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INTRODUCTION

A resume is an advertisement of your abilities,
accomplishments, and future capabilities. For all
intents and purposes, it will be your chief marketing
tool in your job-search campaign. An effective resume
will make a prospective employer want to meet you in
person to further discuss your potential value to his or
her organization. Above all, your resume should be
honest, positive, concise, easy to read—and be YOU.
The information that follows is intended to assist you
in developing a resume that will effectively present
your background and qualifications to prospective
employers.

FORMATS

A variety of formats may be used in resume preparation.
The two basic formats—the chronological and the
functional—are briefly described below. Each has
certain advantages and disadvantages. Most students
seeking summer jobs and internships will find the
chronological format the most convenient means of
presenting their background to prospective employers.
On the other hand, candidates seeking permanent
employment will want to consider which of these
formats will be best suited to their particular job-search
endeavors. While the chronological format is generally
the easiest to use, it is not always the most effective.

The Chronological Approach

The chronological resume is the most common format
currently inuse. Sections on educational background and
work experience are arranged in reverse chronological
order. Most new college graduates will want to list their
educational background first, and then describe their
work experience. In using the chronological format,
it is tempting to simply outline your background and
qualifications. However, to be effective, enough
description must be provided to give prospective
employers a thorough overview of your qualifications.
Therefore, do not simply list the pertinent aspects of
your background; describe them as well. See the back
of this guide for chronological resume examples.

The Functional Approach

The functional resume, while more difficult to construct
than the chronological, emphasizes qualifications,
skills, and related accomplishments. De-emphasizing
dates, the functional resume instead organizes skills
into functional categories, such as “Leadership,”
“Technical,” and “Interpersonal.” In particular, many
job-seekers with varied work experience tend to
prefer this format. Likewise, some individuals with

a wide range of skills but relatively little formal work
experience prefer to categorize their abilities and
highlight their transferable skills using the functional
approach. The Career Resource Center, located within
Career Services, houses several books that contain
examples of functional resumes.

RESUME COMPONENTS

Resumes are normally written in outline form. Virtually
all resumes are composed of the following sections. Of
course, additional headings may be used as necessary
(see “CUSTOMIZING YOUR RESUME,” the next
section of this guide, for more detail).

Objective

Regardless of which resume format you use, it is
advisable to include a statement of your job or career
objective. The objective is a concise, one- or two-
sentence statement that appears as the first major section
of your resume. It communicates two things: what sort
of job you are seeking, and what skills you have to offer.
Some people mistakenly omit the objective because
they have not defined their career goals, or they assume
that stating an objective will limit their employment
options. However, a statement of your job or career
objective indicates that you know what you want to do,
that you will enjoy doing your work, and that you will
feel committed to it. Employers want such dedicated
workers; the more closely your objective matches an
opening, the more seriously they will consider and
read the rest of your resume. In addition, 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 many different approaches to writing a job
or career objective. Most styles focus on elements such
as the position, the field, or the job-seeker’s particular
skills. You may also choose to create an objective that
is made up of a combination of those elements. Your
objective may be oriented to:

— The position — for example, “A position as a
social worker providing services for the aged.”

— The field — for example, “Desire a position in
the social service field working with youth.”

—  Your skills — for example, “A position utilizing
my counseling, research, and proposal writing
skills.”

- A combination — for example, “Seeking a
position as a public relations officer in a
medical facility. Wish to utilize my skills



in communications, needs

photography.”

analysis, and

You can also write an objective which is oriented
to the results you hope to achieve. Using this format
allows you to express your strongest skills as well as
the outcome you expect from using these skills. This
approach is particularly effective when you have focused
on the type of work you want to do but do not have a
specific employer or industry in mind. Another option
is to write an objective that states both a starting position
and a long-range goal. Therefore, your objective may
be written to focus on:

— Results — for example, “A sales position
utilizing strong organizational skills and the
ability to work on a self-directed basis, where 1
can develop a sales territory and generate new
business.”

- A long-range goal — for example, “To secure
a management trainee position with a large
department store with eventual goal of
becoming a store manager.”

Ifyou are interested in a variety of positions or fields,
prepare separate resumes that target those positions/
fields. It is not uncommon for a person to have two or
three different resumes, each with a distinct objective.
Here are some additional considerations when writing
your objective:

* Be work-centered rather than self-centered. Focus
on what you have to offer, not what you want the
employer to offer you. Avoid objectives that sound
like this: “An entry-level position which will offer
plentiful opportunities for professional training and
career advancement.”

* Beas targeted as possible. If you know the position
and/or the field you want, state this in the objective
(as long as it matches the positions for which you
are applying).

e  Beware of stating an unrealistic career goal. Do not
state a career goal for which you are unqualified.
Your objective must reflect a goal which you are
capable of achieving with your present skills and
qualifications.

* Do not use such trite expressions as “a challenging
entry-level position” and/or “opportunity for
advancement into management.”

See the sample resumes in the back of this guide
for additional ideas on writing your objective. There

are also several resume books in the Career Resource
Center which contain dozens of examples targeting
different positions and fields.

Education

This category does not need to be excessively detailed.
Your degree(s), institution(s) from which the degree(s)
was/were earned, major(s), minor(s), and additional
course concentrations are the basic items of information
to include. In many cases, it is also advisable to list
specific courses you have completed which are related
to or will enhance your candidacy for the position
you are seeking. You will also want to highlight any
educational achievements that indicate your academic
ability, such as grade-point-average, membership in
honorary societies, Dean’s List citations, etc. As an
alternative, you may include your academic honors in
an “Honors and Activities” section of your resume.

Work Experience

Before committing your work experience to the printed
page, you may find it helpful to first outline this
information 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.

If you have difficulty expanding upon your
work experience, or are concerned your jobs weren’t
“glamorous” or relevant to your major, the following
may be helpful:

* First, describe your responsibilities using “action
words” such as “created,” “planned,” “analyzed,”
or “initiated”. Show you are a “doer.” A list of
additional action words is included later in this
guide to assist you. See page 8.

e Next, think about the “transferable skills” you
gained from each experience. Transferable
skills include oral or written communication,

interpersonal skills, working effectively in a team,

leadership, 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 often value these abilities as much as, if
not more than, technical skills.

* Finally, ask yourself which of your jobs and
accomplishments will matter most to the employers
you will be pursuing, and place those most
prominently on the work experience portion of your
resume. For each job, develop (typically) two to




four phrases or sentences, using your lists of action
words and transferable skills, which describe your
key responsibilities, achievements, and results.
When possible, quantify the results.

Employers will be most interested in work
experience gained by students during their college
years, including internships, part-time or work-study
jobs, and summer employment. Generally, work
experience gained while in high school should not be
included unless this represents the only work experience
you have. Of course, if you have worked for the same
employer for a number of summers (for example,
continuously since your junior year in high school),
and have been “promoted” to increasingly responsible
positions, you should document this experience. If this
is the case, be certain to draw particular attention to
your record of accomplishment.

Likewise, students who have been self-employed
as house painters, childcare workers, etc., should be
certain to mention this experience. Do not overlook
the importance of including any volunteer work you
may have done. Properly presented, your recent work
experiences will be of interest to prospective employers.

Honors and Activities

If you have been involved in campus or community
organizations and/or have received academic honors,
these should be indicated in your resume. As mentioned
previously, you may include your academic honors
in either the “Education” section or an “Honors and
Activities” section of your resume. Of course, be
especially certain to include in this section any of your
leadership roles in activities—such as offices held,
project chairmanships, and the like. Involvement
of this type is particularly indicative of your ability
and potential. Memberships in nationally recognized
professional associations are also worthy of inclusion.
Beware, however, of simply “laundry listing” your
affiliations. Most employers can spot mere “resume
fillers” at a glance.

Interests

This is an optional category; however, if space permits,
you may wish to include an “Interests” section on
your resume. Indicating outside interests will provide
prospective employers with a more complete picture of
your background and personality. This section of your
resume should be brief. However, depending upon
your particular outside interests, you may find that
this section of your resume will further enhance your

candidacy for the position you are seeking.

References

Formerly, listing individual references on resumes, or
indicating “References will be furnished upon request”
at the bottom of the resume, was the accepted practice.
However, in recent years, most resume-writing experts
recommend also preparing a separate page that lists the
names, titles, addresses, phone numbers, and e-mail
addresses of three to five references to provide to a
prospective employer if requested. This reference list
should be on the same high-quality stock of paper on
which your resume is printed, and the header (your name
and address, etc.) should be identical to the resume. See
example #10 at the end of this guide.

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

In most circumstances, three references will be
sufficient. These should be individuals who are familiar
with your career goals and the quality of your work.
Professors, current or former employers, or student-
organization advisors are sound choices, as opposed to
family friends, clergy, or relatives.

In any case, be certain to secure permission from
your reference sources before releasing their names
to prospective employers. In fact, it is a good idea to
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.

CUSTOMIZING YOUR RESUME

By customizing your resume, you can present your
accomplishments and experiences in an effective way
in relation to the position for which you are applying.
You may adapt the standard chronological format by
using appropriate sections that might better highlight
your particular background or experience.

For example, if you had an internship that provided
you with experience in a career area for which you are
applying for a full-time position, it is appropriate to
pull this experience out from the chronological format
and list it under a separate heading such as “Career-
Related Experience” or “Internship.” By doing this,
you are effectively drawing the reader’s attention to this



section. Incidentally, you are not limited to including
only experiences for which you have been paid. You
may include extracurricular activities and volunteer

LEADERSHIP
ACTIVITIES

experiences that directly support your candidacy for the
job you are seeking. Two examples follow:

Miami University Student Foundation (MUSF)
Selected Member, 20XX

Steering Committee, 20XX-XX
Co-Chair, Public Relations Committee, 20X X-XX
* Supervised activities of 15-member committee and managed a
budget of over $3000.
*  Coordinated the design, production and distribution of
professional, campus-wide publicity for five major fund-raising

events.

*  Published MUSF alumni newsletter and new informational packet.
Membership Selection Committee, 20XX
By-Laws Revision Committee, 20XX
Yearly Planning Committee, 20XX
Campus Representative and Tour Guide, 20XX-XX

CAREER-RELATED
EXPERIENCE -

Associate Editor, The Miami Student, Miami University, 20XX-XX
Served as senior assistant to the Editor-in-Chief.

- Supervised and coordinated work of eight staff members, wrote
editorials, participated in policy decisions, and motivated volunteer

reporters.

Public Relations Intern, Cincinnati Arts Council, Cincinnati, Ohio,

Summer 20XX

- Planned and composed Arts Council newsletter and interviewed
artists for feature stories. Prepared press releases.
Co-Editor, The Recensio, Miami University Yearbook, Spring 20XX
- Completely revised yearbook’s format to increase readability.
- Coordinated staff writing assignments and assumed primary
responsibility for layout and copy editing.

Other possible headings include:
Volunteer Activities

Internship(s)

Special Skills

Sales Experience

Academic Honors

Military Service

Professional Affiliations

Research Work

Computer Skills

You should feel free to include other headings and tailor
your resume to your individual needs.

BEFORE YOU “GO TO PRESS”

Plan to prepare at least two drafts of your resume before
you “go to press.” If you feel there are any weak spots
in your drafts, this should signal a re-evaluation of the
“message” you are trying to convey to prospective
employers. You are encouraged to seek assistance in
this evaluationfrom a Career Services staff member,
faculty adviser, and/or others who will be able to
provide knowledgeable guidancebut the final results
must be YOUR responsibility. By critically evaluating
your resume, you stand the best chance of representing
yourself accurately, thoroughly, and effectively on paper.



RESUME PREPARATION

Optimal Resume

Career Services has an exceptional online resume
building tool called OptimalResume (login is required).
The program provides sample templates and a variety
of resume styles to help you produce a professional-
looking resume. To access OptimalResume, go to
www.muohio.edu/careers/students, select “overview of
services,” and click on the OptimalResume link.

Resume Production and Printing

With the number of word-processing, web-based
applications (e.g. OptimalResume) and desktop
publishing software packages (e.g. Adobe InDesign)
available on the market today, you can produce a very
professional-looking resume on a personal computer.
The added advantage of having your resume on a
computer is your ability to update and/or make revisions
easily when necessary. If you do not have your own
personal computer, check on campus. There are several
computer labs available for students’ use. Remember,
it is important to carefully proofread your master copy
prior to having it printed in order to catch errors and
thus avoid embarrassment or added expense.

It is appropriate to use a laser printer or an ink jet
printer to produce the master copy of your resume.
A dot-matrix printer or a printer of similar limited
capability will not produce a quality master copy for
reproduction. Using an offset process or a high-quality
copying machine will give you as good as, if not better
than, original-quality reproduction of the master copy.
This process is relatively inexpensiveless than 10
cents per copyand the quality is good. Cheap-looking
photocopies are simply not acceptable. In no way
should your resume look amateurishhow you “look on
paper” will have a significant impact on the success of
your job search.

Paper and Color

Use high-quality stock of at least 20-pound weight that
is available at most print shops. Conservative white,
off-white, tan or light gray are generally acceptable
colors. The darker the color, the more difficult it is for
an employer to read. When selecting a color of paper,
keep the image of your “audience” in mind. The color,
type style, and overall appearance of your resume will
give employers nonverbal “cues” which may work for
you or against you in the hiring process.

ADDITIONAL INFORMATION

FOR TEACHER CANDIDATE RESUMES

An effective resume will make a prospective employer
want to meet you in person to further discuss your
potential with his or her school system. The information
that follows is intended to assist you as you go about the
process of preparing your resume for a potential teaching
position. A sample teacher resume is included in the
final section of this guide to assist in the preparation of
your personal resume. A second example is also printed
in our Employment Guide for Teacher Candidates.

Resume Components

In addition to the resume components included in the
previous section, teacher candidates should consider
the following alterations in their “Career Objective”
and “Teaching and Work Experience” sections.

Career Objective. Regardless of which resume format
you use, it is advisable to include a statement of your
career objective. This statement is usually very specific
in the field of education, since your career objective is
usually ateaching positionin your licensure area(s). Your
career objective should also indicate your willingness
to coach or sponsor extracurricular activities in which
you have an interest. See the sample teacher resumes
for ideas.

Teaching and Work Experience. These sections are
very important to the school system, since they provide
specific information regarding when and where you
completed your student teaching and other related
experience(s). School systems will be most interested
in experiences related to teaching, such as camp
counseling and tutoring positions.

The best references are individuals who can attest
to the abilities you have documented in your resume.
Professors, current or former employers, or others who
can discuss your teaching abilities are usually the best
choices. Avoid family friends, clergy, and relatives
unless these persons have had the opportunity to observe
you in an academic or teaching setting.

EMPLOYMENT APPLICATIONS

In some cases, employers will request that you complete
a standardized application form when applying for a job
or internship. Do not ignore this request, even if much
of the information you are asked to provide already
appears on your resume. No two application forms are
the same, and it is essential that you respond to all of
the questions as honestly and as thoroughly as possible.



The application may be a printed form or one available
solely on the employer’s Web site. If completing the
form online, you may also be asked to send your resume
electronically. OptimalResume allows you to easily
format your resume into a plain text version.

When completing printed application forms,
neatness counts a great deal. Therefore, if possible, it
is a good idea to type these forms, just as you would

Should:

e immediately impress the reader

*  be visually appealing and easy to read

*  Dbe 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 areflection of your ability and potential

» favorably distinguish you from other applicants

EFFECTIVE RESUMES

GENERAL CONSIDERATIONS

any other application materials. In addition, make a
photocopy of the completed application form for your
records. If you return your completed application form
to an employer in the mail, it should be accompanied by
a brief, typewritten letter expressing your appreciation
for being considered for employment and your
willingness to provide any additional information that
might be needed.

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

* Dbe poorly typed or reproduced

* contain irrelevant information

* omit critical information (e.g., career objective,
dates of employment, leadership positions, etc.)

e require too much interpretation

* contain unexplained time gaps with regard to em-
ployment history

 Layout and Space Utilization: Your resume should be crisp and clean looking, and visually appealing to the
reader. Use “white space” effectively. Avoid cramming and crowding. Use spacing to accentuate sections

and headings.

* Length: Normally a one-page resume will be sufficient. In virtually no instance should your resume exceed

two pages.

* Highlights and Emphasis: Emphasis can be achieved by arranging space, using different lettering styles and
symbols, capitalizing and underlining words, phrases, and sentences. Be careful not to over-emphasize—it

breaks the flow of the resume.

* Results-Oriented: Make sure your descriptions of your work experience and/or extracurricular activities are
results-oriented. Describe activities in terms of results and accomplishments.

» Resume Evaluation: After carefully reviewing your resume for its strengths and weaknesses, make all necessary
corrections and improvements. Then give it to two or three knowledgeable reviewers for their suggestions.

Revision is probable, and usually productive.

* Refer to Page 7 for an example of how an “average” resume can become an “improved resume.”
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ACTION WORDS

A resume should verbally show you are a “doer.” In describing your work experience and extracurricular activities,
use words such as these to persuasively present your qualifications and background to prospective employers.
Don’t be hesitant to give yourself credit for your accomplishments. If you “developed” a program, “supervised” a
group, or “initiated” an idea, say so.

accelerated cultivated headed participated settled
accomplished decentralized helped performed shaped
achieved decreased hired pinpointed showed
acquired defined identified pioneered simplified
activated delegated implemented planned sold
adapted delivered improved prepared solved
addressed demonstrated improvised presented sorted
administered designated increased prevented specified
advanced designed influenced processed sponsored
advised determined initiated procured staffed
allocated developed inspected produced standardized
analyzed devised inspired programmed started
anticipated directed installed projected stimulated
applied discharged instigated promoted streamlined
appointed discovered instituted proposed strengthened
appraised distributed instructed proved stretched
approved documented integrated provided structured
arranged doubled interpreted published studied
assessed earned interviewed purchased suggested
assisted edited introduced realized summarized
assigned effected invented recommended supervised
attained eliminated invested reconciled supported
audited employed investigated recruited surpassed
augmented enforced launched redesigned surveyed
averted engineered lectured reduced sustained
avoided established led re-established tailored
broadened estimated lightened regulated taught

built evaluated liquidated reinforced terminated
calculated examined located rejected tested
centralized exceeded made related tightened
clarified executed maintained renegotiated traded
collaborated exercised managed reorganized trained
combined expanded marketed reported transacted
completed expedited mediated represented transferred
composed extended minimized researched transformed
conceived extracted mobilized reshaped translated
concluded facilitated modernized resolved trimmed
condensed financed modified restored tripled
conducted forecasted monitored revamped uncovered
consolidated formed motivated reviewed undertook
constructed formulated negotiated revised unified
consulted found obtained revitalized used
contracted founded operated revived utilized
contributed framed ordered saved verified
controlled fulfilled organized scheduled vitalized
converted generated originated secured widened
coordinated guided overcame selected won
corrected halved overhauled served worked
created handled oversaw set up wrote
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