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    RESUMES    

Prepared by the Career Services Office at the
University of Wisconsin-Stevens Point


PURPOSE

A resume could be described as a concisely worded, brief introduction of your qualifications to the employer.  It is an overview of the most relevant information about your background (educational, experiential, and personal) for the position being sought.  The major purpose of this document is to obtain an interview appointment.

There are many opinions as to what constitutes a good resume.  However, there is unanimous agreement that it should represent each individual as possessing unique qualities.  Regardless of how similar your background is to those of other people, avoid the temptation to "copy" their resumes, and describe your experiences in your own terms.  One factor to bear in mind is that employers will generally spend less than 20 seconds scanning your resume to determine if your candidacy is worth further consideration!  To effectively pass this screening, be certain your resume is organized, attractive, and easily identifies for the employer:

	Who you are
	What you would like to do  
	What you have accomplished
	What skills and knowledge you can offer to the employer

TYPES

There are three basic types of resumes:  chronological, functional, and combination.  Regardless of which style you elect to use, preparing your resume will take considerable time and effort.  The resume is your sales tool, and should be prepared as a persuasive, not merely informative, document.  Therefore, select the style that will best present your qualities and be visually appealing to the reader.  (Samples provided at the end of this handout.)

A chronological resume presents information in descending chronological order (most recent events listed first) under each heading.  The emphasis is on the entities (schools, organizations, employers) you were involved with, what you did, when you did it, and what you accomplished.  A functional resume de-emphasizes chronological listings and focuses on your competencies or abilities that can be applied to a number of situations.  Skills are organized into categories that tell employers what you will be able to do for them.  A combination resume uses chronological entries for most of the description of your background, but incorporates a functional-like explanation of your strongest points.  Employment and experiences are often organized under a number of descriptive headings.

CONTENT

As you consider potential content, remember that the resume should contain relevant information outlining your background and qualifications for the employer.  A test to determine the appropriateness of material is to ask yourself if it helps to build your case.  What data does the employer need to know to understand your qualifications?   

Every resume should include identification information such as your name, present address and telephone number (including zip code and area code), and may include a permanent address and telephone number where you can be alternately contacted.  This is especially important if you will be moving from your present address within a short time.

Categories may cover such topics as:

	Employment objective.  Include such information if you are able to specify your primary field of interest.  If you have trouble trying to define one objective because of a diversity of interests or intended uses, you may either tailor-make individual resumes or leave this statement off your resume entirely and deal with it in your cover letter.

	Education.  Identify your degree, the date it was conferred, and the institution from which it was received, as well as your academic major and minor.  Grade point data may be included if you feel it would be beneficial.  If you financed the majority of your college expenses, you may indicate the percentage of costs you earned.  Teacher candidates may identify their student teaching or intern experience in this category or create a separate section.

	Course work.  Upper level course work, specialized study, independent study, internships or practicum experiences may be identified and explained if they are recent and relate to the position you are seeking.  

	Employment.  Identify your paid work history by including summer employment, part-time positions held during school, and any full-time positions.  Use action verbs to describe your relevant responsibilities and accomplishments.  It is typical to include information back to the time you began college, but this may be condensed if your work history is quite diverse or extensive.

	Experience.  A category describing related experiences, special projects, or volunteer work provides a place to record significant experiences that relate to your objective or intended use of the resume.  Providing that they are not described elsewhere on the resume, these experiences might include internships, practicums, academic projects, part or full-time positions.  These may be paid or non-paid assignments.
	Skills and qualifications.  Summarize those abilities, knowledges, and attributes which are relevant to your objective.  This information may be presented in its own section, or may be addressed through the descriptions found in other categories of the resume.  Identification and development of skills information is one of the most difficult aspects of resume writing, yet one of the most important.  (Refer to page 3 for further information)

	Activities.  Most employers consider the total person, and would welcome information on your activities outside the classroom.  Identify your involvement in various community or school organizations, highlighting any activities which are closely related to your career goals and/or the needs of the employer.

	Interests.  You may want to identify some of your personal interests if they are pertinent to your career goals and/or the needs of the employer.  On the other hand, do not include this information if it takes up space needed for more relevant information.

	References. You may wish to state "References furnished upon request" at the bottom of your resume, or offer a list of references on separate page which you may choose to provide immediately or not.  Previous employers, academic personnel who know your professional strengths, or people who know you well that have achieved prominence in their field may be of interest to potential employers.  Always secure permission from individuals before using them as references.  Education majors seeking teaching positions will need to state that credentials are available through the Career Services Office, in lieu of listing references.

	Additional categories may describe awards/distinctions/honors, professional affiliations, publications, military service, travel experience, or other areas which are significant to the objective or intended use of the resume.  Organize your presentation of material by choosing categories and headings which will highlight your background and qualifications for the position you seek.  (Refer to page 3 for ideas.)

OTHER CONSIDERATIONS

	Writing style.  Omit all personal pronouns and wordiness.  Strive for conciseness by using phrases instead of sentences, and start such phrases with an action verb in the past tense.  (Refer to page 4 for ideas.)

	Length.  Your resume should be one or two pages in length.  Many employers indicate a preference for a one-page resume, yet few will refuse to consider a well developed two-page resume.  Is the additional space required to most effectively present your qualifications?  If so, use two sheets of paper rather than printing on both sides of one sheet.


	Format.  The layout of your resume should make it easy to skim.  As the employer will spend a matter of seconds scanning your resume, it is vitally important to have an attractive appearance and meaningful content to provide a positive first impression.  Use generous spacing, clearly identified components, accents on key points (achieved through underlining, capitalization, bold or italic print), and consistent margins.

	Production.  Most resumes today are prepared on a computer or word processor.  Access to computers and laser printers permit many people to input their own information and prepare the master copy inexpensively.  Regardless of how the master copy is prepared, be sure that the lettering used is crisp, dark, and easily readable (stay away from script or other decorative lettering styles that are hard to read).

	Paper quality.  Select a quality paper of sufficient weight to avoid having your resume appear limp or flimsy in the employers hands.  Papers with rag bond content of 25% or more are generally good choices.  Knowing your audience is your best guide to the selection of paper and color.  Generally speaking, employers are cautious and conservative in their views and prefer resumes in white, off-white, ivory, light tan, or light gray.

	Printing.  Although it is not essential, having your resume copied will save you considerable time.  Select a duplication process that will deliver dark, crisp, clean copies to make the best possible first impression.  Photocopying and offset printing are commonly used to reproduce resumes.  If you have access, multiple copies of resumes may also be laser printed from computers or word processors.  (Dot matrix print is acceptable for draft copies, but not for your final resume.)

KEY POINTS TO REMEMBER

	No mistakes.  Make it error-free or don't bother to develop a resume at all.  In an increasingly competitive job market, employers can afford to be very sensitive to details.  It is not uncommon for a candidate to be dropped from consideration due to errors in his/her spelling, grammar, punctuation, or typing.  If necessary, use a ruler to proofread your final draft word-by-word and line-by-line.

	Neat, professional appearance.  Likewise, the visual appearance of your resume can be used as a screening device.  If you don't impress the employer on paper, you will never have the opportunity to impress him/her in person at an interview.  The resume is often the first contact the employer has with you, and it is much easier to make a good first impression than it is to alter a negative image.  Your resume must look as good as it sounds.  The extra time spent to select attractive layout, method of production, paper, and printing is worth it to create a positive first impression.  

	Up-to-date information.  Never use an outdated resume or try to update yours by crossing out and writing in new information.  Your resume is never "done", as the content will constantly change with the passage of time and acquisition of additional experiences.  Keep a copy of your "current" resume to note any modifications you might wish to make in the future, and revise it as soon as you feel it is no longer accurate.

IDENTIFYING AND DESCRIBING SKILLS/ATTRIBUTES

Your identification of relevant skills and attributes is important to the employer's understanding of your qualifications.  Listed below are examples of skills and attributes that are typically attractive to employers.  Use this list to begin thinking of characteristics that describe you and are pertinent to the type of work you are seeking.  Recognize that some skills can be broken down into subskills.  For example, "managing" may include planning, organizing and directing.  Be sure you choose terms that most directly identify the message you want to deliver.

Communication skills	Interpersonal skills
Ability and desire to continually learn	Flexibility/adaptability to change
Computer competence	Problem solving skills
Willingness to accept responsibility	Ability to handle conflict
Initiative/self-motivation	Goal achievement/direction
Leadership	Competitiveness
Energy level	Decision making capability
Imagination/creativity	Self-confidence

You do not need to be an expert to include mention of a skill on your resume, as your description determines how the employer perceives your level of capability.  Once you have identified your skills, your next challenge is to choose the right words to describe them.  It might be helpful to think of developing your description in three parts:

	Skill/Verb (describing an action or function).  Examples:  organize, design, manage.
	Modifier (how it is performed).  Examples:  creatively, effectively, accurately.
	Object/Noun (describing what it is used for/how it is applied).  Examples:  proposals, students, computers.

To specifically describe a skill, you may wish to include all three of these elements.  Consider these examples:
Design skill (non-specific statement)
Effectively designed calculators (more specific statement)
Effective mechanical and electronic design of hand-held calculators (most specific statement)

Be aware that skills that are described too specifically may not be seen as readily transferable.  For example, "leading Boy Scout and church youth groups" suggests a narrower interpretation than "readily establishes rapport with youth groups".  Where you describe a skill in your resume as well as what you say about it affects how it is perceived.  If you describe a skill in the context of an experience where you used it, you may wish to be more specific, and you may choose to quantify or qualify it.  For example, "balanced nightly deposits averaging $2,500."  Recognize that you know more about your experiences than anyone reviewing your resume, so try to help others understand what was most important.

CHOOSING CATEGORY HEADINGS OR TITLES

The following list contains a selection of category titles which may be appropriate for use in your resume.  Choose an appropriate number of categories, and use titles which best describe the content of that particular section.  Feel free to invent your own headings or choose from those listed below.  Remember, you are trying to make your resume attractive, readable, and well organized.  

Professional Objective	Publications
Career Goal	Accomplishments
Employment Objective	Special Skills
Professional Summary	Skills & Qualifications
Job Target	Skills & Attributes
Education	Highlights of Skills
Educational Background	Summary of Qualifications
Specialized Training	Strengths
Special Courses	Awards & Distinctions
Related Course Work	Academic Achievements
Special Projects	Honors & Awards
Licenses	Honors & Activities
Certifications	Volunteer Experience 
Fieldwork	Activities
Student (or Intern) Teaching Experience	Athletic Involvement
Internship (or Practicum) Experience	Coaching Experience
Related Experience	Background & Interests
Experience	Professional Activities
Other Experience	Leadership Roles
Employment	Memberships & Activities
Professional Employment	Extracurricular Involvement
Work History	Teaching & Related Experience
Consulting	Teaching & Coaching Experiences
Military Service	References
Travel	Portfolio Available Upon Request
Languages 




ACTION VERBS FOR USE IN RESUMES

achieved	displayed	interpreted	processed	summarized
acted	disproved	interviewed	produced	supervised
adapted	dissected	invented	programmed	supplied
addressed	distributed	inventoried	projected	synthesized
administered	diverted	investigated	promoted	systematized
advised	dramatized	judged	proofread	tabulated
analyzed	drew	lectured	protected	talked
anticipated	drove	led	provided	taught
arbitrated	edited	learned	publicized	team-built
arranged	eliminated	listened	purchased	tended
assembled	enforced	located	questioned	tested
assessed	established	logged	raised	trained
attained	estimated	maintained	realized	transcribed
audited	evaluated	managed	reasoned	translated
budgeted	examined	manipulated	received	treated
built	explained	marketed	reconciled	traveled
calculated	expanded	mediated	recommended	trouble-shot
charted	experimented	memorized	recorded	tutored
checked	expressed	mentored	recruited	typed
classified	extracted	met	reduced	umpired
coached	facilitated	modeled	referred	understood
collected	filed	monitored	rehabilitated	undertook
communicated	financed	motivated	related	unified
compared	followed	navigated	remembered	united
compiled	formulated	negotiated	rendered	upgraded
composed	founded	observed	repaired	washed
computed	gathered	obtained	reported	weighed
conducted	generated	offered	represented	worked
consolidated	guided	operated	researched	wrote
constructed	handled	ordered	resolved	verbalized
conserved	headed	organized	responded	verified
consulted	helped	originated	restored	visualized
controlled	hypothesized	oversaw	retrieved 	
coordinated	identified	painted	reviewed	
counseled	illustrated	perceived	sang 	
created	imagined	performed	scheduled	
decided	implemented	persuaded	selected	
defined	improved	photographed	sensed	
delegated	improvised	piloted	separated	
delivered	increased	planned	serviced	
designed	influenced	played	set	
detailed	informed	predicted	shaped	
detected	initiated	prepared	shared	
determined	inspected	prescribed	showed	
developed	inspired	presented	sketched	
devised	installed	printed	sold	
diagnosed	instituted	processed	solved	
directed	instructed	produced	sorted	
discovered	integrated	programmed	spoke	
dispensed	interpreted	projected	studied	
MATCHING ACTION VERBS TO VOCATIONAL INTERESTS

Decision Making	Planning/Control	Helping	Communication
approve	plan	assist	write
require	forecast	arrange	inform
decide	assume	give	declare
test	allocate	guide	interpret
accept	schedule	counsel	contact
authorize	control	serve	issue
terminate	measure	contribute	testify
render	progress	initiate	speak
solve	formulate	solve	display
	acquire		critique
Supervision	extend	Change	
adhere	monitor	modify	External Activity
supervise		upgrade	negotiate
request	Administration	create	cooperate
exercise	purchase	stimulate	represent
participate	requisition	improve	coordinate
maintain	reject	compare	publicize
delegate	store	design	strengthen
encourage	ship	make	
counsel	furnish	activate	Auditing
assess	administer	establish	review
develop	supply		analyze
report	procure	Research &	report
foster	secure	Development	conclude
define	justify	identify	change
demonstrate	engage	evaluate	assist
meet	process	determine	evaluate
assign	insure	review	compare
	reclaim	analyze	assemble
Management	receive	research	
execute		define	Personnel
approve	Teaching	develop	train
direct	instruct	prepare	select
change	mentor	recommend	interview
organize	advise	submit	promote
meet	coach	propose	transfer
establish	motivate	investigate	handle
evaluate	direct	compile	employ
plan	inspire		apparaise
adjudicate	facilitate		recruit
analyze	plan		screen
manage			discharge
anticipate			seek


CHRONOLOGICAL RESUME SAMPLE


JANE A. SMITH
Address until June 1, 20--							Permanent address
1000 College Avenue 								1000 Main Street
Stevens Point, Wisconsin  54481						Green Bay, Wisconsin  54301
Telephone:  (715) 341-0000							Telephone:  (414) 437-0000


PROFESSIONAL OBJECTIVE

Entry level sales or marketing position with long-range interest in management.


EDUCATION

Bachelor of Science degree, May 20--              
University of Wisconsin-Stevens Point, Stevens Point, Wisconsin
Major:  Business Administration, emphasis in Marketing
Minor:  Communication  
Related courses:  Marketing, Buyer Behavior, Marketing Management, Advertising, Personnel Relations, and Sales Management.


EXPERIENCE

Hostess											June 20-- to present
Holiday Inn, Stevens Point, Wisconsin

Research Assistant									Academic year 20-- 
Student Marketing Association, University of Wisconsin-Stevens Point
	-	Solicited information through telephone survey for national student marketing competition.
	-	Designed survey instrument and completed statistical analysis of results.
	-	Coordinated work of three-person team completing work within limited time period.

Salesperson										Summers 20-- and 20--
J. C. Penney, Green Bay, Wisconsin
	-	Recognized for efficient and courteous customer service (named "Associate of the Month" three times).
	-	Creatively designed in-store displays.
	-	Balanced daily register receipts and maintained weekly inventory records.

Student Assistant									Academic years 20-- and 20--
Learning Resources Center, University of Wisconsin-Stevens Point

Camp Counselor									Summer 20--
Badger Girl Scout Camp, Green Bay, Wisconsin


ACTIVITIES AND INTERESTS

College:  Student Marketing Association (treasurer), American Advertising Federation Student Chapter (member), Residence Hall Council (elected member), intramural participant.  Community:  United Way volunteer, Toastmasters (received highest rank for persuasive speech in area competition).  Interests:  team sports, music, travel, and reading.



REFERENCES FURNISHED UPON REQUEST




FUNCTIONAL RESUME SAMPLE


JANE A. SMITH

1000 Main Street
Green Bay, Wisconsin  54301
Telephone:  (414) 437-0000


CAREER OBJECTIVE
	Entry level sales or marketing position with long-range interest in management.

EDUCATION
	Bachelor of Science degree, May 20--
University of Wisconsin-Stevens Point, Stevens Point, Wisconsin
Major:  Business Administration, emphasis in Marketing
Minor:  Communication
Financed 75% of college expenses through loans and employment.

SKILLS AND QUALIFICATIONS
Promotion & Sales
	- Recognized for service orientation and sales volume by store management.
	-	Designed and created in-store displays.
	-	Publicized services of non-profit organization and solicited contributions totaling $75,000 from area businesses for annual fund drive.
	-	Compiled weekly inventory records.

Leadership
	-	Monitored budget and approved expenditures from $10,000 organizational budget.
	-	Selected to represent the interests of 45 students in matters related to their residence hall.
	-	Coordinated activities for and supervised groups of 12 adolescent girls during live-in summer camp.

Communication
	-	Interacted efficiently and courteously with customers.
	-	Solicited information through a telephone survey to compile justification for marketing strategy.
	-	Composed letters to inform 48 campers and their families of scheduling and activities for summer camp.
	-	Received highest rank for persuasive speech at area Toastmasters competition.

EMPLOYMENT
	Hostess									June 20-- to present
Holiday Inn, Stevens Point, Wisconsin

	Salesperson								Summers 20-- and 20--
J. C. Penney, Green Bay, Wisconsin

	Student Assistant							Academic years 20-- and 20--
Learning Resources Center, University of Wisconsin-Stevens Point

	Camp Counselor							Summer 20--
Badger Girl Scout Camp, Green Bay, Wisconsin

ACTIVITIES
	College:  Treasurer of Student Marketing Association, member of the American Advertising Federation Student Chapter, member of Residence Hall Council, participated in intramural sports.

	Community:  United Way volunteer, Toastmasters.

REFERENCES FURNISHED UPON REQUEST 


COMBINATION RESUME SAMPLE

JANE A. SMITH

Address until June 1, 20--:							Permanent Address:
1000 College Avenue								1000 Main Street
Stevens Point, WI  54481							Green Bay, WI  54301
Telephone:  (715) 341-0000							Telephone:  (414) 437-0000


OBJECTIVE		Entry level sales or marketing position with long-range interest in management.

EDUCATION		Bachelor of Science degree, May 20--
University of Wisconsin-Stevens Point (UW-SP), Stevens Point, WI
Major:  Business Administration, emphasis in Marketing
Minor:  Communication
Cumulative grade point average 3.25 (4.0=A)

RELATED		Research Assistant					Academic year 20--
EXPERIENCE		Student Marketing Association, UW-SP, Stevens Point, WI
Solicited information through telephone survey for national student marketing competition.  Designed survey instrument and completed statistical analysis of results.  Coordinated work of three-person team completing work within a limited time period.

				Salesperson						Summers 20-- and 20--
J. C. Penney, Green Bay, WI
Recognized for efficient and courteous customer service (named "Associate of the Month" three times).  Creatively designed in-store displays.  Balanced daily register receipts and maintained weekly inventory records.

EMPLOYMENT	Hostess							June 20-- to present
				Holiday Inn, Stevens Point, WI

				Student Assistant					Academic years 20-- and 20--
				Learning Resources Center, UW-SP, Stevens Point, WI

				Camp Counselor					Summer 20--
				Badger Girl Scout Camp, Green Bay, WI

SKILLS AND	-	Effective written and verbal communication abilities including QUALIFICATIONS		interpersonal, business correspondence, telephone and group 				speaking 
	-	Self-motivated and outgoing
-	Service-oriented and possess a sense of public relations
-	Strong leadership background
-	Efficient and organized with excellent record keeping skills

ACTIVITIES		College:  
				Student Marketing Association, Treasurer
American Advertising Federation Student Chapter, member
Residence Hall Council, member
Intramural sports

				Community:
United Way Volunteer
Toastmasters

INTERESTS		Team sports, music, travel, reading





REFERENCES FOR JANE A. SMITH


						Ms. Diane White
Personnel Director
J. C. Penney
1234 Mall Drive
Green Bay, WI  54301
Office Telephone:  (414) 834-0090

						Dr. Glen Jordon
Associate Professor of Business Administration
University of Wisconsin-Stevens Point
Stevens Point, WI  54481
Office Telephone:  (715) 346-1122

						Ms. Janis Jones
Food and Beverage Manager
Holiday Inn
9876 North Division Street
Stevens Point, WI  54481
Office Telephone:  (715) 341-6543
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