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Writing a Resume

A resume is a tailored marketing document designed to showcase your relevant education, experience, and 
skills as they relate to your targeted industry.  While writing a resume is a subjective process, this handout 
presents guidelines that are applicable to most situations.  Talk to a Career Team member about your own 
particular situation to help create an even more effective marketing piece for you.

Your goal in writing this document is to advance to the next stage in the process – the interview.  The employer 
will only spend about 10-20 seconds examining your resume, so make it count!

Make your appointment!
Walk in to speak with our Peer Career 
Ambassadors  -
No appointment needed!

Objectives and Profiles

The Objective Statement:
You should only use an objective if you are very clear about the job you seek; otherwise do not include one.  State 
your objective clearly and specifically in a phrase such as “seeking a drafting position in a supervisory capacity with 
a manufacturer of mechanical or electrical products.”  It is possible to have two or more resumes with different job 
objectives, or you may use the cover letter accompanying your resume to state your career goals.

Many people choose to start their resume with an introductory statement – either an Objective or Profile – in 
order to position them toward a certain type of opportunity or career direction.
• This statement should be positioned below the contact information.
• Do not use first person (“I”), and concentrate on the knowledge, skills, and experience you provide the 

employer.
• Use keywords that appear in the job description or from the targeted industry.

The Profile Statement:
Similar to an objective statement, a profile will go into more depth about your knowledge, skills, and experience as 
they relate to the job description and industry.  These are used to spell out why you qualify for a particular position 
or to help redirect your career towards another direction.  Transferrable skills and experiences are often described 
in a profile statement.

Example:
• Athlete with strong team leadership skills, ability to multitask, and self-motivation.  Excellent customer 

service skills with 3+ years of direct experience.

Example:
• Desire a position as a financial analyst intern.

https://my.uncc.edu/


Section Header Examples

Aside from your introductory statement and the education section, your resume will incorporate additional 
sections to help an employer understand what you are marketing.  Below are some suggestions to get you 
started.  Make sure to talk with a Career Team member for more options as they relate to your profile.

• Experience
• Relevant Projects
• Publications
• Presentations
• Awards/Honors
• Volunteer Experience
• Certifications
• Skills

• International Experiences
• Internship Experiences
• Leadership
• Campus Activities
• Memberships & Affiliations
• Relevant Coursework
• Research
• Accomplishments

Styles of Resume

Chronological: List your employment in reverse chronological order.  Give position held, employer, and dates of 
employment. Describe each position according to job duties: list tasks performed, emphasizing those requiring the 
highest level of skill, responsibility and judgement.  Begin each phrase with an action verb.  Quantify and qualify 
your accomplishments, i.e. “Surpassed sales quota by 15%,” trained and supervised 5 employees,” “maintained 
average caseload of 85 clients.”

Functional: Group your work accomplishments, responsibilities, and duties into 2 to 5 categories according to 
functional skill areas such as “Teaching and Training,” “Managerial Skills,” or “Sales.”  Choose your skill headings 
according to your job objective and briefly describe, using action statements, the work you did in each of the broad 
categories you identify. 

Combined: Both functional and chronological features appear in a combined resume.  Functional skills should be 
highlighted at the top.  Work experience should be described briefly in reverse chronological order.

Action Verbs

Communication: advised, advocated, authored, consulted, counseled, edited, guided, marketed, published, wrote

Administration: appointed, contracted, delegated, completed, initiated, launched, offered, distributed, recruited

Management: administered, assigned, chaired, coordinated, contracted, managed, organized, planned, organized

Teaching: adapted, addressed, clarified, coached, communicated, enabled, guided, instructed

Research: assessed, analyzed, classified, documented, examined, identified, inspected, observed, reviewed

Technical: calculated, computed, constructed, designed, fabricated, gathered, input, maintained, modified



Resume Approval Process in Hire-A-Niner

Before you can begin applying for positions in Hire-A-Niner, they must have an approved resume in the system.  
The first time you add a resume to your Hire-A-Niner account, the document will be “pending” until a Career 
Center staff member reviews the resume.  The criteria we use to review resume is listed below in the Resume 
Approval Checklist.   Resume reviews take 1-2 business days.

Once we have reviewed your resume, you will receive an email letting you know one of two things:

• Resume is approved – your resume has met our basic requirements, and you are welcome to apply for jobs 
and upload more documents (which will not have to go through the approval process).  In your approval 
email,  you may receive comments from our staff with suggestions for improvement.  

Even if your resume is approved, you are encouraged to tailor and strengthen your resume using the 
information provided in this guide or through working with our Career Team.

• Changes Requested – your resume doesn’t meet the requirements for approval.  In your email, you will 
receive comments from our staff about what needs to be changed.  In addition, please review the Resume 
Approval Checklist.  Once you have made changes to your resume, you can resubmit it for review.

Resume Approval Checklist



INTERNSHIP SEARCH RESUME

• Use this as an example to get started.  Tailor your resume more specifically as it relates to your target.
• Get this reviewed by our Career Team



COMPUTER SCIENCE RESUME

• Notice the Technical Skills section that is towards the top of the resume – these skills are very relevant.
• Creating two Experience sections allows you to highlight your most relevant experience earlier in the resume.



ENGINEERING RESUME

• The profile statement helps to summarize the deep experience level of the candidate
• Notice the additional experience and project experience sections.  Great way to show depth towards new target



GRADUATE STUDENT RESUME/CV

• This sample provides an example of a CV.  It includes presentations, publications, and can be expanded to research
• Experience section allows you to go more in depth with what knowledge and skills you have

Full Name 
Street Address, City, State, Zip Code  (area code) phone number  email address 

 

EDUCATION 

 

Master of Science in Mental Health Counseling Month Year  

The University of North Carolina at Charlotte 

 

Bachelor of Science in Business Administration  Month Year 

Nova Southeastern University, Fort Lauderdale, Florida 

 

PROFESSIONAL EXPERIENCE 

Job Title  Month Year – Month Year 

Name of Company/Organization, City, State 

 Describing your position according to job duties: list tasks performed, emphasizing those 

requiring the highest level of skill, responsibility and judgment. Begin each bullet with an 

action verb 

 Same as above 

 Same as above 

 

Job Title  Month Year – Month Year 

Name of Company/Organization, City, State 

 Describing your position according to job duties: list tasks performed, emphasizing those 

requiring the highest level of skill, responsibility and judgment. Begin each bullet with an 

action verb 

 Same as above 

 Same as above 

 

Publications  

 

Author. Date. Title of publication. Journal, Vol. (Issue), Page number.  

 

Presentations 

 

Presentation Title                                                                     Month, Year 

Location, City, State                                                                       

 A description of the presentation, who attended, what was the purpose. 

 

Certifications 

 

Title                                                                                            Month Year 

 

Affiliations 

 

Association                                                                                Month Year 

 

SKILLS 

 

Computers: ________, ________, ________, ________, ________, and ________ 

Languages: English, _____, and _____

of expected graduation 

Spell 

out the 

full 
name of 

each 

degree 

& 

specify 

what 

area it 

is in (in 

bold) 
 

 Name of the institution (followed by city & state) 

of expected graduation 

 

This should be your most recently held position…listed in bold 

This should be your next recent position…listed in bold 

List the 

month & 

year you 

began the 

position, 

followed by 
the month & 

year you 

ended your 

job there. 

List the 
month & 

year you 

began the 

position, 

followed by 

the month & 

year you 

ended your 

job there. 

Your header should begin with your full name (first name first, last name second). You should also include your Address, the best phone 

number for employers to contact you, and an email address (remove the hyperlink)   



DESIGN RESUME

• Design resumes often have a style or some graphical elements to them.
• Include a link to an online portfolio of work (if applicable).



NURSING RESUME

• Notice the clinical rotations on this document.  You can add those you anticipate finishing over the next semester
• Health-related volunteer experience and work experience is highly valued.



TEACHING RESUME

• Certifications are important for this industry.  Make sure they are clearly seen in the resume.
• Make sure to show all your relevant experience in working with children.



SCIENTIFIC-FOCUSED RESUME

• Research and Laboratory section is a great way to demonstrate your experience from your academic program.
• If you were a part of any publications, this would be a good place to put them.

Michele Browne 
111 Resume Success Drive Charlotte, NC  28227 

Cell: (704) 555- 5555 Michelebro@xxx.xxx 

 

 

CAREER INTERESTS 

 Animal behavior and welfare, genetics, biomedical research, and biotechnology 

 

RELATED SKILLS AND INSTRUMENTATION 

Processing and storage of DNA, chromatography, liquid handling, filtration and separation, imaging, powder and solids 

testing, sample preparation and wet chemical analysis, working with E. coli,  laboratory records management, dissection, 

sterile techniques, pH meters, spectrophotometers, micropipettes, autoclave operation, thermal processing, and disposal of 

buffers and chemicals  

EDUCATION 

Bachelor of Science in Biology, May 2009  Minor: Chemistry 

The University of North Carolina at Charlotte, Charlotte, NC 

Relevant Courses:  

Genetics Animal Physiology Evolution   Cell & Molecular Biology 

Zoology  Anatomy  Comparative Biology  Pharmacology 

 

RELATED EXPERIENCE 

Farm Assistant, May-August 1998-present 

We are the Browne’s Family Farm, Fayetteville, NC   

 Assist with the production and distribution of corn, eggs, and milk  

 Assist with animal care, health, and breeding: Poultry, cattle, and swine   

      Animal Health Technician Intern, January- May 2008 

        The Healthy Animal Clinic, Charlotte, NC                                                                       

 Collected, stored, and properly disposed of biological samples 

 Performed and documented diagnostic laboratory procedures 

 Provided pre- and post operative care to animals 

 Assisted with maintaining and tracking medical supplies and equipment 

 Ordered and processed food and bedding supplies  

 Observed veterinarian and pet-parent consultations 

Cage Washer, September -December 2007 

Charlotte Animal Behavior Labs, Charlotte, NC 

 Cleaned and sanitized animal cages and equipment 

 Assisted with preventative caging equipment maintenance 

 Maintained cage service records 

 Scrubbed hallways and washrooms 

PROFESSIONAL ACTIVITIES 

National Pork Producer Council’s Conference, 2006- present 

National Dairy Herd Improvement Association meetings, 2004- present 

 

RESEARCH TOPICS 

Mammalian endocrinology, immune function in heifers, lactation biology of dairy cows, and food microbiology 

LANGUAGES 

Fluent in Spanish, Sign Language 
 

COMPUTER LITERACY 

Microsoft Word, Outlook, PowerPoint, Excel, Access, and Publisher 



LIBERAL ARTS RESUME

• Relevant experience may be paid, unpaid, full-time, or part-time.  What’s most important is the skills you gained.
• For honor societies and scholarships that aren’t well-known, give a brief description (see the Honors section here).



BUSINESS RESUME

• Pay attention to industry terms, software, and techniques that are important to showcase in your resume.
• Your bullets should include specific skills used, experience gained, and any results found from doing the work.


