Work Experience:
Your work experience is probably the most

important part of the resumé. Beginwith your
most recent job. List the name, location,
employment dates and position held for each
employer.Work experience may include
internships, part-time, summer, volunteer,
self-employment and community service
activities. Experience may alsoinclude political
and community service activities which high-
light specific accomplishments, tasks, and
skills that would be required for the job for
which you are applying. Other experiences
may include management skills, computer
experience, etc. You mayalso list achievements,
honors, awards, scholarships, hobbies and
extracurricular activitiesthat are relatedto
work.

Use descriptive verbs that forcefully list
your experience. For example: Directed...
Developed... Managed...etc.

References
Offer references based uponrequest. Be sure
you have the requiredinformationwithyou and
that you have obtained permission from your
references.

COVERLETTER

Acover letterisyourway of advertising. The cover letter
introduces you to the employer and describes your
interestinthe company. The letter should explain how
you would benefit the company. It should be one or
two pages single spaced, typed, easy to read and
understandable. Adifferentcover letter should be sent
toeachemployer. A resumé isusually enclosed with the
cover letter.

Ask vourself the following questions:

Willtheemployer read beyond the firstline?
Have I clearly and effectively stated my qualifications?
Did I requestan interview?

Did | thank the employer for his/her time and
consideration?

Did I writetoan individual or some impersonal address
suchas “Personnel Department”?

Did I sell myselfwith as fewwords as possible?

Would | be impressed if I received my own letter?
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WHAT ISARESUME

Aresume is a formal, concise, one-or-two page
summary of your job qualifications and skills.
Theresumé is a selling tool that outlines your
skillsand experiences soanemployer cansee at
aglance, how you can contribute to the
employer'sworkplace.

Aresume should betargeted toeach position for
which you apply, and emphasize your strengths
and accomplishments.

A resumé can be mailed to a number of em-
ployers and should be accompanied by a cover
letter. If you use the same resumé for different
jobs, useaseparate cover letter to showyour skills
and experience for a specific job.

Y ou may want to give copies of your resumé to
friends, relatives or others whoare ina position
to make known your availability for employ-
ment.

Carry a copy of your resumé tothe job interview.
It can serve to refresh the interviewer’smemory
after you leave.

How to Prepare a Resumé

Resumeés can be written using a variety of formats. However, the information
must be neatly organized in a format that highlights your qualifications.

Here are some common formats:

Chronological
Thisformatorganizesyour information by date. Your

education, or work experience may be listed first,
whichever is more important. However, your
informationislisted from the most recent, working
backwards.

Functional
Thisformatorganizes experience by typesofwork
done. It focuses onaccomplishments and skillsin-
stead of specific positions held.

Combination
This format issimilar to chronological and func-
tional, butisalittle more flexible. Group your skills
and specialized knowledge into qualification
categories. Thisisa good format for someone
wanting to change careers, since you canshow how
your background can be applied to new jobs.

Resumes can also be uploaded, e-mailed, or copied
to on-lineemploymentapplication forms.

Certain information should be included in
your resumé. The information should be
arranged so that your strongest attributes
are listed first. Other suggestions are:

Preparation: Carefully gather all of the
information youwill need about yourselfand
yourwork experience.

Contact Information: Display your name,
address, and phone number at the top of the
page-either centered or flushed with the left
margin.

Employment Objective: Listeitherthetitle of
the job you want, or a short description of the
job you are seeking. You may also include a
career objective, if appropriate.

Educational Background:
Themainbody of yourresuméisforyoureducation,

workexperience,and personal information. Begin
withthe mostrecentschool, college, or university
attended. If you are a recent graduate, list as
muchinformationaspossiblethatisrelatedtothe
job. All relevantdegrees, certificates, diplomas,
on-the-jobtrainingand internshipsshouldalsobe
included.

Here’swhereyou “sell” yourself. Ask yourself,
“If 1 were recruiting people for this job, what
would I want to know about them?” You may
includeextracurricularactivitiesthatmayenhance
your potential for success.



