The Resume

Landing a job without a resume is not
impossible, but next to it. Resumes are required for
almost every job—even when “you know
someone”—a resume is generally still necessary.

Contact can be made by simply walking into
an office—but generally the first question is, “Do
you have a resume?” Even if the potential
employers talk to you, they still want you to leave
or send a resume.

Maintaining a current resume is generally a
good practice even after you’ve found a job. You
never know when one may be needed. So—prepare
a resume.

A resume should be prepared at least one
year prior to graduation. Many of you already have
one. If so update it, let an objective person critique
it for content, grammar, typos, etc.

There are several styles of resumes:

Functional—a description of qualifications
and accomplishments without detailing specific
jobs. This style is generally used by a person out of
college for 10-15 years who has sufficient
experience to allow a delineation of skills and
accomplishments.

Chronological—an outline of jobs
beginning with latest job and brief descriptions of
responsibilities and/or duties. This is the preferred
style for most college graduates.

Combination functional and
chronological—obviously this style is a mixture.
You may want to use this style if you are slightly
older than the average recent graduate. This is a
good style if you have had eight or ten different jobs
and are able to define specific skills.

A resume is a 30-second commercial about
yourself. There is no absolute right or wrong way
to lay it out. It must look good and convey
sufficient information about you to pique the
reader’s interest and generate an interview. The
purpose of a resume is to obtain an interview.
Some general rules:

No typos-resume must be perfect

One page-8 /27 X 117

White, buff, or cream high-quality bond paper
No photographs, no social security numbers
Generally, personal information not needed
Use concise phrases—not complete sentences
Don’t exaggerate your accomplishments

Print on laser or other high-quality printer
Resume must look good

Do not include salary information

Follow the KISS principle:
Keep It Short and Sweet.
Keep It Simple, Stupid.
Keep It Super Simple.

Resumes generally consist of:

Heading

Objective (optional)

Education

Work Experience

Honors and/or activities (optional)
Computer skills (optional)

Statement that references are available upon
request.
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Remember

Your resume gets 15-20 seconds of
attention. Resumes are designed to get you an
interview. One is rarely hired based on a resume
alone. Write and rewrite your resume until you are
satisfied that it paints an accurate picture of your
ability and potential.



Some thoughts about the parts of the
resume:

Heading

Essential information such as name, address,
phone number. If you have a work phone and a
home phone, distinguish between the two. If your
address will be changing, indicate a school address
and a permanent address.

Some possible styles:

Robert A. Jones

1211 Noble Road

Lake Charles, LA 70609
(337)555-1234
rjones@mail.mcneese.edu

OR
Robert A. Jones

1221 Noble Road
Lake Charles, LA 70609

(337) 555-1234
rjones@mail.mcneese.edu

Note: If you have a home phone and a
business or alternate phone number, you should
indicate that on the resume.

Objective
Be as specific as possible, for example:

e Entry level accounting position
e Management trainee position

If you know the specific job title, use it in your
resume. There is no requirement to put an
objective. If you don’t have one, don’t put one.

Education

Do not list your high school diploma unless
you are very early in your college career, i.e.,
freshman or sophomore. Put your highest degree
first.

Examples:

McNeese State University

Lake Charles, LA

M.Ed. Administration and Supervision, 2002

McNeese State University, Lake Charles, LA
B.A. English Education, May 2000

There is generally no need to list other
schools attended unless they are pertinent to the job

you are seeking. Put GPA only if 3.0 or higher. If
you need additional information to complete a one-
page resume, this is a good place to list selected or
significant course work.

Work Experience

List job title first—then place of
employment. Focus on what you did, not where
you did it. Then briefly describe duties and
responsibilities using action words. Description
must be sufficient to inform the reader about your
responsibilities and experience. Generally you
should list jobs for the past five years or so. Do not
be shy about listing work experience outside your
academic area—some work experience is better
than no work experience. Use action verbs
throughout this section. Create the impression you
are a doer.

Honors and Activities

Generally this section is useful particularly
if you have held a leadership position, e.g.,
president, vice president, treasurer, etc. These jobs
show leadership experience, and the information
should be included. If your work experience is
extensive, it is generally better to use the space
detailing your experience. If your work experience
1s not extensive, this section should be used.
Participation in clubs and activities shows
sociability.

Computer Skills

If you are computer literate, it is generally
a good idea to note the systems/software with which
you are familiar. This section is optional and can be
used to highlight any special skills. Foreign
language skills should be indicated here.

References

The last statement of your resume should be
a statement that references are available upon
request. It is generally a good idea to list your
references (3 to 5) on separate sheet of paper just in
case an employer requests that information. Use the
same kind of paper that your resume is printed on,
but do not send the references with the resume
unless specifically requested to do so. Take them if
going to an interview or send them if the employer
SO requests.
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A

accomplished
achieved
adapted
administered
advised
allocated
analyzed
appraised
approved
arranged
assembled
assisted
attained
authored

B

balanced
budgeted
built

C

calculated
catalogued
chaired
classified
coached
collected
compiled
completed
composed
conceived
conducted
consolidated
contained
contributed
controlled
coordinated
counseled
created

cut

D

decreased
delegated
demonstrated
designed

developed
devised
diagnosed
directed
distinguished
drafted

E

edited
educated
eliminated
enabled
encouraged
engineered
established
evaluated
examined
expanded
expedited
extracted

F

fabricated
facilitated
familiarized
focused
forecast
formulated

founded

G

generated
guided

|
identified
implemented
improved
increased
influenced
informed
initiated
innovated
installed
instituted
instructed
integrated

interpreted
introduced
invented

L

launched
led

maintained
managed
marketed
mediated
moderated
monitored
motivated

N

negotiated

O

operated
organized
originated
overhauled
oversaw

P

performed
persuaded
planned
prepared
presented
prioritized
processed
produced
projected
promoted
provided
publicized
published
purchased

R

recommended
reconciled
recorded

Some Action Words For The Work Experience Section Of Your Resume

recruited
reduced
referred
regulated
remodeled
repaired
represented
researched
restored
restructured
retrieved
reversed
reviewed
revitalized

S

saved
scheduled
screened
shaped
solidified
solved
specified
stimulated
streamlined
summarized
supervised
surveyed
systemized
surveyed

T

taught
trained
translate
trimmed

U
upgrade

\'

validated

w

wrote



