It’s Your Career…What Have You Done Lately?

RESUME GUIDELINES

We are excited to assist you as you develop your professional resume!  This is a process of several steps and drafts, and you should plan on revising the resume a few times before you will have a document you are truly happy with. You should think of the resume in terms of a fluid, changing document that you will update frequently to include your ongoing training and experiences.  The following guidelines are general. We want you to be aware that each individual will have different experiences, needs and goals, and that we are here to provide assistance. 
What is a resume? 

In general, a resume is a document that is used to market the applicant’s knowledge, skills and abilities to potential employers.  It is not intended as a biography or list of tasks performed, but illustrates transferable skills and demonstrated abilities.  It is not written in a narrative format, but rather in phrases focusing on action verbs. (see attached list)

What information should be contained in a resume? 

It should be clear, concise and well-organized. It must be free of spelling or typographical errors.  It should begin with your contact information. It will detail your educational background and training; related work experience and volunteerism; leadership and academic honors; activities and marketable skills; technical skills and languages. For students with advanced degrees, research may also be highlighted.

How should a resume look?  

Information should be neatly organized. The resume should be easy to read and demonstrate your ability to produce an attractive-looking document.  There are many formats that are acceptable, and you will need to choose the one that you find the most appealing.  When designing your resume, you will want to balance the importance of each piece of information against the amount of space you have on the page. For most undergraduate students, one page is sufficient space.

Now, let’s look at each section of the resume, and examine the contents.

Your personal/contact information:
Be sure to include your name, address, telephone number and email address. Make sure you have a polite and reliable message-taker at the phone number you provide. Also be sure that your answering machine/voice mail message is appropriate.  Your email address should sound conservative and business-like and you should check it at least twice a day once you begin sending out resumes. Your name should stand out in a nice bold font. You will not include personal information such as your gender, marital status, age or ethnic background.

The Objective:

This section of the resume is typically included for those who are new to the job market or changing to a new field. This statement is not all about your needs. Avoid long, flowing objectives. If you are applying for a specific, advertised job, the objective will be clear.  It should be simple and concise, and may contain up to three pieces of information. 


1)  The type of organization (or specific organization) you wish to work for.


2)  The type of position (or specific position) you would like.


3)  The skills you are offering or how you can contribute.

Examples:
“An elementary education teaching position in a progressive school district where I can utilize my training in general and special education”.

“A position where my process management expertise will contribute to the company’s growth.”

Educational Background:

This section of the resume will appear directly after the objective if your education is your most recent achievement. Once you have had your first professional experience in your field, the Education section may move further down on the page. Master’s degree work would be listed first, then undergraduate work. You will not need to include high school on your resume once you have completed two years of college. You may include your grade point average, but you do not have to do so. As a graduate student, you’d exclude the GPA if it is below a 3.5, and for undergraduate you’d exclude anything below a 3.0. (Both of these are on a 4.0 scale).  Don’t forget to include any study abroad experiences. 

Another optional inclusion in this section is to list relevant courses.  For students with little practical experience, this demonstrates knowledge of specified areas of their field. You won’t need to give the actual course number, or indicate qualifiers such as “I & II” after a course; just state the subject. Rank the order so that the most relevant courses are listed to the left, starting with the most important and working your way down and across.

 For example, for a business administration major seeking a human resources position:



(  Human Resource Management

(  Business Communication



(  Human Behavior in Organizations

(  Information Technology



(  Strategic Management


(  Business Law

Experience:

This section details your work history in terms of demonstrated abilities and transferable skills.  Remember that it is not a biography of everything you’ve ever done, nor is it merely a list of tasks performed at past jobs. Again, if you are using a chronological format, begin with your most recent job and work your way back. Include name and location of each employer, dates of employment, and your job title.  For example:


Pinkerton Academy




Derry, NH



Student Teacher




09/05 – 06/06



(  Taught marketing to 35 high school students.



(  Participated in team meetings, parent conferences and IEP meetings.

Work experience that is not directly related to your field, but in which you used relevant skills, may also be included.

Volunteer:

Volunteer work can be just as valuable in terms of demonstrating your skills as a paying job.  Examples of relevant volunteer work might include working as a Peer Mentor in the campus Tutoring Center; working at the local Boys and Girls Club; serving as a mentor or Big Brother/Big Sister; teaching religion classes at your church, working with an adult literacy program at the local library; working at a local human service organization.

Leadership / Interests / Activities / Organizational Involvement:

This section may also include volunteerism, in which you are demonstrating leadership skills, such as organizing a fund-raiser through your sorority or fraternity in which you raised money for a worthy cause. You may have more than one section of this type if you have a great deal of both volunteer work and related activities. You will typically not include hobbies unless they are directly related. For example, an hospitality major might include an interest in studying wines, but might not include skydiving. An International Business major might include travel and languages here.  Students might include campus leadership such as a club, Orientation Staff, Resident Advisor positions or student government.

Professional Associations / Affiliations / Memberships:

For those with some professional experience, memberships might appear here. For example, and Accountant might belong to the NH Society of CPA’s, or an English major might belong to a Writers’ Association.

Skills (Technical / Language / Industry Specific):

Your skills can be broken down into several areas. Technical or computer skills are important to every industry and job category. You might include operating systems (MS Windows, Mac), software such as MS Word, MS Excel, MS Access, MS PowerPoint, MS Publisher, Adobe Illustrator, and industry-specific software and products, as well as the Internet.  Pay close attention to the spelling of brand names. If you have the skill, you can begin to demonstrate it by spelling it correctly!  When presenting language skills, be careful to include only those you are truly proficient in, and try not to use too many qualifiers that are open to the reader’s interpretation.  Industry-specific knowledge or machinery should be included.

Additional Training / Certifications:

Any industry-specific certifications might be listed here.  Conferences, workshops, and specialized training can be highlighted in this section. Certification can be anything from EMT to a teaching certification to a CPA or Series 7 licensure.

References:
They should be stated as “Available on request”. You will not list your references on the resume document itself, but may want to prepare a separate page of references to provide at interviews or if asked to provide them with the application or resume. There is a sample reference page included in this booklet.  You should never use someone’s name as a reference without their permission.  Also, whenever you are interviewing and provide someone as a reference, you should contact that person. Let them know the specifics about the job (or scholarship) that you are applying for.  Your reference can do a much better job for you if they have both your resume and a clear understanding of what the employer will be looking for.

~~~

Congratulations! You now have enough information to begin a traditional, standard, chronological format resume.  You should be aware that there are two other styles of resume. The functional format, or skill-based resume can be used to highlight transferable skills for career-changes. This format has been used to “hide” employment gaps, and can be mistrusted by more traditional employers.  The combination format is just that: a combination of the chronological and the functional resumes.  This is preferred by most employers over the pure functional format. While it is gaining popularity, it can be confusing for employers who are used to chronological resumes.

RESUME ACTION VERBS BY SKILL CATEGORIES
	Technical Skills
	Teaching Skills
	Financial Skills
	Creative Skills
	Helping Skills

	Assembled
	Adapted
	Administered
	Acted
	Assessed

	Built
	Advised
	Allocated
	Conceptualized
	Assisted

	Calculated
	Clarified
	Analyzed
	Created
	Clarified

	Computed
	Coached
	Appraised
	Designed
	Coached

	Designed
	Communicated
	Audited
	Developed
	Counseled

	Devised
	Coordinated
	Balanced
	Directed
	Demonstrated

	Engineered
	Created/Developed
	Budgeted
	Established
	Diagnosed

	Fabricated
	Enabled
	Calculated
	Fashioned
	Educated

	Maintained
	Encouraged
	Computed
	Founded
	Encouraged

	Operated
	Evaluated
	Developed
	Illustrated
	Expedited

	Overhauled
	Explained
	Forecasted
	Instituted
	Facilitated

	Programmed
	Facilitated
	Managed
	Integrated
	Familiarized

	Remodeled
	Guided
	Marketed
	Introduced
	Guided

	Repair
	Informed
	Planned
	Invented
	Referred

	Solved
	Initiated
	Projected
	Originated
	Rehabilitated

	Trained
	Instructed
	Researched
	Performed
	Represented

	Upgraded
	Persuaded
	
	Planned
	Goal Setting

	
	Set Goals
	
	Revitalized
	

	
	Stimulated
	
	Shaped
	


RESUME ACTION VERBS BY SKILL CATEGORIES
	Management Skills
	Communication Skills  
	Clerical (Detail) Skills 
	Research Skills 

	Administered      
	Addressed 
	Approved 
	Clarified 

	Analyzed   
	Arbitrated      
	Arranged  
	Collected 

	Assigned   
	 Arranged   
	Catalogued   
	Critiqued 

	Attained   
	Authored  
	Classified   
	Diagnosed 

	Chaired
	Corresponded
	Collected
	Evaluated

	Contracted
	Developed
	Compiled
	Examined

	Consolidate
	Directed
	Dispatched
	Extracted

	Delegated
	Drafted
	Executed
	Identified

	Developed
	Edited
	Generated
	Inspected

	Directed
	Enlisted
	Implemented
	Interpreted

	Evaluated
	Formulated
	Inspected
	Interviewed

	Executed
	Interpreted
	Operated
	Investigated

	Improved
	Lectured
	Organized
	Organized

	Increased
	Mediated
	Prepared
	Reviewed

	Organized
	Moderated
	Processed
	Summarized

	Oversaw
	Motivated
	Purchased
	Surveyed

	Planned
	Negotiated
	Recorded
	Systematized

	Prioritized
	Persuaded
	Retrieved
	

	Produced
	Promoted
	Screened
	

	Recommended
	Publicized
	Specified
	

	Reviewed
	Reconciled
	Systematized
	

	Scheduled
	Recruited
	Tabulated
	

	Strengthened
	Presented
	Validated
	

	Supervised
	Translated
	
	

	
	
	
	


Aidan Jacobs

603.333.2222







                 12345 Clarke Street
aidenjacobs@yahoo.com                                                                                                         Plaistow, NH 12345

EDUCATION

Master of Business Administration





                           
         May 2008

Organizational Leadership



                
          Plymouth State University, Plymouth. NH 

Bachelor of Arts 










         May 2005

Psychology     







                  University of Connecticut, Storrs, CT


WORK EXPERIENCE

Human Resources Assistant








         Sept 2006-Present 

The XYZ Company









             Portsmouth, NH 

· Responsible for effectively communicating policies, procedures, and benefits to 2-8 new hires biweekly

· Played a key role in implementing the safety committee for the NH site

· Extensive experience with: employee relations, FMLA/LOA, implementing new policies, new hire & termination paperwork and procedures, and benefit administration

· Responsible for running ADP/Etime payroll software for a biweekly payroll schedule
· Initiated or ran various corporate events including fundraisers, benefit fairs, and flu shot clinics
Recruiting Coordinator








     June 2005-Sept 2006

ABC Company









                              Billerica, MA

· Skillful evaluation, assessment, and selection of candidates

· Collaborated effectively with management to determine hiring needs

· Created successful recruitment advertisements for various positions

· Screened resumes, pre-qualified candidates via telephone and selected applicants for interviews

· Trained supervisors and managers on various employment laws and interviewing techniques

Human Resources Intern








      Jan 2005-June 2005

University of Connecticut HR Office








         Storrs, CT

· Maintained HR applicant and employee database

· Performed personnel recruitment and coordination

· Updated HR policies and procedures based on extensive research of similar organizations

· Managed administrative support services

· Lead contact for all HR inquiries 

WORKSHOPS

HR Professionals & Recruitment 





                           June 2005 & June 2006
Society of Human Resources Management

ORGANIZATIONS

Psi Chi- Psychology National Honors Society






    Inducted Spring 2005

Kappa Delta Phi (Fraternity)








                     2001-2005

Business Club Vice President









        2004-2005

Jason Chadwick

603.472.2222
2500 N. River Road, Box 345

Manchester, NH 03106

jason.chadwick@plymouth.edu

OBJECTIVE

 To obtain a position as an Information Technology Specialist

EDUCATION

Bachelor of Science





                     May 2007
Information Technology                                                                               
Plymouth State University, Plymouth, NH                                 
· Honors: GPA 3.5/4.0, Cum Laude, President’s and Dean’s List
TECHNICAL SKILLS
Certifications:           Microsoft Office XP, MS Project 2002; Pending Microsoft Certified Professional
Operating Systems:  Microsoft PC and Mac OS
Software:                  MS Office Suite, Publisher, Project, FrontPage, Oracle 8.0
Programming:          SQL+, HTML, DHTML, PHP, CGI, ASP, Perl, VB&B script, Java, and Java script
Systems Analysis     Self-taught in XML and C#; SDLC (waterfall and spiral models) UML Notation, 

and Design:              Use-Cases/Class/Sequence/ Statechart/Collaboration Diagrams, ERDs, DFDs, etc.
RELEVANT EXPERIENCE
IT Specialist                                                                     





     2005-present

Worldwide Foundation for Retirement Education                                                                                           Manchester, NH 

· Instrumental in re-engineering online ordering process to reduce confusion and increase efficiency

· Consistently meet and exceed deadlines 

· Develop and maintain two company web sites that address online continuing education course offerings, online shopping cart, and electronic payment processing system.  

· Perform data entry and update database of 1,600+ clients.  

· Administer computer network, manage e-mail, and maintain domain registration.

Freelance Web Designer                                                                                                                          2003-2004
                                                                                                                                                                         Manchester, NH 

· Designed web sites for a day care provider and a motivational speaker promoting their books

· Successfully implemented the websites which resulted in a 30% increase in their sales

ORGANIZATIONS

New Hampshire Technology Association




     

   2004-present
National Society of Collegiate Scholars





               2003-present

References Available Upon Request
555 Strawberry Hill Road





603-436-2222

Nashua, NH 00000





YTseng@gmail.com
Yvonne Tseng

OBJECTIVE

To obtain a position within the hospitality industry that will enhance professional growth and utilize strong organizational and interpersonal skills

SKILLS

• Experienced traveler who is proficient in English, Chinese, and Russian language



• Computer skills: Microsoft Office Suite, Sabre, Peachtree and MICROS

EDUCATION
MASTER OF SCIENCE          






         May 2007



Hospitality Administration


Southern New Hampshire University, Manchester, NH              




BACHELOR OF APPLIED SCIENCE





         May 2005

Hospitality Administration/Tourism



Plymouth State University, Plymouth, NH




COLLEGE DIPLOMA 


Culinary Administration 






         May 2003


Canadore College, North Bay, Canada

EXPERIENCE
Food and Beverage Supervisor





          Aug. 05 – May 06

New Orleans Marriott, New Orleans, LA




• Developed training manuals and incentive programs 


• Ensured guest satisfaction while supervising busy hotel restaurant


• Effectively rotated through all restaurant positions: server, host, etc.


Assistant Manager







          Apr. 04 – June 05



Capreol Freshmart, Capreol, Canada



• Supervised a staff member

• Communicated with a wide variety of customers by responding to inquiries, effectively solving    complaints/concerns, and taking orders 

• Responsible for the open and close of the facility

• Counted out floats, balanced cash register slips, and operated cash register

• Ordered shipments, stocked shelves and skids, maintained stock, and set up displays

• Secured deliveries to customers and provide carry-out services


Front Desk Clerk 






          Apr. 02-June 03, seasonal

Swept Away Negril, Negril, Jamaica 

• Greeted, checked in, and checked out guests, made reservations, and answered the switchboard for 

  this five-star property, the largest hotel in Jamaica with 1,250 rooms

• Managed the cash draw, accepted payments, and balanced daily receipts

• Completed extensive customer service, teamwork, computer systems, and hotel procedures 

  training program


• Operated the hotel’s computer systems, including MARSHA and PMS

AWARDS
Hospitality Club Scholarship-academic achievement


                               2004


Aiming for the Top– pays tuition every year high grades are maintained                             2003-2005


Program Achievement Award– highest achievement in Culinary Administration Program          2004

ALANNA R. SMITH
3227 Maple Way

Manchester, NH 03101
603-333.3333

Web portfolio: www.arsmithportfolio.net
alannagd@gmail.net
EDUCATION
Master’s of Science, Sports Management






        June 2007

University of New Hampshire
                                                                                                       
    Durham, NH


Bachelor’s of Arts, Communications (Magna Cum Laude)




        May 2005
 

Notre Dame College                                                                                                                          Manchester, NH

TECHNOLOGY SKILLS
Expert in MS Excel, Word, PowerPoint, and outlook
WORK EXPERIENCE

Halloween Parade Coordinator Intern

     





Fall 2005
Manchester Recreation Dept                                                                                                                 Manchester, NH
· Planned and directed the first ever town wide Halloween parade with 700 participants
· Coordinated publicity, gift solicitation, committee meetings, and the awards presentation
Tournament Director


            





             Fall 2005 

Bedford Annual Town Tennis Tournament 


                                                            Bedford, NH
· Planned and coordinated annual town athletic event comprised of 110 entrants
· Oversaw publicity, gift solicitation, committee selections and awards party.


Waitress/Hostess




                                                                            2003-2005 

Amy’s Restaurant                                                                                                                                           Salem, NH
· Managed wait lists ranging from 10 minutes to a 2 hour wait
· Effectively communicated with customers, kitchen staff, and fellow wait staff to ensure order accuracy and timeliness
· Exercised excellent customer service skills in order to give the guests the best possible dining experience
Front End Assistant








          1997-2003
Market Basket










      Methuen, MA

· Managed cashiers and baggers which included delegating tasks, scheduling breaks/lunches, handling register issues, and maintaining all registers cash flow during the shift
· Effectively resolved any customer complaints and handled customer inquiries
*References available upon request*
Ways to submit your resume

Always check the preferred method of your application for the position.  This can often be found within the job posting, or you can ask via email when inquiring about a position, or by picking up the telephone and talking directly to the hiring manager or Human Resources.  

Mail: 

If you are mailing your resume, be sure to use resume paper for your resume, and complete the addressed envelope neatly.  In addition be sure not to smoke while you are enclosing your resume as the smoke fumes will turn off the employer.

Electronic Resume:

An electronic resume is a resume that is written into the text box on the company website or job board.  Often these resumes are scanned by the company’s resume database for key words.

Format for an electronic resume:  Please also see the sample resume located on the next page
· Left justify the entire document

· Do not use punctuation (the computer may not recognize “communicated” if it written as “communicated,…”

· Do not use any lines, graphics, or textboxes

· Use simple fonts such as Arial or Tahoma

· No Bullets, but you may use asterisks or hyphens

· Keep the font size between 10-12

· It is okay for this type of resume to be over 1 page

· Boldface and CAPITAL letters are acceptable and may actually help your fields stick out from one another.

· Do not use italics, underlining, or shadowing

· Use nouns and not the action verbs that you would in a traditional resume

· Check your spelling! Resume scanners will not pick up on misspelled words; therefore it is like it was never on your resume.

· Do not use side by side columns even if your using two addresses or phone numbers, place them on their own line underneath one another.

E-mail:

An emailed resume is written in a plain text and is sent as an attachment to the email recipient.  

Web Resume/portfolio:

A web resume is published onto a web page using a hypertext.  This is submitted to the employer by giving them the link to your resume page.  This may or may not be desirable for the employer, so perhaps you can send your resume in the preferred method and provide the link if they would like to view your resume online.

Sample Electronic Resume:

Jane Smith

25 North Road

Plymouth NH 00000

Phone 603 333 3333

janesmith@yahoo . com

OBJECTIVE



To obtain a position within the hospitality industry that will enhance professional growth and utilize strong organizational and interpersonal skills

PROFILE


Dedicated professional with a strong work ethic and definitive customer service skills

Extensive background in the international hospitality and tourism industries

Experienced traveler who is proficient in English Chinese and Russian language

Effective team player with proven communication and interpersonal skills

Computer skills  Microsoft Office Suite Sabre  Peachtree and MICROS

EDUCATION


MASTERS OF SCIENCE          






 
     

May 2007


Business Administration

Plymouth State University Plymouth NH              



BACHELORS OF APPLIED SCIENCE





                  

May 2005

Hospitality Administration


Southern New Hampshire University Manchester NH



COLLEGE DIPLOMA 






                  
May 2003

Culinary Administration
Canadore College North Bay Canada

EXPERIENCE

August 2005 – May 2006


Food and Beverage Supervisor





          

New Orleans Marriott New Orleans LA



Developed training manuals and incentive programs 

Ensured guest satisfaction while supervising busy hotel restaurant

Effectively rotated through all restaurant positions: server, host, etc.

Assistant Manager







          

April 2004 – June 2005


Capreol Freshmart Capreol Canada


Supervised a staff member

Communicated with a wide variety of customers by responding to inquiries effectively solving complaints/concerns and taking orders 

Responsible for the open and close of the facility

AWARDS


Hospitality Club Scholarship-academic achievement 2004

Aiming for the Top – pays tuition every year high grades are maintained 2003-2005

Program Achievement Award– highest achievement in Culinary Administration Program 2003

SAMPLE REFERENCE PAGE

Susan Jones     

                                                                   100 Main St. ( Rochester, NH  03103 









           (603) 555-9999 ( sjones@yahoo.com
REFERENCES

Dr. Ann Smith, Professor of Psychology

Plymouth State University
500 North River Road

Plymouth, NH  03105

(603) 645-2222
s.smith@splymouth.edu 
Mr. Michael Mills, (formerly Director of Food and Beverage, Marriott, Nashua, NH)

VP of Operations

Hyatt Hotels International

100 Corporate Way

Anytown, NH  12345

(603) 555-8888

m.mills@marriott.com
Ms. Paula Pillsbury, Director

Human Resources Department

XYZ Company

3 Uniondale Avenue

Newtown, ME  98765

(201) 888-1111







Things to AVOID:





should ry@XYZ.comartmenturces, Marriott International)         100 Main St. "using for employers who are used to chronolog( typographical errors		( colored, patterned, fancy paper


( spelling or grammatical mistakes	(  flowery, fussy fonts


( poor print quality or “fade-outs”	(  poor layout 


( inconsistencies of format		(  lack of focus


personal pronouns
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