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Career Services

Creating a Professional Resume 

1. Fill out the worksheets provided in this packet as a way of remembering what you have done that should be included on your resume.

2. Type your information in Microsoft Word. PLEASE DO NOT USE A RESUME WIZARD OR RESUME TEMPLATE!

3. Use one font size only. You may bold headings. Do not use lines, underline or italics. (There are examples of resume formats in this packet.)

4. Save resume to a CD or a Flash Drive

5. Call for an appointment with the Career Services Center (256) 352-8308 to have your resume edited and proofed.
Career Services

Bailey Center, 10th floor - P.O. Box 2000, Hanceville, AL 35077-2000

Ph. (256) 352-8133 or (256) 352-8308    Fax (256) 352-8188
Latest News for Preparing a Resume

·  AL is the abbreviation for Alabama.

· Type your information in Microsoft Word. PLEASE DO NOT USE A RESUME WIZARD OR RESUME TEMPLATE! You will be unable to change or cut and paste at a later date.

· Use one simple font size only. You may use bold headings for variety. (Arial, Courier or Times New Roman.)

·  Do not use lines, underlines, italics or bullets.

· If your resume is put through a scanner, it could distort or read the line or underlined words as being at the end of the page.

· Use short phrases with active verbs. Avoid paragraphs. Do not use “I,” the reader will know it is you.

·  One page is usually sufficient for entry level candidates.

· Use asterisks * to emphasize points.

· Use white or ivory good stock paper.

· Only include salary requirements if instructed to do so.

· For entry level workers resume should include: Name, address, phone number and e-mail. Next: Objective, skills/qualifications, education, and then work history. Jobs and education are listed in reverse chronological order. List years of employment, city and state. For education, state major and degree received or pursuing, city, and state of educational institution. You may include your GPA.

· NOTE: The objective should reflect the position or the job you are seeking and the resume should reflect the skills/qualifications you have for that particular job.
· References are on a separate page with the same heading and paper as the resume. Do not include with resume unless instructed otherwise.

·   Have at least five (5) people proofread your resume before you send it out.
Check the Following that Apply to You

_______Typing (approx. wpm______)                                              _______Accounting Skills

_______Computer skills                                                                     _______AP/AR Skills

_______Knowledge of Windows                                                        _______Record Keeping Skills

_______Lotus                                                                                       _______Payroll Skills

_______WordPerfect_____________                                                  _______Medical Terminology

_______Excel                                                                                        _______Legal Terminology

_______Access                                                                                      _______Mechanical Drafting

_______Microsoft Office_______                                                         _______Electrical Engineering

_______Microsoft Word/Works                                                             _______Mechanical/Electrical Skills

_______Corel                                                                                          _______Bio Med. Equipment

_______Power Point                                                                               _______Dispatching

_______Desk Top Publisher                                                                   _______Able to lift _______ pounds

_______Quicken                                                                                     _______Certified Nursing Assistant

_______Microsoft Money                                                                      _______Cert. Lis Practical Nurse

_______Knowledge of D-base                                                               _______Registered Nurse

_______AutoCAD 12/13                                                                       _______CDL License

_______AutoCAD 14                                                                            _______Child Care Skills

_______Other software skills (list) __________                                   _______Teaching Skills

_______Shorthand (wpm_______)                                                        _______Good Telephone Skills

_______10-key (keystrokes________)                                                   _______Sales/Marketing Skills

_______Computer programming skills                                                  _______Maintenance Skills

_______Computer Repair Skills                                                            _______Cashier Experience

_______Cobol                                                                                        _______Work Without Supervision

_______Visual Basic                                                                              _______Like To Work Alone

_______Pascal                                                                                        _______Good Time Management 
_______C++                                                                                           _______Law Enforcement Skills

_______QBasic                                                                                      _______Teller/Banking Experience

_______JAVA                                                                                       _______Good written Skills

_______Peachtree                                                                                  _______Problem Solver

_______Foreign Language(s) __________                                            _______Other________________
Skills Inventory

What is a skill?  Keep in mind any of the widest possible variety of attributes that represent your strengths, your key abilities, the characteristics that  make you a great candidate, the ways in which you tend to be the most successful when dealing with problems, tasks, and other life experiences.
Directions:

1. Circle every skill applicable to you.

2. On a piece of blank paper give as many examples of

your experience using that skill as you possibly can.

	administering programs
	enduring long hours
	planning agendas

	appraising services
	estimating physical spaces
	planning organizational needs

	arranging social functions
	evaluating programs
	politicking with others

	assembling apparatus
	exhibiting plans
	predicting futures

	auditing financial records
	handling complaints
	preparing materials



	budgeting expenses
	handling detail work
	printing by hand

	calculating for accuracy
	imagining new solutions
	repeating same procedure

	checking for accuracy
	initiating with strangers
	researching in library

	classifying records
	inspecting with strangers
	reviewing programs

	coaching individuals
	interpreting languages
	running meetings

	collecting money
	interviewing people
	selling products

	compiling statistics
	inventing new ideas
	serving individuals

	confronting other people
	investigating problems
	setting up demonstrations

	constructing buildings
	listening to other
	sketching charts or diagrams

	coordinating events
	locating missing information
	speaking in public

	corresponding with others
	managing individuals
	supervising others

	creating new ideas
	managing an organization
	teaching classes



	deciding uses of money
	measuring boundaries
	tolerating interruptions

	delegating responsibility
	meeting the public
	updating files

	designing data systems
	counseling people
	visualizing new formats

	dispensing information
	monitoring the progress of others
	working with precision

	displaying artistic ideas
	motivating others
	writing clear reports

	distributing products
	negotiating contracts
	writing for publication



	dramatizing ideas
	operating equipment


	meeting goals

	editing publications
	organizing people & ideas


	


EXAMPLE:

Run monthly meetings for 60 staff members

Investigate and troubleshoot problems with computers and printers

Research mortgages and deeds in library stacks

Audit records covering 250 individuals each month

Supervised 6 staff members at a retail clothing store

Seven years experience retail sales in fast-food environment

Exceeded monthly sales goals of $4,000.00 by 13%

What Are Your Strengths?

Here is a checklist of personal strengths that make a critical difference in jobs of various types. First, read each word and check the ones that describe you, as you are now. Then, look back over the list and circle five words that are most highly descriptive of you.

	*Academic
	*Deliberate
	* Independent
	*Realistic

	*Accurate
	*Democratic
	*Industrious
	*Reflective

	*Adventurous
	*Dependable
	*Ingenious
	*Reliable

	*Affectionate
	*Determined
	*Intellectual
	*Reserved

	*Aggressive
	*Dignified
	*Inventive
	*Resourceful

	*Ambitious
	*Discreet
	*Kind
	*Responsible

	*Artistic
	*Easy going
	*Logical
	*Self-confident

	*Assertive
	*Emotional
	*Loyal
	*Sensitive

	*Businesslike
	*Energetic
	*Mature
	*Serious

	*Charming
	*Enterprising
	*Methodical
	*Sharp-witted

	*Cheerful
	*Enthusiastic
	*Meticulous
	*Sincere

	*Competitive
	*Flexible
	*Organized
	*Sociable

	*Confident
	*Friendly
	*Outgoing
	*Spontaneous

	*Conscientious
	*Generous
	*Patient
	*Sympathetic

	*Conservative
	*Gentle
	*Poised
	*Tactful



	*Considerate
	*Good-natured
	*Polite
	*Tolerant

	*Cooperative
	*Healthy
	*Practical
	*Trusting

	*Courageous
	*Helpful
	*Precise
	*Trustworthy

	*Creative
	*Honest
	*Progressive
	*Understanding

	*Curious
	*Humorous
	*Quick
	*Verbal

	*Daring
	*Idealistic
	*Quiet
	*Versatile


Career Services

Bailey Center, 10th floor - P.O. Box 2000, Hanceville, AL 35077-2000

Ph. (256) 352-8133 or (256) 352-8308    Fax (256) 352-8188
Analyze Ads and Job Descriptions to Identify Key Words

Learning how to analyze the key words that employers provide in help wanted ads and job descriptions are a key element in creating a powerful resume. For example, read the ad found for an Accounts Receivable Manager below and see how many key words, phrases, or skill descriptions that it includes.

Accounts Receivable Manager Job Ad

Seeking experienced A/R Manager to oversee accounts, manage billing and collections, train accounting and clerical staff, develop status reports for management and prepare monthly balance sheets. B.A. Degree or A.A. Degree with minimum of 2 years experience required.

Even though this ad is small it contains 12-13 key words or phrases that should be addressed in a resume. One can also use key words from an ad like this to create headings for a resume such as:

Key word skill headings:

               Management of A/R Accounts

               Billing and Collections           


               Supervision of Accounting and Administrative Staff

               Balance Sheet and Management Status

Other information that must be included in the resume to grab attention:

              Three years experience

               A.A. Degree

Use quantifiers and action verbs to explain what you did on the job:

Before:                                                                      After:
Maintained records for accounts receivable             Managed over 1,000 accounts     
and accounts payable.                                                      receivable and payable.                                                        

                                                                                Accounts worth over $1.2 M,             

                                                                                       working directly in support of the Chief 

                                           Financial Officer

Include computer software, languages, and systems, not just “computer skills.”

Before: 
                                                          After:

Computer skills                                                           Software: Microsoft Word, PowerPoint,                         Access, Excel, Photo Shop,
Quark XPress and Adobe Acrobat.
Systems: Apple, IBM, and UNIX
EXPERIENCE which relates to the job position: {Volunteer, internships, camp,
summer camp/holiday/vacation or paid jobs}: Begin with most recent & work back in time. 
MAKE COPIES IF YOU NEED MORE SPACE

EMPLOYER___________________         CITY/STATE______________________
POSITION_____________________ From _______/_________ to _______/________

DUTIES________________________________________________________________

EMPLOYER___________________         CITY/STATE______________________

POSITION_____________________ From _______/_________ to _______/________

DUTIES________________________________________________________________

EMPLOYER___________________          CITY/STATE______________________

POSITION_____________________ From _______/_________ to _______/________

DUTIES________________________________________________________________

EMPLOYER___________________          CITY/STATE______________________

POSITION_____________________ From _______/_________ to _______/________

DUTIES________________________________________________________________

EMPLOYER___________________          CITY/STATE______________________

POSITION_____________________ From _______/_________ to _______/________

DUTIES________________________________________________________________

EMPLOYER   __________________        CITY/STATE_____________________

POSITION_____________________ From _______/_________ to _______/________

DUTIES________________________________________________________________

FORMAT SHEET (Resume)

                                    NAME__________________________________________________

                                    ADDRESS_______________________________________________

                                    CITY___________________________STATE________ ZIP_________

                               HOME PHONE (_____) __________ Alternate Phone (______) _________

                               E-mail _______________________________________

OBJECTIVE: _____________________________________________________________________________

SKILLS/ABILITIES:

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


EXPERIENCE:

________________________________________________________________

________________________________________________________________

________________________________________________________________

WORK HISTORY: (Will need as many entries as jobs you’ve had that relate to the position).

Month/Yr to                   COMPANY, CITY, STATE__________________

Month/yr                        TITLE OF JOB______________________

Month/Yr to                   COMPANY, CITY, STATE__________________

Month/yr                        TITLE OF JOB______________________

Month/Yr to                   COMPANY, CITY, STATE__________________

Month/yr                        TITLE OF JOB______________________

EDUCATION:                SCHOOL/COLLEGE, CITY, STATE______________

                                       MAJOR COURSE OF STUDY__________________ ______________________________________________________________

AWARDS/HONORS/LISCENSES

AWARDS OR HONORS________________________________________

ANY SPECIAL LISCENSE OR CERTIFICATION_____________________

Work Sheet For References

YOUR NAME_____________________________

YOUR ADDRESS_________________________________

YOUR CITY/STATE/ZIP CODE_______________________________________

YOUR AREA CODE/TELEPHONE NUMBERS

HOME (_______) ____________________ WORK (______)________________

NOTE: You will need a minimum of three. Get their permission to use them as a reference and get DAYTIME telephone numbers. Do not use family members as references.

NAME__________________________________________________________

ADDRESS______________________________________________________

CITY______________________________ STATE________ ZIP____________

TELEPHONE(S) (______)____________________ (________)_____________

NAME___________________________________________________________

ADDRESS_______________________________________________________

CITY______________________________ STATE________ ZIP____________

TELEPHONE(S) (______)____________________ (________)_____________

NAME___________________________________________________________

ADDRESS______________________________________________________

CITY______________________________ STATE________ ZIP___________

TELEPHONE(S) (______)____________________ (________)____________

Sample Combination Resume

Terry A. Example

123 Cherry Lane

Lancaster, PA 11223

(123) 456-7890

tex@aol.com
Objective:           To obtain a position as a Web designer and HTML programmer.
Relevant Skills:   (The skills you have for the job you are seeking)

          * Programming Languages:

             C++, Cobol, HTML, and Perl

          * Systems:

              Apple, IBM and UNIX

          * Software:

             Adobe Acrobat, Aldus PageMaker, Adobe PhotoShop, EXCEL, Filemaker Pro,             

    Experience:       (How you have used your skills for the job you are seeking)

          * Develop, design, script, and program Web pages.

           * Have designed over 34 sites integrating state-of-the-art Web resources to improve              

              revenue for clients.

           * Strong background in computer systems, hardware, and software.

           * Knowledge of print production.

           * Ability to develop and implement databases to increase work flow and aid in organization
    Employment:     (Jobs you have had that relate to the position you are seeking) 

          * HTML Programmer

               Ross Public Relations, Collegeville, PA, 5/99 - Present.

           * Graphic Designer

               Ross Public Relations, Collegeville, PA, 11/98 - 5/99.

           * Assistant Graphic Designer

               Ursinus College, Collegeville, PA, 1/98 - 11/98.

           * Assistant Computer Operator

              The Logeen Corporation, Doylestown, PA, 5/97 - 1/98.

Awards:

1997/98 Emily Lewis Award for Academic Excellence

Deans List, September 1996 - May 1999.

Education:      (High school not necessary once you have attended college)

Ursinus College, Collegeville, PA

BA in Communications May 1999

Graduated Cum Laude, GPA 3.45/3.85

*Salary Requirements: (Only if requested by the company advertisement)

*Professional License: (Only if the position requires this)

 Volunteer Activities:

  2002- Walk for Life

  2002- Habitat for Humanity
Template for Combination Resume

Name

Street   

 City, State and Zip Code

Telephone Number

Alternate Telephone Number

E-mail Address

Objective:  Very concisely state what job you would like, the name of the organization where the position is located and provide 1 or 2 qualifications or characteristics that set you apart from other candidates.

Highlights of Qualifications:  Write three or four bullet statements that summarize why you would be a good candidate.  Each statement should be no longer than two lines.  Your statements should highlight your relevant strengths such as experience, personality traits, etc.  

Professional Accomplishments:   
A Key Skill:  Write two or more bullet statements about employment or volunteer activities relevant to this position.  Prioritize the statements under each Key Skill section so the most relevant one comes first.  Quantify results of your accomplishments when possible and appropriate; reference how you positively affected the organization, the bottom line, your boss, co-workers or customers.  Mention awards or commendations you received that required this skill.  If you need this skill to solve problems, briefly describe the problem and results of your problem solving skills.  

Key Skill:    Write two or more bullet statements about employment or volunteer activities (following the tips described above).  

Work History:  Name of Organization to the left margin; tab over to the right and right justify the dates of employment with the most recent, first.  Under the Organization’s name, include the city and state.  Then, job title under city and state.  No need to list duties because you have described the related skills within the Key Skills section.   

Education:  With the most recent degree listed first and if you are a mature candidate and have work experience, do not list high school education (unless that is your highest attained formal education).  

Community Service:  If you have little employment experience or related volunteer experience, list them using Position held, Organization’s name and from – to format.  

Sample Chronological Resume

Terry A. Example

123 Cherry Lane

Lancaster, PA 11223

(123) 456-7890

tex@aol.com
OBJECTIVE: Web designer and HTML programmer for Phillips Intel, Inc.

SKILLS:

        *Programming Languages: C++, COBOL, HTML, and Perl.

        *Systems: Apple, IBM, and UNIX.

        *Software: Adobe Acrobat, Aldus PageMaker, Adobe PhotoShop, EXCEL, Filemaker Pro,

          Microsoft Word, QuarkXPress, and Windows 98.

EDUCATION: (High school not necessary once you have attended college)

         Ursinus College, Collegeville, PA

         BA in Communications May 1999

         Graduated Cum Laude, GPA 3.45/3.85

RELATED JOB EXPERIENCE:

May 1999 - Present

         *HTML Programmer, Ross Public Relations, Collegeville, PA

         *HTML code all Web pages designed by Ross Public Relations.

         *Assist account coordinators in designing client Web sites.

November 1998 - May 1999

         *Graphic Designer, Ross Public Relations, Collegeville, PA

         *Worked closely with writers and account coordinators in the development of client       

promotional materials.

         *Developed a database system for archiving client files on network.

         *Assisted in network integration of art department files.

January 1998 - November 1998

      *Assistant Graphic Designer, Ursinus College, Collegeville, PA

      *Assisted in the development and implementation of advertising materials for a youth program 

        at the Berman Museum of Art. 

      *Designed flyers for promotional events.

      *Assisted in producing mechanicals.

May 1997 - January 1998

        *Assistant Computer Operator, the Logeen Corporation, Doylestown, PA

        *Entered client data into billing program.

        *Performed file management.

        *Ran and distributed reports generated in response to account inquiries.

Awards:

     1997/98 Emily Lewis Award for Academic Excellence

       Deans List, September 1996 - May 1999.

*Salary Requirements: Only if requested by the company advertisement)

*Professional License: (Only if the position requires this)

Volunteer Activities:

2002- Walk for Life

2002- Habitat for Humanity
Template for Chronological Resume

Name

Street   

 City, State and Zip Code

Telephone Number

Alternate Telephone Number

E-mail Address

Objective:  Very concisely state what job you would like, the name of the organization where the position is located and provide 1 or 2 qualifications or characteristics that set you apart from other candidates.

Highlights of Qualifications:  Write three or four bullet statements that summarize why you would be a good candidate.  Each statement should be no longer than two lines.  Your statements should highlight your relevant strengths such as experience, personality traits, etc.  

Professional Experience:   

Name of Organization to the left margin; tab over to the right and right justify the dates of employment with the most recent, first.  Under the Organization’s name, include the city and state.  Then, job title under city and state.  

Write concise statements about the work you performed utilizing accomplishments, job objectives, and if possible how you positively affected the organization.  Mention any on-the-job awards or commendations you received that relate to your job objective.  

List each organization separately, beginning with the most recent first.  

Education:  With the most recent degree listed first and if you are a mature candidate and have work experience, do not list high school education (unless that is your highest attained formal education).  

Community Service:  If you have little employment experience or related volunteer experience, list them using Position held, Organization’s name and from – to format.  

Sample Functional resume

Kristen Taylor Allen

123 Paradise Way

Smooth Sailing, CA 12345-6789

Home: (123) 555-0221

Work: (123) 555-9083
OBJECTIVE

Administrative support position in a major marketing division; to use and develop my clerical, organizational, and planning experience.

EXPERIENCE

• Kept extensive, detailed records on several market-research projects at one           

  time.   

• Edited, composed, and word-processed all documents for these and for 

  several others in development.

• Used responses to generate a $1.5 million ad campaign which resulted in $5.5 

  million in new business.

ORGANIZATIONAL

• During extensive cutbacks and start of closure of bank's marketing      

  department, reconfigured department for optimal operations.

• Helped create market research projects, restructured duties in department to 

  accommodate each project.

PLANNING

• Suggested and implemented hire of research associates, data analysts, and 

  other specialists.

• Developed flex-time schedule for work to maximize use of office space during 

  research projects.

EMPLOYMENT

• 1995-Present - Bilksteal Bankshares, Administrative Aide

• 1992-1995 - Pack Advertising, Market Researcher

• 1989-1992 - Quick Markets, Payroll Director

SKILLS

Proficient on Hewlett-Packard D2-4000 Data Processor. Use Windows PC, Macintosh, Lotus, and other specialized programs. Learn quickly. Solve problems efficiently.

EDUCATION

South Virginia Community College, Associate in Secretarial Science, 1968, Cum Laude.

American Banking Institute Coursework, 1977-1980.

Southside University, courses in computer graphics and organizational behavior, 1989-1991.

Template for Functional Resume

Name

Street   

 City, State and Zip Code

Telephone Number

Alternate Telephone Number

E-mail Address

Objective:  Very concisely state what job you would like, the name of the organization where the position is located and provide 1 or 2 qualifications or characteristics that set you apart from other candidates.

Highlights of Qualifications:  Write three or four bullet statements that summarize why you would be a good candidate.  Each statement should be no longer than two lines.  Your statements should highlight your relevant strengths such as experience, personality traits, etc.  

Professional Accomplishments:   

A Key Skill:  Write two or more bullet statements about employment or volunteer activities relevant to this position.  Prioritize the statements under each Key Skill section so the most relevant one comes first.  Quantify results of your accomplishments when possible and appropriate; reference how you positively affected the organization, the bottom line, your boss, co-workers or customers.  Mention awards or commendations you received that required this skill.  If you need this skill to solve problems, briefly describe the problem and results of your problem solving skills.  

Key Skill:    Write two or more bullet statements about employment or volunteer activities (following the tips described above).  

Key Skill:    Write two or more bullet statements about employment or volunteer activities (following the tips described above).  

Education:  With the most recent degree listed first and if you are a mature candidate and have work experience, do not list high school education (unless that is your highest attained formal education).  

Community Service:  If you have little employment experience or related volunteer experience, list them using Position held, Organization’s name and from – to format.  

