil Engineering Design
Cost Estimating & Surveying
sis & Dynamics
Geotechnical Engineering
Construction Methods

Traffic & Materials Engineering
Environmental Engineering

ource Engineering
Fluid Mechanics & Nydraullcs
Concrete & Steel Desi

>

Professional Experience
XYZ COMPANY, Sometown, M
Engineering firm serving government and commercial clients.

Intern, Civil Engineering Group, September 2016 to Present

® Assisted civil engineers on several key govemment projects involving roadway designs and
improvements, solutions easing traffic congestion and replacement of deteriorating bridges.

® Handled cost-of-materials estimations, report and document tracking, project documentation,
on-site project visits, invoice/agreement verification and building permit applications.

® Gained experience in blueprint reading, as well as preparation of maps and plans.
ABC COMPANY, Sometown, MI

Worked in telesales throughout college to help finance education.

Sales Representative, June 2014 to August 2016 (seasonal)

® Cold-called small business owners to sign new accounts for print advertising service.
® Cultivated excellent relationships throughout assigned territory.

We shape our buildings; thereafter they — Winston Churchill

LONDON GORDON, RN

1 Main Street, New Cityland, CA 91010 | | C: (555) 322-7337 example-emailgexample.com

Summary

with 12 healthare.
exceptional care to diverse patient populations with a passion for women's health ssues and
obstetric care. Loyal and collaborative team player.

Certifications
Regstered Nurse, State of Calfornia--2001-Present
First AId, CPR and AED Certifications, American Red Cross-~2000
BLS and ACLS Certifcations, American Heart Association--2000

Highlights

Patient care

Assessments

Vitals

Medication adminisration

Phicbotomy

IV management
HIPPA compliance

o
Detail-oriented
People person

Experience
Registered Nurse Aug 2005 to Current
Women's Care Group — New Cityand, CA
« Asses patientvital and tae ab specimens for testing.
« Workwith women from puberty to & and
ways to imp health . det, ptimal ife

choces.
Help pregnant patients with exercises to manage weight gain and ensure optimal fetal
health.

Assist doctors with in-office surgeries and non-{nvasive procedures.
Ensure HIPPA compliance of entire nursing staff through reviews and procedural
updates.

and v pr
Registered Nurse. Sep 2001 to Jul 2005
Dr. Maria Love — New Cityland, CA
Primarycare, asessment and evaluation of gynecologcal and obsterical patent.
for

pll!m: on issues and post-op o delivery
Organlred nded oot groups e bjes eated o Sl R S
to ensure long-term patient well-bein

Worked extra hours with Dr. at urgent care linic caring for victims of domestic
violence.

Education

Bachelor of Science, Nursing 2000
California Coast University — New Citytand, CA

Heather McCombas Academic Achievement Award

Graduated Summa Cum Laude

Find a Layout That Works For You




Resume Templates

e Word & Google Document Templates - Both document editors offer
resume templates that can be loaded from the new documents dialogues

e Google Search - for “job-title resume” or “job-title resume template” or
“job-title resume example” - You get the idea

e Online Resume Applications - With just a little time in the Googlesphere,
you will quickly learn that you can subscribe to online resume writing
applications that provide step by step resume development and large
selections of templates
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Contact Info

Name (First M. Last)

Email (professional preferred)
Phone

Address

Web Site (if applicable)
LinkedIn URL (totally optional)

It is important that this information
be clear and accurate

Do Not Include:

Age

Race

Marital Status
Number of Kids
Religious affiliation

MARIE BRODY, CPhT

Sometown, AZ 85287
Phone: (555) 555-5555 = Email: mb@somedomain.com = LinkedIn URL

Certified Pharmacy Technician

= PTCB-certified pharmacy technician with a high level of motivation to launch career in this
field.

= Training has included four weeks of practice in a clinical externship as well as training in a
state-of-the-art pharmacy laboratory.

= Learned from respected PharmD instructors, gaining a foundation in pharmacy best practices,
medication pharmacology, pharmaceutical calculations and prescription processing.

= Experience includes current position as a retail pharmacy cashier—provide exemplary patient
care and ensure a positive customer experience.

Education & Credentials

ABC TECHNICAL INSTITUTE, Sometown, AZ
Pharmacy Technician Diploma, 5/2016

= Graduated from ASHP-accredited school, acquiring the knowledge to sit for and pass the CPhT
exam on the first attempt.

= Earned “A” grade after completing 160-hour clinical externship at XYZ Pharmacy.
= Completed curriculum delivered in classroom, online and lab settings covering topics including:

- Medical & Pharmaceutical Terminology - Pharmacy Practice Ethics

- Pharmacology of Medications - Prescription Filling

- Retail Pharmacy Procedures - Medication Compounding

- Medicare & Medicaid Reimbursements - Basic Anatomy

- Pharmaceutical Calculations - Patient Care & Interaction

- FDA Drug Safety Guidelines - Medication Inventory
Management

Certifications:




Resume Opening Statements

Choose which works best for your resume:

e Objective - Short statement of the objective of the
resume

e Summary or Profile - Short statement that is a
summary of your skills and qualifications

e Offering - An ‘offering statement' is brief, reflecting
well-selected accomplishments and skills of the job
applicant, using action words.

Soft Skills in Opening

Bring attention to:

Strengths in emotional
intelligence

Ability to be analytical and solve
problems

Ability to collaborate with others
Ability to communicate and to
listen

Self starter / always finish the job

:_y Note: An employer is more interested in what an applicant has
= to offer than what the applicant's personal objectives are.




Example Opening Statements

Objective
Obtain a responsible position as an X-Ray Technician.

Summary/Profile
Hands-on executive officer with extensive experience in food processing industry,
recognized nationally for planning, developing, implementing and measuring corporate-wide
internal and external marketing and branding communication programs designed to align
corporate goals with stakeholder interests, resulting in long-term stability and growth.

Offering
Internationally experienced, multi-lingual tech leader with exceptional interpersonal skills
who is prepared to enhance your company’s software solutions development with
predictable delivery costs and schedules as well as higher quality using industry proven
practices like Agile and DevOps.




Experience

Use Reverse Chronological Order - List most recent job first

Include:
o  Employer name
o Job location
o Job title
o  Job dates: From - To (Month & Year is fine)
o  Brief overview of role/responsibilities
o  Quantitative value statements (i.e. Increased of $x revenue over previous year)
o  Industry keywords and acronyms (very important)
o  Bullets and bold to highlight key elements of experience
Do Not Include:

© ©@ © © © O

First or third person words (i.e. | / He / She / Your Name)
Anything you dislike doing

Work experience that is completely irrelevant to job posting
Reasons for leaving

Long paragraphs

Too much info - Try to keep resume to two pages or less

Suggestion: Keep a multi-page long form
version of your resume, but never send that
version. Instead, use it as master resume of all
the bullets and info you create as you generate
resumes tailored to job descriptions.




Education & Certifications

How much education and certifications are featured in your resume will depend on how
important they are in your industry and to your value.
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Volunteerism, Awards & Honors

People notice people who get noticed. Pointing out when you have given to the community
and when you have been honored or recognized can be useful for getting resume noticed.

Volunteerism

SOCIETY FOR THE PREVENTION OF CRUELTY TO ANIMALS — Sometown, AZ

HONORS/AWARDS
Extra Mile Award (10 Times)
Board of Education “Service to Students” Award
Teacher of the Year, 1987

VOLUNTEERING

AnimalAm I, 1/16 to P 201 0 Receptionist/Day Chair B
ul 2016 = Jun 2 | / noa
Animal Ambassador I, 10/14 to 12/15 ) ) . P % !
. 10 tonlTl ankinl 3 dor ot Somebown SPCA Animal S ater completing intensive Volwnseered at Cohumbus State University as a Receptionist/ Day Chair im the Dowor Office for tee months
Animal Handling training program, ® Answer phones, direct calls and take messages
® Meet and greet guests and accom pasy them 1o appoisement b
«  Demonstrated dedication to the SPCA by volunteering for an average of 16 hours monthly, Assist in T ST P S TS ot b
training, socializing and ing ani ing ption as well as handling basic shelter upkeep tasks. . ists every moening and distribute to rebevant parties and satellite
* Qualified for Veterinary ical Assi: training program, set to begin this spring. &
. nformatian into the databuse
viti ‘A * Pro clal correspondence before bulk emailing to clients
Acti es wards
Aug 2016 - Jan 2017 Office Administrator Besten
¢  Member / Vice P o 4H( Chapter), 2015 to Present Was part of @ beam of Voiusteers ot the omeamications office for the Boston County Heskhcare Ausecietion
«  County Winner (Second Place R = weckly Q8A ween management and members of the emvcation end
5 Bt e I Eqd Volunteer and Leadership Experience dence preceding and following thesw events
. o ome inguiries, direct calls and take messages
* Top 3 Finalist « Multiple youth, Volmbsar A 20T o Lerrmt avel arrangements of senior n-.(-:,. ment

Vigor Health Drive, Inc — Atlants, GA

States and Nigeria.

Volunteer

Erowth.
Voluntear

Royal Crest Knights and Warriors — North Andovar. MA
®  Worked with school aged children in reed of extra attastion with their homs works.
® Engaged in activities that deyslopad the childran's physical, emotional and social

Young Athlste’s Program — North Andovar, MA
o Worked with childran ag=z 2-7. with and withoot dizabilities.
® Hsalpsd chitdren develop 2ross motor skilis throush fun gamses, sonss, sports, anc

® Lsagds the team that manages and promotes 3% social medis accounts.
o ‘Works with 2 team of registerad nuzses 10 promote haslth wareness in the Usited

Apr 2016 to May 2016

ceive mail, courier packages, and registered letters

wes during daily meetings and diseribure via email 10 participans
| maintain databases and fikng systems
ervands when needed

inting, photocopying, and binding of documents far prescstations

1 arganize meeting raoms

d asd beverage orders and deliveries for company events

Mar 2016 to M3

HONORS/AWARDS
Cast member of musical - Oklahoma Winter, 2007
Class Representative to ASB Fall, 2008
Most Improved - Varsity Soccer Fall, 2007




SKILL

SOCIAL MWEBIA BeaNINe  ()()

20 MAREETING

PRESENTATION

EJ sorrtskis
Adaptability
Collaboration
Strong Work Ethic
Problem Solving

@ HARD SKILLS

Microsoft Office
Fluent English
Fluent Spanish
Web / Tech Sawwy

SKILLS

Skills

Highlight Key Skills - Having a skills section in
your resume can be a handy way to highlight
the skills you know are needed for the position
you seek.

Keywords & Acronyms - It is also a good way
to get keywords and acronyms into your
resume so searches pick them up.

Can be Overdone - Be careful that your resume
doesn’t become difficult to look at because you
have too much bulleted content.

HIGH SCHOOL STUDENT RESUME

Youremali@gmail.com Phone
City, State LinkedIn URL, Website
Motivated student (3.6/4.0) who demonstrates strong work ethic and creative ability. Seeking to apply my
graphic design skills and artistic drive as a summer intern at your will proven
asac to toc goals and needs.

Epucartion

Santa Monica High School, Santa Monica, CA
Senior

- GPA:3.6/4.0
- Relevant Coursework: Intro to Graphic Design, AP Art, k, Ci
- ber of the Honors Society and National Art Education Association
=  Clubs: Yearbook Club, Santa Monica Newspaper, Spanish club
MAJOR ACHIEVEMENTS
Yearbook Club
Yearbook Design Team Lead 2015 - Present
= Createda logo to school mascot and colors; opted to use coated paper

in 2016, which improved photo quality and increased profits by 5%.
= Arrange all club photos and pages to correspond to yearbook theme.
=  Trained and supervised 2 sophomore students in graphic design.

Santa Monica Newspaper

Graphic Designer 2015 - Present
Procured advertising for school paper, saving organization 25% in costs.

Edited and curated photos used for school paper; increasing readership by 15%.

Custom design page layouts to fit articles, photos, and advertisements into strict format.

Contributed to school’s online publication by designing page layouts to accommodate mobile screens,

ADDITIONAL SKILLS

Proficient in Photoshop and Adobe Creative Suite

Basic knowledge of HTML

Basic edge of Adobe D

Great photographer

Keen eye for with good of image
level in h

AWwWARDS, HONORS, AND HONORARY MENTIONS

- for M Prize for Ik in 2016

= Submitted artwork to Ocean Awareness Student Art Contest 2016

- Came in 2™ place in the Applied Arts 2016 Student Awards for submitting graphic design work under
the category of Advertising.




Skills Based Resume

For some professions, a skills focused resume
works best. Skills based resumes are not as
common, but if this is how you can get noticed then
it is right format for you.

If your experience is just a list of companies, titles
and dates, be prepared to produce a version of your
resume that has breakdown of skills, responsibilities
and accomplishments for each position.

NANCY CONFIDENTIAL \
Phone: (866) 788-8978 | Email: support @cpresumes.com J (

Address: New York, NY

Detall-oriented, creative, and highly motivated Graphic Designer with 10+ years of successful
experience. Solid analytical, communication, problem solving, critical thinking, and technical skills.
Expertise in commercial packaging design. Currently seeking a position as a Graphic Designer which will
effectively utilize all acquired skills, abilities, and areas of expertise as follows:

« Digital Graphic Design * Commerclal Packaging < Print Production

* Client/Vendor Relations * Digital Image Editing « Cost Quotes/Estimates

* Quality Assurance (QA) * File Conversions « Problem Solving
Cone COMPETENCIES

+ Leading packaging design for items such as toys, jewelry, pet supplies, and pharmaceutical cartons,
boxes, labels, and displays.

* Creating mock-ups and dummy package layouts for customers/marketing events, as well as
preparing digital graphic designs and color trapping for printing-blocks and Flexo prints.
* Developing, designing, and manufacturing catalogs, flyers, brochures, layouts, posters, logos,
business cards, private/business invitations, stationery, advertisements, and marketing materials,
+ Collaborating with freclancers and outside vendors to ensure that final products reflect the original
intent and print production requirements,

« Interacting with suppliers/printers on graphic designs, creating artwork according to customer
requirements, and revising existing graphic materials and customer artwork.

* Converting graphics/images/logos from hardcopy into approved softcopy templates and working
with 4-color process, Pantone colors, and print production {one-color or multi-colored).

+ Preparing and designing digitally-printed graphics for soft-metal panels (small and large) and gobos,
including sizing and shaping.

PROFESSIONAL PROFILE

Company Name - Graphic Designer Jul. 2010 - Jul. 2011
Company Name - Freelance Graphic Designer Sept. 2009 - Jul. 2010
Company Name - Graphic Designer May 2008 - Sept. 2009
Company Name - Graphic Designer Nov. 2007 - May 2008
Company Name - Graphic Designer Oct. 2005 - Jul. 2007
Company Name : Graphic Designer Jul. 2001 - Jul. 2004
EDUCATION

University Name | Specialzation: Web Design Jul. 2001 - Dec. 2001
University Name | Specialization: Graphic Designer Oct. 1999 - Jun. 2001
University Name | Specialization: Graphic Designer Mar. 1998 - Aug. 1998
TECHNICAL SKILLS

Adobe CS3 (Creative Suite 3: Photoshop, lllustrator, InDesign), Adobe Acrobat, Entourage, Microsoft
Office (Word, Excel, PowerPoint), Microsoft Windows, Mac OS, Focus.




Languages

Speaking additional languages can be a large selling point. Definitely include foreign
languages spoken on your resume. If you speak a popular language or a language or
languages particularly well, it doesn’t hurt to feature this.




Resume Accuracy

/N

[ vors

Mistakes on Resumes are Bad

Read, Reread, and then Read Your Resume Again

Y

Ask Other People to Proofread Your Resume




Helping people heal
from job loss

Back2Work@rockpointechurch.com



