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The Purpose of a Resume
“How do I present myself to an organization?”

A resume serves several very important functions:

o Itis an advertisement of your abilities, accomplishments, and future
capabilities.

o A resume is your chief marketing tool when looking for a position with an
organization.
With an effective resume, a prospective employer will want to meet with you
in person to further discuss your potential value to his or her organization.
This meeting is called an interview.
The goal of an effective resume is to get you an interview. The interview
gets you the job.
Above all, your resume should be honest, positive, concise, easy to read, and
be YOU.

Resume Set-Up and Components
“How do I write my resume? What should I include in it?”

There are a variety of ways to write a resume. Here are the basic components, or
sections, that should generally be included in a resume.

0 CONTACT INFORMATION

= Always make sure your contact information is at the top of a resume and easy
to find. This is very important!

» Provide your name, a local and permanent address, and phone number so an
employer can contact you at all times. Do not put your social security number
or birth date on your resume.

= Include an email address that sounds professional and stays with you
permanently.

o OBJECTIVE

» The objective is a concise, one- or two-sentence statement that appears as the
first major section of your resume.

» [t communicates two things: what sort of job you are seeking, and what skills
you have to offer.

= The more closely your objective matches a open position the more
seriously an employer might consider reading the rest of your resume.

= The objective serves as the focal point upon which the remainder of the
resume content is based. It will help you determine which items to include
and/or stress on your resume.

» There are a variety of ways to focus your objective. Here are a few examples:




Position focused—"“An internship in health promotion and
education”

Field focused—*“A full time position in finance with
responsibilities for quality assurance, risk management,
financial analysis, investment advising, and related financial
services.”

Skills focused—"A position utilizing my counseling, research,
and proposal writing skills.”

Combination—“Seeking a position as a publicrelations officer
with a non-profit agency. Wish to utilize my skills in
communications, needs analysis, and photography.”

= Be aware of the following::

o EDUCATION

Always be work-centered rather than self-centered in your
objective. Focus on what you have to offer, not what the
employer can offer you. Avoid an objective that might sound
like this: “An entry-level position which will offer plentiful
opportunities for professional training and career
advancement.”

Do not state an objective that reflects a career goal in which
you are not qualified. Your objective must reflect a goal which
you are capable of achieving with your present skills and
gualifications.

= For current students and recent graduates, Education should always appear
before Experience and typically after Objective.

® Do not be excessively detailed in this section. The basic information to
include: your degree(s), institution(s) from which the degree(s) was/were
earned, major(s), minor(s), and additional course concentrations.

® |t is also advisable to list specific courses or course projects you have
completed which are related to or will enhance your candidacy for the
position you are seeking.

= Highlight any educational achievements that indicate your academic ability,
such as grade-point-average, membership in honorary societies, Dean'’s
List citations, etc.

® High school diploma information is not included.

= Study Abroad experience should be listed as a sub-heading under Education.

0 EXPERIENCE

= Experience should typically appear after Education for current students and
recent graduates.

» In preparing for the Experience section of your resume, it is best to
brainstorm first. Questions to consider: What are my skills? What experiences
gave me those skills? What experiences are relevant and which experiences
can be excluded? Use the Resume Planning Worksheet in this guide for help.




= After you brainstorm, next outline your experience according to: (1) position
held; (2) name and location of the organization; (3) dates employed; (4)
responsibilities; (5) achievements and/or significant contributions; and, (6)
demonstrated abilities and skills.
= When listing your work experience, use reverse chronological order. This
means, list your most recent jobs first!
= Describe your responsibilities using “action verbs” such as “created,” “planned,”
“analyzed,” or “initiated”. These words show that you are a “doer!” An
excellent list of action verbs is included later in this guide.
= Don’t underestimate the importance of transferable skills-- Transferable skills
include oral or written communication, interpersonal skills, working
effectively in a team, leadership, problem solving, customer service, and
research or analytical skills. They are “transferable” because you build on
them and carry them with you as you move from job to job. Employers value
transferable skills just as much (if not more) than technical skills.
= Remember that all information listed in Experience should relate back to
your objective—Ask yourself: Which of my jobs or accomplishments will
matter most to the employer I am pursuing?
= Employers want to see experience that you have gained while attending
college. These include:
e Part-time employment
e Work-study
e Internships
e Self employment (e.g. house
painters, child caretakers, etc)
Volunteer experiences

Non-Paid experiences can be
very worthwhile and should
always be on your resume!

= Be Aware of the following:

e NEVER lie or stretch the truth about your experiences. Too
often employers discover the truth and a tarnished credibility
can seriously damage your career!

When creating experience descriptions, use strong action
phrases that are relevant to your objective. Typically, three or
four points are sufficient.

Be creative in how you label your experience category. You may
consider “Teaching Experience”, or “Professional Experience”
whichever more closely describes the type of background you
have.

0 HONORS & LEADERSHIP ACTIVITIES
= Sometimes, depending on your experiences, it is appropriate to have an
honors and/or leadership activities section on your resume.
= Honors information can be included either in Education or in this section.
» Include in this section any of your leadership roles in organizations such as
offices held, projects chaired, and other experiences that accent your
leadership abilities.




0 REFERENCES

= Formerly, it was appropriate to either list references at the bottom of your
resume or indicate “References will be furnished upon request”.

= Recently, it is more appropriate to prepare a separate page that lists your
references. This can then be given to an employer at their request.

= This separate page should be identical to your resume (i.e. same paper, your
header/contact information, font, etc).

= Candidates applying for teaching positions or individuals seeking jobs in the
creative and performing arts may wish to specifically indicate the names,
titles, addresses, and phone numbers of their references on their resumes.

= In listing your references, always include:

e Reference’s Name and Title

e Reference’s Organization (if applicable)
Reference’s Address
Reference’'s Phone Number
Reference’s Email Address

= Typically three to five references are enough. Consider individuals who are
familiar with your career goals and the quality of your work. A good reference might
include: professors, current or former employers, or student organization
advisers.

= Family friends, clergy, and relatives usually are not good references.

= Secure permission from references before releasing their information to
employers!

» Provide your references with a copy of your completed resume so they can speak
knowledgeably about your background and qualifications if a prospective employer
contacts them.

= Many jobs also include an application. If the application asks you to list
previous contact information for employers, this information is typically used
to verify your past employment. If your supervisor is no longer with the
organization, then the company will more than likely talk to a current
manager or human resource representative who has access to past
employment files.

= When you have accepted a position, notify your references and thank them for
their help!

o ADDITIONAL RESUME COMPONENTS
= Customize your resume so that it can best represent you and your ability to
meet your objective.
= Consider adding additional sections of the resume tailored to your individual
needs. Examples might include:
e Volunteer Experience
e Internship
e Special Skills/Languages
e Military Service
Professional Affiliations
Research Experience
Computer Skills




The Secrets to a Professional Resume
“How can | stand out from other candidates?”

It is important for your resume to be in the most
professional form before giving it to a potential
employer. Here are the guidelines:

o LENGTH

= One-page resumes are best for students and
entry-level candidates. If you have two pages, you
probably have information that is not relevant to
your objective.

= The business world appreciates conciseness. If
you are entering an academic field, a longer
resume (typically no more than two pages) may
be appropriate.

o0 APPEARANCE

= Use a blank Microsoft Word document when creating your resume.
Avoid templates!!

= 11-12 point print

= Use bold to emphasize your headings, company names, and university names.

= Aim for a crisp, clean looking, and visually appealing resume.

= Use “white space” effectively.

= Avoid cramming and crowding of information.

= Use spaces between lines to accentuate sections and headings.

= Remember to describe your work/extracurricular experiences using action and
results oriented phrases.

= When printing your resume, use resume paper. High quality white or ivory
will make your resume stand out from the others!

o EVALUATION
= After carefully reviewing your resume for its strengths and weaknesses, make
all necessary changes and improvements.
= After your review, give it to two or three knowledgeable reviewers for their
suggestions. You might consider giving it to a mentor, a reference, or the
Career Center for review!
= Revision is probable and usually productive.

0 MAKING CONTACT WITH A POTENTIAL EMPLOYER
= Don’t hesitate to submit your resume online! Some companies only receive
resumes online in order to be fair to all applicants. This process helps you
because it typically goes straight to a recruiter. Sometimes, a company may
use online software that will instruct you to upload a resume. Also, remember
to post your resume to Career Connection, see page 9 for more information!
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» Emailed resumes are highly appropriate when you have an employer’s email
address. You can use the email to write your cover letter or you can attach a
separate resume and cover letter. You can also send a resume/cover letter as
an attachment.

= If you mail your resume/cover letter, do not fold them! Use a large envelope!

0 AN EFFECTIVE AND PROFESSIONAL RESUME SHOULD:
immediately impress the reader
be visually appealing and easy to read
be concise
indicate career aspirations and goals
communicate job-related abilities, not just duties
focus on the employer’s needs and your ability to meet those needs
support your career objectives
emphasize accomplishments
communicate responsibility and dependability
be a reflection of your ability and potential
favorably distinguish you from other applicants

0 AN EFFECTIVE AND PROFESSIONAL RESUME SHOULD NOT:
have an unclear objective
contain misspellings or typographical errors
be poorly organized
contain lengthy phrases, sentences, or paragraphs
be “gimmicky” or amateurish
misrepresent your background or qualifications
be poorly typed or reproduced
contain irrelevant information
omit critical information (e.g., career objective, dates of employment,
leadership positions, etc.)
require too much interpretation
contain unexplained time gaps with regard to employment history




RESUME TIPS FOR
FIRST YEAR STUDENTS

You will need a resume for internships,
scholarships, and part-time jobs.

It's the perfect time to create your first
professional resume it will help you record
your most recent successes and work
experiences.

It is acceptable to include high school
education and accomplishments on your
resume through your first year. By your
second year, replace high school
information with collegiate experience you
have gained including academic projects
and coursework, campus leadership roles
and activities, work experiences,
internships, study abroad, community
service, and leadership roles.

While you may include high school
information, be choosey about what you
include. Class superlatives and
homecoming court may not be as important
as campus leadership or part-time jobs.
Your resume will be a changing document
for as long as you live, learn, work, and
volunteer.

RESUME TIPS FOR
TEACHING CANDIDATES

Teacher candidates should consider adding a
“Career Objective” and “Teaching and Work
Experience” sections to their resume.

Career Objective-include a statement that is
very specific to the field of education, since your
career objective is usually ateaching position in
your licensure area(s). Your career objective
should also indicate your willingness to coach
or sponsor extracurricular activities in which
you have an interest.

Teaching and Work Experience- School systems
are interested in when and where you completed
your student teaching and other related
teaching experience such as camp counseling and
tutoring positions.

In your Education section, include which
sections of the GACE test you have passed
Include references that have observed you in an
academic or teaching setting.

Tips for the Application Process
“My resume is ready. What do | do now?”

Employment applications are an important part of the hiring process. Some employers
require an application as the first step, while others will want one later. Some employers
never want an application but do ask for a cover letter/resume. Others might want all
three. The employment application, along with your competed resume, is a chance to sell
your qualifications and show that you meet the requirements for the job.

Job Application Do’s

Job Application Do Not’s

O Fill out every blank on the application.

O Follow all directions completely and only
apply using the method the employer
requests. This could be online, email, paper
application, or in person.

Put an N/A (non applicable) if a section of
the application does not apply to you.

Be prepared by having a copy of your
resume/cover letter and references when
filling out an application.

O Be upbeat, positive, and always honest!

O Feel pressure to put a particular salary
amount when asked. “Open”, “Negotiable”,
or a salary range are always better.

Give any false information.

Use terms like “Quit”, “Fired”, “llIness”, or
“Personal Reasons” when asked why you left
your previous employment. Instead, try
“looking for more responsibility” or “wanting
a more challenging position.

Use any negative information on your
application (e.g. personal, legal, financial)




RESUME ACTION VERBS

When describing your work and leadership experiences, start each bulleted phrase with a strong action verb. Use the words
listed to create a clear picture of your experience. The underlined words below are especially good for pointing out
accomplishments.

Management
Skills
administered
analyzed
assigned
attained
chaired
consolidated
contracted
coordinated
delegated
developed
directed
evaluated
executed
improved
increased
organized
oversaw
planned
prioritized
produced
recommended
reviewed
scheduled

strengthened
supervised

Communication
Skills
addressed
arbitrated
arranged
authored
collaborated
convinced
corresponded
developed
directed
drafted
edited
enlisted
formulated
influenced
interpreted
lectured
mediated
moderated
negotiated
persuaded
promoted
publicized
reconciled
recruited

spoke
translated
wrote

Research Skills
clarified
collected
critiqued
diagnosed
evaluated
examined
extracted
identified
inspected
interpreted
interviewed
investigated
organized
reviewed
summarized
surveyed
systematized

Technical Skills
assembled
built
calculated
computed
designed
devised
engineered
fabricated
maintained
operated
overhauled
programmed
remodeled
repaired
solved
upgraded

Teaching Skills
adapted
advised
clarified
coached
communicated
coordinated
demystified
developed
enabled
encouraged
evaluated
explained

facilitated
guided
informed
instructed
persuaded
set goals
stimulated
trained

Financial Skills
administered
allocated
analyzed
appraised
audited
balanced
budgeted
calculated
computed
developed
forecasted
managed
marketed
planned
projected
researched

Creative Skills
acted
conceptualized
created
customized
designed
developed
directed
established
fashioned
founded
illustrated
initiated
instituted
integrated
introduced
invented
originated
performed
planned
revitalized
shaped

Helping
Skills
assessed
assisted

clarified
coached
counseled
demonstrated
diagnosed
educated
expedited
facilitated
familiarized
guided
motivated
referred
rehabilitated
represented

Clerical or
Detail Skills
approved
arranged
catalogued
classified
collected
compiled
dispatched
executed
generated
implemented
inspected
monitored
operated
organized
prepared
processed
purchased
recorded
retrieved
screened
specified
systematized
tabulated
validated

More
Verbs
achieved
expanded
improved

pioneered
reduced (losses)

resolved (problems)
restored

spearheaded
transformed




General/Internship-Resume Example #1

\] ane J acC kSO n jane_jackson@ecats.gcsu.edu

Campus: GCSU Box 222 e Milledgeville, GA 31601 e (478) 555-5555
Home: 888 Northside Dr. o Atlanta, GA 31301 e (678) 444-4444

OBJECTIVE

EDUCATION

RELATED
EXPERIENCE

WORK
EXPERIENCE

COMPUTER
SKILLS

ACTIVITIES/
HONORS

Internship position in the field of journalism for Fall 2007

Georgia College & State University Milledgeville, GA Expected, May 2008
Bachelor of Arts in Mass Communications GPA: 3.0
Concentration in Public Relations

THE COLONNADE, GSCU NEWSPAPER Aug 2005 — present
Staff Writer, Assistant Sports Editor

e Promoted to assistant editor position due to outstanding performance

e Research topics and conduct interviews to write compelling articles

o Assist editors with proofreading copy and layout

o  Work with team of writers to generate story ideas

Practicum Fall 2007
e Developed and implemented a promotional campaign to increase readership

e Managed social networking websites in order to connect with readers

e Publicized advertising opportunities to student related organizations

GCSU MASS COMMUNICATION DEPARTMENT Spring 2008
MSCM 4448: Public Relations Campaigns

e Directed a team who developed a promotional campaign for Relay for Life

e Planned and implemented a celebration event for volunteers

ALPHA BETA CHI Georgia College & State University Aug 2005 — present
Public Relations Chair

e Supervise committee members and delegate tasks

e Write articles about the local chapter for national publication

e Implement publicity ideas to increase recruitment results

e Complete monthly reports for national office and executive board

C.V.S. DRUGS Milledgeville, GA Aug 2004 — present
Supervisor, Cashier, Trainer
e Trained new employees with an emphasis on problem solving,
customer service, punctuality, and developing positive attitudes
e Prepared daily deposits and balanced cash drawers
e  Processed orders utilizing computerized database system

OUTBACK STEAKHOUSE Atlanta, GA June 2003 — July 2004
Server
e  Used problem solving and time management skills to balance
multiple tasks and meet team deadlines
e Provided outstanding customer service in a fast-paced, changing
environment

Proficient with Microsoft Word, PowerPoint, FrontPage, and PageMaker.
Limited proficiency with Microsoft Excel.

Habitat for Humanity President’s List (1 semester)
Omicron Delta Kappa Dean’s List (3 semesters)
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General- References Example #2

\] ane J acC kSO n jane_jackson@ecats.gcsu.edu

Campus: GCSU Box 222 e Milledgeville, GA 31601 e (478) 555-5555
Home: 888 Northside Dr. o Atlanta, GA 31301 e (678) 444-4444

REFERENCES

Allen Jones, Manager
CVS Pharmacy

1000 Perimeter Road
Atlanta, GA 31301
678-555-5555
ajones(@hotmail.com

Dr. Molly Sanders, Professor of Latin
Georgia College & State University
Campus Box 100

Milledgeville, GA 31061
478-445-5555
Molly.sanders@gcsu.edu

Ms. Jane Smith, Advisor
Alpha Lambda Lambda
1235 Storybook Lane
Milledgeville, GA 31601
478-445-9999
Jsmith2000@gmail.com
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Athletic Training-Resume Example #3

Tamla M. Greer
150 N. Wilkinson St. #A50 « Milledgeville, GA 31061 « (404) 555-5555 * Tmgreer@yahoo.com

OBJECTIVE

Seeking professional employment in the Fitness Industry; preferably with responsibilities for individual fitness
program evaluation & design, strength & conditioning, exercise testing, injury prevention & treatment, personal
training and related activities.

EDUCATION

Georgia College & State University Milledgeville, GA
Bachelor of Science Degree: Health Education GPA:3.47 Expected: May 2006
Concentration: Athletic Training

Georgia Perimeter College Clarkston, GA
Associate of Science Degree: General Studies GPA: 3.69 August 2004

ATEP CLINICAL ROTATIONS

GC&SU Soccer Team Milledgeville, GA January 2006-Present
Physical & Athletic Rehabilitation Milledgeville, GA August 2005-December 2005
Houston Co. High School Football Team Warner Robins, GA January 2005-May 2005
GA Military College Jr. College Football Milledgeville, GA August 2004-December 2004

Student Trainer
o Assisted in the daily duties of prevention, evaluation, management, and rehabilitation of athletic
injuries. Provided athletic training coverage for football & soccer teams. Traveled with athletic teams.

EMPLOYMENT EXPERIENCE

Piggly Wiggly Milledgeville, GA
Cashier/Price Integrity Coordinator Asst. April 2005-April 2006
e Operated and balanced cash registers. Performed inventory control. Trained new cashiers.

COMPUTER SKILLS
MS Office (Word, Excel, Access, PowerPoint, Publisher), Polar TriFIT Fitness Assessment Software
ACADEMIC HONORS & ACTIVITIES

National Dean’s List & Dean’s List, 2004-2006

HOPE Scholarship, 2003-2006

Phi Theta Kappa International Honor Society

Most Outstanding Junior, 2005

Lyceum Senator, Student Government Association, 2003-2004
Kinesiology Club

Tutor, Social Circle Middle School, 2005-Present

Volunteer, Newton General Hospital’s Birthcare Center

PROFESSIONAL AFFILIATIONS

National Athletic Trainers Association 2005-Present
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General/Full-Time-Resume Example #4

Bobby A. Bobcat

babobcat@aol.com

School Address: 122 North Irwin Street, Apt. 2 - Milledgeville, GA 31061 - (478) 555-2121
Permanent Address: 6101 Pine Bark Drive - Macon, GA 31210 - (478) 555-9748

OBJECTIVE Seeking a position as Editorial Assistant for a magazine or newspaper.

EDUCATION Georgia College & State University, Milledgeville, GA May 2007
Bachelor of Arts: English ~ Minor: Creative Writing
GPA: 3.37

JOURNALISM The Colonnade — GCSU Campus Newspaper Milledgeville, GA
EXPERIENCE Editorial Page Editor August 2006 - Present
Arts & Entertainment Editor August 2005 - May 2006
Staff Writer January 2005 - Present
e (reate editorials and write articles on news, arts and entertainment, and
sports.
¢ Plan layout of the arts and entertainment page.
e (Collect research on sports, arts and entertainment topics for interviews
and meetings.
e Assigned and edited art and entertainment articles written by other staff

members.
The Marietta Daily Journal Marietta, GA
Staff Writer Intern June 2006 - August 2006
e Wrote 15 articles and coordinated photographic assignments for each
article.

e Researched the “Lifestyle” and “Local News” topics and conducted on-
site interviews.

e Planned layout of the Books Page and the “A” section to include world,
prominent local news, and weather.

ADDITIONAL Campus Activity Board Milledgeville, GA
EXPERIENCE Coordinating Assistant January 2004 - May 2004
e Assembled databases, letters and other documents for the Assistant
Administration Director.
¢ Planned campus-wide musical, art and entertainment activities.

COMPUTER MS Word, Excel, Access, PowerPoint, Adobe PhotoShop, Dreamweaver.
SKILLS

HONORS/ President’s List, Dean’s List (3 semesters), Weir/Wells Scholarship,
ACTIVITIES HOPE Scholarship, Student Ambassador, Peer Educator.

REFERENCES Available Upon Request
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Relevant Academic Project-Resume Example # 5

Jared Hamilton

Jham2@aol.com

Current Address: 1311 University Avenue - Milledgeville, GA 35401 - (478) 555-7777
Permanent Address: 804 Dogwood Drive - Montgomery, AL 34440 - (205) 555-1212

OBJECTIVE

EDUCATION

Academic Projects

RELEVANT
EXPERIENCE

OTHER
EXPERIENCE

COMPUTER
SKILLS

PROFESSIONAL
AFFILIATIONS

To obtain a permanent position as a Historical Interpreter

Georgia College & State University, Milledgeville, GA
Bachelor of Arts, Major: History
Minor: Criminal Justice

May 2008
GPA: 3.4/4.0

Museums and Historical Organizations: Researched and presented findings from
researching the collections management, conservation, education, exhibition at the Hay
House Museum in Macon, Georgia.

Intern Interpreter/Guide, Summer 2007

Colonial Williamsburg, Williamsburg, VA

e Greeted patrons upon arrival, informing them of the historical date being portrayed
and the events of the day

e Participated in the re-enactment of various historical events from 1772-1776

e Learned the techniques of brick making and furniture construction as it was done in
the 1700’s

e Served as a guide for 50 school field trips consisting of Elementary, junior high and
high school

Museum Assistant, August 2005-May 2006

Georgia College & State University Museum, Milledgeville, GA

¢ Coordinated and scheduled tours for university classes and local community civic
organizations

e Answered in-coming phone calls informing potential patrons of hours of operation
and special exhibits

e  Wrote and submitted articles to the university and local newspapers concerning
special events

Volunteer Counselor, June 2006-July 2006
Baldwin County Judicial Circuit Juvenile Probation, Milledgeville, GA
e Served as a role model for at-risk teens focusing on social skills and career related

goals

e Facilitated group discussions on teen violence, social responsibilities and drug
awareness

o Assisted Case Manager and Probation Officer with intake sessions and referral
services

MS Word, Corel, Home Page Development, D-Base III, PowerPoint

American Historical Association, 2005-present
o Participated in the 2006 national conference
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Teacher/Education-Resume Example #6

Tamara Teacher

121 Encouragement Drive = Milledgeville, GA 31061 = (478) 555-1212

tamara teacher(@ecats.gcsu.edu

CAREER
OBJECTIVE

EDUCATION

TEACHING
EXPERIENCE

To obtain an elementary school teaching position

Georgia College & State University Milledgeville, GA
Bachelor of Science: Early Childhood Education May 2008

Minor: Mathematics GPA: 3.81
CREEKSIDE ELEMENTARY SCHOOL Milledgeville, GA
Operation Explore (10 weeks) Spring 2008

e Assumed class responsibilities of host teacher and worked collaboratively
with other O.E. teachers for 4 weeks.

e Taught a two-week instructional sequence to prove that learning is
connected to teaching.

e Designed a service project to benefit the school after completion of student
teaching.

Operation Explore (9 weeks) Fall 2007

e Collaborated with host teacher, the O.E. grade chair, and other grade level
chairs to create the Operation Explore Gifted Program schedule for all grade
levels.

e Assumed all responsibilities of host teacher for 3 weeks of full time
teaching.

e Designed and implemented a case study on teaching metacognitive skills in
the 3" grade class.

GRAY ELEMENTARY SCHOOL Gray, GA

Grade 1 (7 weeks) Spring 2007

e Taught daily calendar and reading lessons.

e Developed an integrative unit on Change; Implemented and reflected on
several lessons from this unit.

e Derived and presented a math lesson based on the children’s book The
Doorbell Rang, by Pat Hutchins.

Kindergarten (7 weeks) Spring 2007
e Taught daily morning calendar and class writing activity.
e Designed and taught tow integrative lessons for shared reading time.

Grade 2 (7 weeks) Fall 2006

e Observed, recorded and reflected on student interaction, and teacher
collaboration in an inclusion classroom.

e Planned and taught lessons developed from Project Wet and Project Wild.

e Planned and taught several lessons for a Native American Unit.
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Tamara Teacher, Page 2

RELATED
EXPERIENCE

WORK
EXPERIENCE

COMPUTER
SKILLS

Grade 4 (7 weeks) Fall 2006
e Observed, recorded, and reflected on classroom procedures and student
behavior.

e Planned once science center and taught three consecutive lessons on the
writing process.

Georgia Military College Milledgeville, GA
College Math Tutor Aug 2005 — Present
e Tutor students with algebra, geometry, and trigonometry.
OUTBACK Montgomery, AL Aug 2006 — Aug 2007
Server
¢ Provided outstanding customer service in a fast-paced, changing
environment

e Used problem solving and time management skills to balance
multiple tasks and meet team deadlines

MS Office (Word, Excel, Access, PowerPoint, and Publisher), and Internet
Research

CERTIFICATIONS Project Wet, Project Wild, First Response Safety Training

PROFESSIONAL  Student Professional Association of Georgia Educators

ASSOCIATIONS

HONORS

ACTIVITIES

The Council for Exceptional Children

Kappa Mu Epsilon Mathematics Honor Society
Eta Sigma Alpha Honor Society

Dean’s list

President’s List (6 semesters)

HOPE Scholarship (2004-2008)

GCSU Presidential & Alumni Scholarships
Watson-Brown Foundation Scholarship

GCSU Student Ambassador — Vice President (2006-2007)
Student Government — Academic Council Committee (2005-2006)
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Academic Focused-Resume Example #7

Antonio Sanchez

123 Crescent Lane ~ Milledgeville, GA (478) 555-1212 ~ chemstudent@yahoo.com
OBJECTIVE

To obtain the lab technician position in the biotechnology industry

EDUCATION

Georgia College & State University Milledgeville, GA May 2007
Bachelors of Science in Chemistry GPA: 3.2

Related Coursework

General Chemistry Biochemistry Analytical Chemistry Calculus
Organic Chemistry Environmental Chemistry Quantitative Analysis

SKILLS

Microsoft Access, Word, Excel, PowerPoint, Outlook, Publisher, Fortran, Basic C++, Mathematica
Proficient with Nuclear Magnetic Resonance, Gas Chromatography, Atomic Absorption, UV-vis spectroscopy,
Infrared Spectroscopy

RELEVANT EXPERIENCE
Georgia College & State University Milledgeville, GA September 2006 — Present
School of Liberal Arts and Sciences
Undergraduate Analytical Chemistry Research
e Analyze various air samples around Milledgeville using modified Gas Chromatograph
e Present research findings at Southern California Conference on Undergraduate Research
e Study various hydrocarbon concentrations across Milledgeville area
e Found that oil well deposits produce high levels of hydrocarbons

General Chemistry Tutor September 2005 — Present
e Create handouts and practice sheets for students to take home
e Assist students with questions on the course “Organic Chemistry I” and “Organic Chemistry II”
e Proctor simulated tests
e Hold office hours for any post-lab questions

General Chemistry Teacher’s Assistant August 2006 — Present
e Monitor and aid students while performing assigned experiments
e Create solutions for necessary experiments
e Grade lab reports, quizzes, and professor’s assigned exam questions
e Hold office hours for any post-lab questions

WORK EXPERIENCE
Georgia College & State University Housing Milledgeville, GA April 2006 — Present
Resident Advisor

o Write weekly reports concerning the residents and the building adhering to school policies

e Monitor and patrol building three times a week from 8 PM until 8 AM

o Attend various meetings with supervisors

o Coordinate and execute various activities for freshman residents

COMMUNITY SERVICE
Green Tabernacle Milledgeville, GA September 2003-December 2004
e Daycare supervisor; monitored and supervised children from the ages of 6-10

Museum of Arts & Science Macon, GA September 2000-Summer 2002
o Responsible for facilitating tours and demonstrations for museum visitors
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Leadership Focused-Resume Example #8

JaCOb Killg jacob Kingi@ecats.scsu.edu

Campus 123 Main Street, Apt A o Milledgeville, GA 31061 e (478) 555-55535
Home 888 Northside Dr. « Macon, GA 31204 e (478) 888-8888
OBJECTIVE To obtain a full-time position in a management training program
SUMMARY Strong problem solving and analytical skills; Excellent written and verbal communicator;
Highly organized, dependable, and detailed oriented individual; Intermediate skills in
conversational Spanish.
GEORGIA COLLEGE & STATE UNIVERSITY
EDUCATION : .
Milledgeville, GA, GPA 3.5 Expected, May 2008
Bachelor of Business Administration, Accounting; Minor: Spanish
Related Courses
Auditing Managerial Accounting Intermediate Accounting [&I1
Cost Accounting  Financial Accounting  Not-for-Profit & Public Accounting
DELTA SIGMA PI BUSINESS FRATERNITY
LEADERSHIP Vice-President of Fin.ance . March 2007 — present
EXPERIENCE ¢ Develop and monitor $10.,OOO operating bu.dget
¢ Complete monthly financial reports for national office
¢ Allocate funds to committees based on financial trends of the organization
KAPPA ALPHA ORDER FRATERNITY
Treasurer January 2007-December 2007
¢ Developed and balanced $5,000 operating budget
e Administered the collection of all financial dues from fraternity members
e Resecarched and implemented three fundraisers raising an extra $3,000 in revenue
Recruitment Chairman January 2006-December 2006
¢ Planned and directed all new member recruitment activities
e Increased chapter membership by 20%
C.V.S. DRUGS Macon, GA May 2005 — November 2005
RELATED Cashier, Trainer
EXPERIENCE ¢ Trained new emplovees with an emphasis on problem solving, customer service,
punctuality, and developing positive attitudes
e Prepared daily deposits and balanced cash drawers
¢ Processed orders utilizing computerized database system
¢ Developed strong customer service skills in a fast-paced retail environment
HONORS & Habitat for Humanity, Omicron Delta Kappa
ACTIVITIES President’s List (1 semester) Dean’s List (3 Semesters)
C(;RI/{I;)IIJJITSER Microsoft Office programs (Word, Excel, PowerPoint, Access), Quicken,

and Peachtree financial software proficient



First Year Student-Resume Example #9

Georgia Johnston

Georgia johnston@ecats.gcsu.edu

Current Address:

1311 University Avenue A OLOOHGJHYLOOH *$-7777 A

Permanent Address: 804 Dogwood Drive A ORQWJRPHU\ $/ -1R12
OBJECTIVE To obtain a summer job within the music and fine arts industry
SUMMARY e Proficient in Word, Excel, PowerPoint, and PageMaker
o Experience working in a music museum
e Strong verbal and written communication skills
e Intermediate conversational skills in Spanish; beginning level in French
EDUCATION GEORGIA COLLEGE & STATE UNIVERSITY, Milledgeville, GA May 2011
Bachelor of Music Education, General Music Concentration
MONTGOMERY HIGH SCHOOL, Montgomery, AL May 2007
Related Coursework: Orchestra, 1% Chair Clarinet — 4 years
WORK OUTBACK, Montgomery, AL Aug 2006—Aug 2007
EXPERIENCE Server
e Provided outstanding customer service in a fast-paced, changing
environment
e Used problem solving and time management skills to balance
multiple tasks and meet team deadlines
COMMUNITY BIG BROTHERS BIG SISTERS, Montgomery, AL Jan 2005 — May 2007
SERVICE e Practiced language skills and strengthened personal cultural awareness
while mentoring to children living in the Hispanic community
ALABAMA MUSIC HALL OF FAME, Tuscumbia, AL June — July 2006
e Completed 320 volunteer hours
e Created a tour to use for high school students groups
e Marketed store merchandise to visitors
e Represented the museum at two community events
¢ Interacted with museum donors and inductees at special events
ACTIVITIES GCSU CONCERT BAND
MONTGOMERY HIGH SCHOOL SPANISH CLUB
Vice-President, Secretary
e Collaborated with other internationally focused organized to plan and
host an International Appreciation Day
e Provided leadership to the organization in the absence of the president
e Documented and maintained history of the organization
HONORS National Honor Society

Who’s Who Among American High School Students
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Nursing Resume Example #10

Peter S. Landley

landleyps@acl.com

School Address: 1604 Montgomery Street, Apt. 12 - Milledgeville, GA 31081 - (478) 555-5018
Permanent Address: 202 Pine Valley Road - Macon, GA 31210 - (478) 222-2222

OBJECTIVE
To obtain a full-time position practicing preoperative nursing in the operating room.

EDUCATION

Georgia College & State University

Milledgeville, GA

Bachelor of Science: Nursing Expected May 2008
» Scheduled to take Nursing Boards (NCLEX) in June, 2008
* Who's Who Among Students in American Universities and Colleges

NURSING CLINICAL EXPERIENCE
Coliseum Northside Hospital Macon, GA
Nursing Synthesis Clinical Spring, 2007
» Learned and performed duties of preoperative nurse for specialties including vascular,
general, and orthopedics. Nursing responsibilities included pre-operative assessment,
circulating, and report to PACU nurse.

Children's Hospital of Central Georgia Macon, GA
Child Health Clinical Fall, 2006
¢ Provided nursing care to infants on a surgical floor. Care encompassed medication
administration, dressing changes, and post-surgical nursing interventions with a special
focus on growth and development.

The Medical Center of Central Georgia Macon, GA
Mental Health Clinical Fall, 2006
e Cared for adults with a variety of chronic mental disorders in a psychiatric day program.
Worked with clients one-on-pone and in groups, participated in rounds, and incorporated
a team approach to planning interdisciplinary care.

Oconee Regional Medical Center Milledgeville, GA
Childbearing Clinical Spring, 2006
e Cared for clients in several settings including the labor and delivery unit, postpartum

floor, ante partum unit, newborn nursery, and high-risk floor.

Oconee Regional Medical Center Milledgeville, GA
Adult Health Il Clinical Spring, 2006
e Utilized the nursing process in planning care for patients on a surgical floor. Gained skills
in: administering medication, dressing changes, sterile technique, post-surgical
positioning and interventions, physical assessments, and documentation.

Coliseum Northside Hospital Macon, GA
Adult Health | Clinical Fall, 2005
¢ \Worked on a cardiac floor, became proficient in nursing assessment skills and nursing

interventions. Became oriented to nursing role.
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Peter S. Landley, Page 2

RELATED WORK EXPERIENCE
Oconee Regional Medical Center Milledgeville, GA
Patient Care Assistant 2007 - Present
¢ Became oriented to preoperative nursing role.
e Assist nurses in the operating room with general patient care.
* Facilitate operating room set-up, maintenance, and turnovers.

Bob's Medical Laboratory Milledgeville, GA
Phlebotomist 2005 - Present

f S ey e T L e e e B I o s

of drawing, separating, and packaging blood specimens.

¢ Responsible
Operating Room Management Consultants Eatonton, GA
Statistical Technician 2004 - 2005

e Data entry and analysis of operating room utilization.

e Supervisory responsibility of marketing production.

OTHER WORK EXPERIENCE
GCSU University Housing Milledgeville, GA
Acting Residence Hall Director 20086 - Present
¢ Responsible for supervision, scheduling, and training of 15 resident assistants.
e Perform duties of resident assistant, staff assistant, and hall director.

Resident Assistant 2004-2006
e Direct supervisory responsibility for 48 students.
e Organized educational and social programs.
e Intervention in alcohol, drug, suicide, fire, and other instances of severe trauma.

VOLUNTEER EXPERIENCE

The Medical Center of Central Georgia - staff aid in emergency department Summer, 2007
Putnam General - patient assistant on a geriatric floor

Summer, 2006

COMPUTER SKILLS
Proficiency in Microsoft Word, VWord Perfect, and Lotus

PERSONAL ACTIVITIES

Association of Operating Room Nurses, member since 2006
American Red Cross Community CPR and First Aid Certified
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Resume Planning Worksheet
Use this worksheet to brainstorm your experiences. When you're ready to write your
resume, include the information that best fits your objective and shows the skills
required for the job.

IDENTIFYING INFORMATION:

first name, middle initial, last name

local/current address, telephone number, e-mail address

permanent address, telephone number, e-mail address

OBJECTIVE

Examples: A (An) x position utilizing my x, vy, and z skills OR A position in x field that would provide experience for insert
future oriented goal

EDUCATION (ist GCSU first. If you completed a significant amount of coursework or received a degree from
another college, list it second. High school information can be used only during the freshman year)

college, city, state

Degree (BA, BS, BBA, etc), month & year to be received

major(s), minor(s), concentration(s)

grade point average (if above a 3.0)

related course work (maximum of 6 classes; only if applicable to objective)

EXPERIENCE (volunteer or paid. List most recent experience first)

1)

title, name of organization, city, state, and dates of employment

leading with an action verb, describe what you did at the organization

leading with a strong action verb, describe another responsibility, duty, accomplishment, or acquired skill.

leading with a strong action verb, describe another responsibility, duty, accomplishment, or acquired skill.

2)

title, name of organization, city, state, and dates of employment

leading with an action verb, describe what you did at the organization

leading with a strong action verb, describe another responsibility, duty, accomplishment, or acquired skill.

leading with a strong action verb, describe another responsibility, duty, accomplishment, or acquired skill.

3)

title, name of organization, city, state, and dates of employment

leading with an action verb, describe what you did at the organization
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leading with a strong action verb, describe another responsibility, duty, accomplishment, or acquired skill.

SKILLS (Specify computer languages or special skills, including working knowledge, proficiency, or fluency
in languages other than English. This information can be used in a skills section at the bottom of your resume or a
summary of qualifications section between the objective and education)

LEADERSHIP/ACTIVITIES (List leadership positions, memberships or affiliations. You may include HS activities
until you take on new leadership roles in college.)

name of organization, title or position (if applicable)

If you held a leadership role, describe accomplishments, duties, responsibilities, and acquired skills

name of organization, title or position (if applicable)

If you held a leadership role, describe accomplishments, duties, responsibilities, and acquired skills

HONORS AND AWARDS (if listing awards, tell the employer what the award was for)

name of honor or award, date received

name of honor or award, date received

name of honor or award, date received

INTERESTS (only list interests if they would be important to the employer)

OTHER ACCOMPLISHEMENTS (List any additional information that may fit into a new or previously listed category. Areas
to consider: presentations, research projects, community service, study abroad, military, etc)

REFERENCES (if an employer requests this information, it should go on a second page with your heading)

1)

name, title, company

mailing address

phone, email
2)

name, title, company

mailing address

phone, email
3)

name, title, company

mailing address

phone, email
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Get your resume in the hands of an employer

TODAY using Career Connection!

All students and alumni who use the Career Center are required to register with Career
Connection. This new software is your link to jobs, internships, career fairs, and campus
interviews brought to you by the University Career Center. Through Career Connection
you can also upload your resume so that your resume can be referred to employers.
Here’'s what you do:

Step 1)
Step 2)

Step 3)

Step 4)

Step 5)

Step 6)

Go the Career Center homepage: www?2.gcsu.edu/career

Click on the “Jobs and Internship Database”. This will lead you to the
Career Connection Student login.

If you are registered, simply type your username and password, then click
Login. If you have never registered, click the “Click here to register” link.
Fill out your profile and click the Register button.

After you logged in, you will see the Career Connection home page. Here you
can find “Announcements” (important announcements, including those
about jobs, job/internship fairs, and workshops); “Resource Library”
(valuable resources including internship paperwork and resume samples),
“Quick Links”, and “Calendar” (upcoming job/internship/graduate school
fairs and workshops).

In order to apply for positions through Career Connection, you must upload
a resume. All resumes that are uploaded must be approved by the Career
Center. Once your resume has been approved, click on the “My Account”
menu from the homepage.

Click on “My Documents” and follow directions to upload Microsoft Word,
PDF, or RTF documents into the following categories: resumes, cover
letters, unofficial transcripts, and lists of references. When you apply to
jobs, you will be able to select one document from each of these categories. If
you upload more than one resume, be sure to mark the most general resume

as the default.
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