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What is a Resume? 

A marketing tool ~ an advertisement on you! 

 Know your audience 

 Be prepared to spend time 

preparing, reviewing and 

proofing resume 

 Sell your skills, experience 

and talents! 

 A summary of your qualifications 

 Education, experiences, 

skills and abilities (NOT 

duties and responsibilities) 
 

 

 Heading 

 Full, legal name, address (optional), phone, email, LinkedIn URL 

(optional) 

 Objective (optional but make it relevant!) 

 Education 

 University, city, state 

 Official degree name and major (from catalog) and 

anticipated date of graduation 

 GPA only if above 3.0 

NOTE: Once in college, no need for high school information 

 Skills summary, including computer program knowledge 

 Work experience (include internships, volunteer and 

community service experience) 

 Name of company, city, state and dates of employment 

 Your title or position 

 Bulleted experiences - USE ACTION WORDS! 

 Give brief, measurable examples whenever possible 

 Military Service, If applicable 



Give your resume a KISS - Keep It Short and Simple 

 Limit to one page 

 Keep sentences brief - Do not write in paragraphs 

 Use simple, everyday language 

 Be specific, stress achievements and give examples 

 Be positive, enthusiastic, honest and don’t exaggerate 

 Don’t list personal references 

 Don’t mention salary or wages 

 Avoid fancy type such as outline, shadow, script or other difficult 

to read styles and avoid cutsie artwork or flourishes 

 Bold, underline or CAPITIALIZE section headings to make them 

stand out 

 Use bullets at the beginning of each entry to separate one item 

from the another and to guide the reader’s eye into the sentence 

 Proofread for spelling and grammar 

 Use standard 8.5” by 11” paper and choose white, ivory or gray 

resume paper 

 

 

 Sample Action Word List 

 

 Accomplished 

 Evaluated 

 Negotiated 

 Achieved 

 Expanded 

 Organized 

 Analyzed 

 Facilitated 

 Oriented 

 Arranged 

 Guided 

 Planned 

 Built 

 Implemented 

 Processed 

 Controlled 

 Improved 

 Produced 

 Created 

 Increased 

 Proved 

 Demonstrated 

 Initiated 

 Raised profits 

  

 

 

Source: The Job Hunting Handbook 



Resume Formats 
(Reverse) Chronological: Most used format. Perfect for college students 

and new graduates. 



Resume Formats 

Functional: Useful with limited work experience emphasizing skills toward 

a specific job

 
 



Resume Formats 

Combination/Hybrid: Useful for listing major skills and functions 

with extensive work experience for a specific position 



REMEMBER: Employers will only take 15-20 seconds to review 

a resume SO…. 

Proof read, proof read, and  proof read again! 

 

 

 

 

 Who? 

References 

 Someone who will say good things about you 

 Not your mother (or any other relative, friend or peer) 

 Always talk to references before listing them 

 Coach them on what to say when called for reference 

 Formatting 

 One page, separate from resume 

 Same header and font as resume (size & type) 

 List all information for references including: 

 Full name, Title and company name, Address (optional), 

Phone# and Email address 



Cover Letter Basics 

 One page, business formatted letter 

 Addressed to specific individual, if possible 

 Same font as resume and references (size & type) 

 Individualize for each job 

 Proof for accuracy, spelling and grammar 

 

 

 

 

1
st 

paragraph ~ Introduction 

 For what position are you applying? 

 Where did you hear about the position? (Drop names 

whenever possible) 

 Briefly describe how you are qualified and ask to be 

considered for the position 

 

2
nd 

Paragraph 

 Highlighting relevant experiences, education and 

accomplishments 

 

3
rd 

Paragraph 

 Reiterate your interest in the position 

 Give best way to contact you and contact information (i.e. 

phone/best time, email, etc.) 

 If you say you will call, be sure to do it! 

 Thank the reader for their consideration 



 

3750 Cleary Drive 

Howell, MI 48843 

Cover Letter Example 

 

Mr. U. R. Rich 

Big-Bucks Corporation 

100 Million Dollar Lane 

Beverly Hills, CA 90210 

 

Dear Mr. Rich 

 

I am interested in the Marketing Representative position for Big-Bucks 

Corporation. John Smiley made me aware of this opening and 

advised me to apply. The nature of my degree, courses and my 

experience makes me highly qualified for this position. Please 

consider me a candidate. 

 

My experience includes two years as a Marketing Assistant at Small 

Bananas Advertising. This position involved a great deal of 

independent research, requiring initiative, self-motivation and a wide 

range of skills. Additionally I have three years of sales experience in 

retail with Dollar Bonanza. In my previous positions, I gained skills 

in marketing, sales and advertising. My education includes a 

Bachelor of Business Administration degree from Cleary University in 

Howell, Michigan. 

 

I am a fast and accurate writer of media ads, with a keen eye for 

detail and I should be very grateful for the opportunity to interview 

with such a reputable company as Big-Bucks Corporation. I have the 

enthusiasm and determination to ensure that I make a success of this 

position. I may be reached by phone 555-555-5555 any time after 

1pm on weekdays or anytime by email at aalott@email.com 

 

Thank you for your consideration. 

 

Yours sincerely, 

Anita Alott 
enclosure 

mailto:aalott@email.com


Application Form Basics 

 Usually a part of the formal hiring process  

 Be prepared with specific dates, duties, addresses and full 

reference information  

 Neatness and accuracy counts 

 Print, using black or blue ink 

 Answer every question – if not applicable, enter NA 

 Use legal, full name 

 Neatness and spelling ARE important! 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

For more information or to have your documents reviewed, 

contact Cleary University Career Development at 

careerservices@cleary.edu 
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