RESUME AND LETTER WRITING

The purpose of writing a resume and cover letter is to market yourself.  Your first step is to understand what your career goals are, as well as to know your strengths, skills, and abilities.  You need to be able to communicate all of these within your resume and cover letter.  It is also important to make sure that your resume and cover letter are a good match for the position for which you are applying.  Are you discussing the skills and experiences you have that are necessary for the type of job that you seek?  Be sure to know your audience and make sure you sound like a good fit for both the company and the job.

As you probably know, an employer typically spends 15 to 30 seconds reviewing your information.  You need to successfully capture the attention of the employer within these few seconds.  You must also be able to develop a high-quality resume and cover letter that will impress the employer.  Since employers receive many resumes and cover letters, they tend to weed out the pile by throwing away any correspondence with errors.  Therefore, it is extremely important to become knowledgeable about developing correspondence related to your job search.  Below are guidelines for you to follow in order to successfully develop resumes, cover letters, and thank you letters.

Resume Components

NAME

Your name should reflect what you want to be called and/or the formality of your resume, 

i.e., David Franklin Bergan, David F. Bergan, D. Franklin Bergan, Dave Bergan, Frank Bergan.  

It may be in all CAPS or Title Case and should be a larger size font than the rest of the text.
ADDRESS

You should list both your current address/phone number and your permanent address/phone number so employers have multiple ways of contacting you.  You may also list your cell phone number if that is the easiest way for an employer to reach you.  Make sure you have a professional sounding message on your answering machine or voice mail.  Also include your e-mail address.  Be sure to use a professional sounding e-mail address such as david.bergan@vanderbilt.edu and not hotlips@hotmail.com.

OBJECTIVE 


An objective should be focused and concise.  Unless you are very focused in your job search, it is recommended that no objective be on your general resume.  An objective is suggested for targeted resumes.  If you are submitting a cover letter, there is no need for an objective on a resume.

EDUCATION


This section should include Vanderbilt University, Nashville, TN, your degree spelled out, major(s), minor(s), month and year of graduation (no “anticipated” or “expected”), GPA (definitely if 2.80 or above); list GPA to the hundredth (i.e. 3.05); if Overall and Major GPA are close, only list Overall; if rough first two years, may say “3.30 over last three semesters.”  Inclusion of your high school information is optional!

HIGHLIGHTED COURSEWORK and/or RESEARCH PROJECT/S

This section is optional and only used if you are weak in experience or have taken special courses (outside of those usually required) that are relevant to the job you seek.  A senior course project or research project might be described in this section.

HONORS


List Dean’s List, honorary organizations, and scholarships. List Vanderbilt honors first, then any exceptional high school honors.  If you have only one or two honors, these may be combined in a section titled Honors and Activities.

ACTIVITIES


Put the organization first, then your position (i.e., member, president, program chair), responsibilities/accomplishments, and dates of activity.  If you need more room, list in paragraph form.  DO NOT repeat information from the Career Center sample resume word for word!  Be original and creative in your personal descriptions!
EXPERIENCE


This is where you tell the employer “What you can do for his/her organization” based on your experience.  Begin with most current/present employment and proceed in reverse chronological order.  Give concrete examples of your accomplishments and skills.  Use action/power verbs to begin statements; try to avoid “Responsible for…” and “Duties included….”  Use present tense for current activities and past tense for activities completed.  Leave out unnecessary words such as “a, an, the.”  Quantify activities, i.e., supervised 15 workers, counseled 25 students, managed $15,000 budget.  Be brief and to the point.  

SKILLS or SKILLS & INTERESTS


Here you present your computer skills, foreign language skills (Conversant in…, Fluent in…, Strong knowledge of…), relevant travel experience (Lived in Spain three years.  Extensive Asian travel.), accounting hours, licenses or certifications, and interests.  This information helps you come across as human.  The more relevant the information is to your job target, the more essential that it be included.  International students may want to include their Visa status in this section.
REFERENCES


ONLY if you need additional text on a page do you include this section.  Then you may say “Available upon request.”  It is preferred that reference information be provided on a separate page when requested.

Formatting Tips for Resumes

In Microsoft Word, start with 1” margins, top, bottom, and sides. Adjust as necessary.  Name font 14-16 point; text font 10-12 point. Set a left tab at 1.3 and a right tab at 6.5 to easily line up your information.

Resume Do’s & Don’ts

· Always SPELL CHECK your resume and have someone else proofread it as well, preferably a career adviser.  IT MUST BE WITHOUT ERRORS!

· Be consistent: if you use the Post Office abbreviation for a state in one place, use for all states; if periods are at the end of one section, use them at the end of all sections.

· You want to present your best self in your resume, but every statement must be truthful and easy to substantiate in an interview or through references.

· Don’t use a resume template as the format can change when you upload or email it.  Follow the formatting tips.

· Keep your resume to one page unless you have many related experiences to the career that you seek.

· Don’t begin statements with “I” or “responsibilities included.”  Always use action verbs.  

· Don’t use colored paper or flashy fonts.  Use good quality white or cream paper and professional-looking fonts.  Use the same font throughout the resume.

Resume Formats

CHRONOLOGICAL

Items are arranged in reverse chronological order within each section, such as Experience or Activities.  Duties that you performed are listed under each experience.  By organizing your resume this way, you emphasize personal growth and continuity.  This is the most common type of resume and is very easy for an employer to quickly scan.  The chronological format is best for students or recent graduates.

FUNCTIONAL

This format organizes your information by specific skills or functions instead of a timeline.  By using this format, you are able to expand upon skills that are most relevant to the type of job you are seeking.  It is organized by functional titles that explain general areas of expertise, such as “Communication Skills” or “Management Skills.”  Be sure to include an employment history section afterwards.  The functional format is best for career changers and those with many different experiences.

COMBINATION

The combination format combines both chronological and functional formats.  There is always at least a small section that specifically highlights your skills.

Action/Power Verbs

Management Skills
	administered
	analyzed
	assigned
	attained
	chaired

	contracted
	consolidated
	coordinated
	developed
	directed

	delegated
	evaluated
	executed
	improved
	increased

	organized
	oversaw
	planned
	prioritized
	produced

	recommended
	reviewed
	scheduled
	strengthened
	supervised


Communication Skills
	addressed
	arbitrated
	arranged
	authored
	corresponded

	developed
	directed
	drafted
	edited
	enlisted

	formulated
	influenced
	interpreted
	lectured
	mediated

	moderated
	motivated
	negotiated
	persuaded
	promoted

	publicized
	reconciled
	spoke
	translated
	wrote


Research Skills
	clarified
	collected
	critiqued
	diagnosed
	evaluated

	examined
	extracted
	identified
	inspected
	interpreted

	interviewed
	investigated
	organized
	reviewed
	summarized

	surveyed
	systematized


Technical Skills
	assembled
	built
	calculated
	computed
	designed

	devised
	engineered
	fabricated
	maintained
	operated

	overhauled
	programmed
	remodeled
	repaired
	solved

	trained
	upgraded


Teaching Skills
	adapted
	advised
	clarified
	coached
	communicated

	coordinated
	developed
	enabled
	encouraged
	evaluated

	explained
	facilitated
	guided
	informed
	initiated

	instructed
	persuaded
	set goals
	stimulated
	trained


Financial Skills
	administered
	allocated
	analyzed
	appraised
	audited

	balanced
	budgeted
	calculated
	computed
	developed

	forecast
	managed
	marketed
	planned
	projected

	researched


Creative Skills

	acted
	conceptualized
	created
	designed
	developed

	directed
	established
	fashioned
	founded
	illustrated

	instituted
	integrated
	introduced
	invented
	originated

	performed
	planned
	revitalized
	shaped



Helping Skills

	assessed
	assisted
	clarified
	coached
	counseled

	demonstrated
	diagnosed
	educated
	expedited
	facilitated

	familiarized
	guided
	referred
	rehabilitated
	represented



Administrative Skills

	approved
	arranged
	catalogued
	classified
	collected

	compiled
	dispatched
	executed
	generated
	implemented

	inspected
	monitored
	operated
	organized
	prepared

	processed
	purchased
	recorded
	retrieved
	screened

	specified
	tabulated
	validated


Electronic Resumes

When sending a resume by e-mail, find out from the employer what kind of format is preferred and if they would like the file as an attachment or copied into the body of the e-mail.  The most common attachment format is Microsoft Word.  Be sure to attach both the cover letter and the resume and name them something identifiable, such as “JoeJonesResume.”  Always scan your attachments for viruses before you send them out.  E-mail the files to a friend first to be sure the formatting is correct.  If you are copying into the body of the e-mail, be sure to copy the cover letter and then the resume. If you are submitting a resume and cover letter via a company’s Web site, use the formatting and file type the company recommends.  Many companies use a key word search to pull compatible resumes from their database of submitted resumes.  Be sure that your resume is compatible with the job description and that you have used key words that are in the job description in your resume.


Resume with Internship Experience

Jackie A. Brown

jackie.a.brown@vanderbilt.edu
Current Address:

Permanent Address:
Vanderbilt University 
123 Canebreak Blvd.

VU Station B #351234
Baltimore, MD 12345

Nashville, TN  37235-1234
123-234-5678

615-421-1234


EDUCATION
Vanderbilt University
Nashville, TN

 
Bachelor of Arts, May 2004


Economics and Spanish majors


GPA: Economics 3.50/4.00, Spanish 3.00/4.00, Overall 3.20/4.00


Vanderbilt-In-England
Leeds, England


Spring 2003  Intensive study program including economics and international policy


JFK High School
Baltimore, MD


June 2000  Top 10% of class

HONORS
Dean’s List-Spring 2003

Alpha Lambda Delta-Freshman Academic Honorary, 2001

ACTIVITIES
Vuceptor-Team Leader of academic orientation program to ensure successful transition to


college of ten incoming students, 2003


Alternative Spring Break-Site Leader, Coordinated team of 12 students. Constructed 


wheelchair ramps for disabled veterans in Little Rock, AR, 2003; Participant, Built 


homes for flood victims in Costa Rica, 2002


Rho Rho Rho Sorority- Philanthropic Chair, Developed philanthropic events designed to 


improve Nashville area and Vanderbilt campus, 2002.  Member, 2001-Present

EXPERIENCE
MicroDell Computer Corporation
Austin, TX


Financial Analysis Intern, Summer 2003


Prepared cost-run analyses, weekly and monthly production reports.  Issued product


close-out evaluations.  Performed internal audit functions.


Morgan Lufkin and Sachs
New York, NY

Priority Client Division, Summer 2002


Assisted with roll out of new product, Retirement Management Services. Developed 


spreadsheets with emphasis on credit analysis and financial reports. Charted progress of 


product and analyzed client information.


Boscos Pizza Kitchen
Nashville, TN


Host/Server, Summer 2001  Server, Summer, Fall 2000


Provided quality service to customers through both serving and hosting.


BayTransit
Baltimore, MD


Sales Associate, Summer 1999



Assisted customers in selection of merchandise.  Cashier for sales, returns, and 


exchanges.  Participated in Customer Service Training Program.

SKILLS & 
Computer Experience: Comprehensive knowledge of Microsoft Word, Excel, and PowerPoint.
INTERESTS
Proficient in both written and spoken Spanish. Certified SCUBA diver.    

Resume without Internship Experience

Phil J. Nichols
Current Address:
        
Permanent Address:
Vanderbilt University 
111 Countryside Way

VU Sta. B  #351234
Camden, AL 99900

Nashville, TN  37235-1234
123-234-5678

615-421-1234


phil.j.nichols@vanderbilt.edu

EDUCATION
Vanderbilt University
Nashville, TN

 
Bachelor of Arts, May 2006, English major


GPA: Major 3.00/4.00, Overall 2.70/4.00


Camden High School
Camden, AL


June 2002


Top 10% of class

HONORS
National Honor Society, 2000-2002


Camden Rotary Club Scholarship, 2002


Boys State Representative, 2001

ACTIVITIES
Vuceptor  - Mentored group of ten incoming freshmen to help them acclimate to college environment, 2003


Camden Spell Bowl team - Co-Captain, Led team of ten students to regional spelling championship, 2001-2002


Camden Tennis team - Captain, 2000-2002

Camden High Yearbook Staff  - Section Editor, Assigned writing and photo projects, edited and selected included material, and managed production for 54-page Sports section.  Managed and delegated projects to four student writers and two student photographers to ensure coverage of all sports events, 2001-2002.  Member, 2000-2002.


   Key Club - 1999-2002
EXPERIENCE
TGI Friday’s
Nashville, TN


Server, Summer 2003

Maintained organization and effective customer service in a fast-paced, high stress work environment.  Gained insight into how to communicate and interact effectively with a variety of people.


Foot Locker
Camden, AL


Sales Associate, August 2000-July 2002


Assisted and accommodated customer needs.  Constructed store displays.  Prepared bank deposits and handled closing responsibilities.

INTERESTS & 
Computer Experience: Comprehensive knowledge of MS Word, FrontPage,  

SKILLS
Excel, and PowerPoint.  Conversant in French. 

Technical Resume Sample

Pat Q. Public

Current Address:
Permanent Address:

Vanderbilt University, Station B Box 111117
123 Learning Curve

Nashville, TN 37235
Dallas, TX 12345

(615) 322-1111                                             pat.q.public@vanderbilt.edu
(555)-333-1234

Education
Vanderbilt University, Nashville, TN

Bachelor of Engineering, Biomedical Engineering, May 2003

GPA: 3.71/4.0, Alpha Lambda Delta & Phi Eta Sigma honor societies

Selected
Biomechanics, Biomedical Instrumentation, Biomedical Optics, Biotechnology, 

Courses
Circuit Analysis, Medical Imaging, Physical Transport Phenomena, Thermodynamics 
Research 
Fetal Stabilizer for Intrauterine Surgery, Dr. John Smith, Vanderbilt Medical Center

Project 
Worked with Dr. Smith in device design; Researched spina bifida cases, similar devices, and obtained fetal biometrical data; Observed open surgery repair of spina bifida in-utero; Designed and built model of device and presented to advisor for prototyping.  (Spring 2003)
Intern
Ethicon Inc., Instrumentations & Electronics Group/R&D Dept., Somerville, NJ
Experience
Undergraduate Intern, Summer 2002

· Conducted experiments using RF energy, thermal ablation techniques, and tissue models

· Independently gathered, analyzed and reported data

· Attended conference at Johnson & Johnson Headquarters

· Participated in weekly team meetings and project brain-storming meetings

· Assisted in compilation and presentation of data for company-wide conference

· Provided services that will support launch of medical devices in the next five to ten years
ICON Clinical Research, Brentwood, TN
Engineering Intern, Summer 2001

· Participated in Phase III and Phase IV of FDA approval process and acquired knowledge of procedures 

· Assisted project manager in managing several case studies

· Worked with project team and developed close working relationships

Additional
Information Technology Services, Vanderbilt University
Experience
Student Assistant, Academic Year 2001 - Present
· Provide technical support to faculty and student customers

· Assemble computer network devices and hardware for faculty and students
Activities
Biomedical Engineering Society, Member 2000 - Present, Committee Chair 2003

Interhall (VU Residential Student Government) 2001 - 2002, Liaison to VU capital budget committee; represented student interests in implementing improvements to residential halls

Engineering Council, Freshman Representative, 1999 - 2000 

Computer
Microsoft Office Suite (Word, Excel, PowerPoint and Access), 
Skills
C++, Visual Basic, MATLAB, Lab View
Types of Cover Letters

Your cover letter is a very important piece in making a first impression with a potential employer. Be sure you have a clear idea of the purpose of your letter. There are basically two reasons for writing a cover letter with a resume: to apply to a known position (a job position has been advertised to the public) or prospect about the possibility of employment (no specific opening has been advertised).  

· In a letter of application, tailor your letter to show how your qualifications and interests match those required for the specific position being advertised.

· In a letter of inquiry, you are expressing an interest in a particular organization for a particular type of position. Discuss your qualifications in relation to a particular type of position, and express your interest in working for that organization. 

Cover Letter Components

SALUTATION

Whenever possible, address the letter to a specific person so that you can ensure that it will get in the correct hands.  If you do not have a contact name, call the company and ask or search for a contact name in eRecruiting or Career Search. If the posting asks for no phone calls, address the letter to the “hiring manager” or “employer”.  

INTRODUCTION: State the purpose of the letter
State that you are inquiring about an opening or are an applicant. Specify the position or type of work for which you are applying. Indicate how you learned of the employer or the opening. Use a mutual acquaintance/friend’s name if appropriate.

BODY: Express interest and sell yourself

Express your motivation for applying or inquiry. State your compatibility to the company/job target. Give specifics about what interests you in the job/organization.  Highlight your qualifications related to the opening or organization. Expand on pertinent information from your resume.  Relate additional relevant information not on your resume.  Keep in mind your company research. Remember, you are competing against others as qualified, if not more qualified, than yourself. Indicate you have the desire to succeed and the ability to perform well.

CLOSING: Express intentions and thanks
Show consideration for the reader. State when you will make contact concerning an interview. Include your contact information. Thank the reader. Close with “sincerely,” “cordially,” or “respectfully.”  Always include “Enclosure” at the bottom if you are sending any other information, including your resume.

Cover Letter Do’s & Don’ts

· Always spell check and proofread your cover letter and have someone else proofread it as well, preferably a career adviser.  

· Use paper that matches your resume if you are hand mailing it.  Don’t go over one page.

· Be sure to talk about your career goals, strengths, skills, and abilities and how all of these relate to the position for which you are applying.  Make sure there is a match between the skills the job description highlights and the skills your cover letter highlights.

· Make sure you talk about why you want to work for the company.  Include specifics, not just because “they are a leader in the industry”.  Do your company research!!!

· Do NOT use a form letter for your cover letters.  Each cover letter must be original and written for the job description and company.

Sample Application Cover Letter

Matching a Cover Letter to a Job Description



Inquiry Cover Letter Sample

Vanderbilt University Station B

Box 350001

Nashville, TN  37235-0001

October 15, 2003

Mr. John Paxil

Senior Recruiter

Pfizer Pharmaceuticals

3760 Paxton Avenue

Cincinnati, OH 45209

Dear Mr. Paxil:

I am seeking a position as a pharmaceutical sales representative.  I am currently enrolled at Vanderbilt University pursuing a Bachelor of Science Degree in Chemistry.  Working as a pharmaceutical sales representative at Pfizer would allow me to utilize my customer service skills as well as my knowledge in biology and chemistry, while contributing to the growth of your company and its product line.

I am an extremely ambitious and dependable individual who enjoys learning and is willing to put forth the effort to expand my own knowledge and do my part to keep your company on the winning edge.  As a sales associate at Dillard’s, I have developed excellent customer service and problem-solving skills.  This experience has provided me with the opportunity to explain new exchange/return policies, answer customer questions, and ensure that the store will continue to provide quality service and merchandise.  As is the nature of retail sales, many of these skills have been developed in a fast-paced environment, where I sometimes make decisions under pressure.  I am sure these skills would help me successfully represent Pfizer’s products to a variety of constituents, including doctors, nurses, and other healthcare administrators.

The above skills combined with my in-depth knowledge of biology and chemistry would allow me to effectively communicate the technical aspects of your product line.  As you can see on the enclosed resume, I have completed an internship with ICON Clinical Research.  Through this internship I gained valuable insight into FDA rules and regulations and drug requirements.

I hope that you will take the time to consider me as a possible candidate for this position.  I would appreciate the opportunity to interview.  I may be contacted at 615-321-1234 or Imina.D.Pression@vanderbilt.edu.  Thank you for your time and consideration.

Sincerely,

Imina D. Pression

Imina D. Pression

Enclosure: Resume

Internship Cover Letter Sample

Vanderbilt University 

VU Station B Box 351234

Nashville, TN  37235-1234

February 18, 2003

Ms. Nikki Manning 

Perfect Publishing

123 Nokomis Blvd.

Birmingham, AL  35000

Dear Ms. Manning:

I enjoyed speaking with you on Friday, February 15th about internship opportunities at Perfect Publishing.  As a sophomore majoring in English, I am very interested in seeking an internship with your company.  I possess a strong desire to explore a career in publishing and through my research have found your firm to be a leader in this industry. 

As indicated on the enclosed resume, I have much to offer Perfect Publishing. My English coursework and position on the yearbook staff have helped me to develop strong writing skills and an eye for detail. Additionally, my summer jobs have taught me how to interact with a diverse group of people in a fast- paced and changing environment.  I am eager to learn, hard working, and self-motivated and would welcome the opportunity to become a part of the Perfect Publishing team for the summer.

I would like the opportunity to meet in person to share more about my background and the skills I would bring to your company. If you need any additional information, please contact me at 615-421-1234, or phil.j.nichols@vanderbilt.edu.  I look forward to the opportunity to interview with Perfect Publishing.  Thank you for your consideration.

Sincerely,

Phil J. Nichols

Phil J. Nichols

Enclosure
Thank You Letters

The thank you letter is another opportunity to show the employer what a great fit you would be with their company.  Be sure to write and send the letter within a couple of days of the interview.  If the company has a more informal atmosphere, you may want to hand write the letter.  If all previous correspondence was via e-mail, then sending the thank you letter that way is fine.  

Be sure to thank the company for their time and consideration.  If there were multiple people interviewing you, send a thank you letter to each and personalize each one by talking about something specific you discussed with them.  You can mention some key points that you think the employer should remember about you.

Conclude with mentioning again how interested you are in the position and why.

Thank You Letter Sample

Vanderbilt University 


VU Sta. B #351234


Nashville, TN  37235-1234

April 6, 2003

Ms. Yuni Kim

Executive Vice President

Worldwide Automation & Control, Inc.

1127 Nelson Drive

Chicago, IL  60602

Dear Ms. Kim:

Thank you for interviewing me at Vanderbilt University on April 5th.  I enjoyed talking with you and learning more about the mechanical design position with Worldwide.

As you recall from our interview, I have had experience as an intern with Honeywell IAC.  I have also taken advanced classes in material engineering at Vanderbilt.  I greatly enjoy this career field and wish to apply my interest and knowledge at Worldwide Automation & Control.

If you need any additional information, please do not hesitate to contact me.  Thank you again for the interviewing opportunity, and I look forward to speaking with you again soon.

Sincerely,

Denise Aldrich

Denise Aldrich



123 College Way


Nashville, TN  12345


July 24, 2003





Pretend Company


1234 Nowhere Avenue


Nashville, TN  12345





Dear Employer:





I was very pleased to learn of your need for a Business Analyst at Pretend Company from your Web site.  I am a senior at Vanderbilt University and am very excited about the possibility of working for the leading provider of client support services that is dedicated to excellence and integrity.  Through my research, I have found Pretend Company to be an excellent place to further my career, as is evidenced from earning the prestigious reputation of one of Fortune magazine’s “100 Best Companies to Work for in America” for six consecutive years.





As you will discover in my resume, I have extensive experience in a fast-paced client services environment, and I possess the knowledge and determination to be a valuable addition to your already successful team.  During my internship at ABC Company, I worked directly with clients and successfully marketed the products, leading to a 20% increase in product sales.  My problem-solving skills were enhanced by my ability to strategically analyze the clients’ business processes and recommend solutions.  I have also gained excellent leadership and teamwork skills from working as Treasurer of my fraternity as well as being a Site Leader with Alternative Spring Break.





If you would like additional information, please contact me at 615-123-4567, or phil.brown@vanderbilt.edu.  I look forward to speaking with you more about my experiences and the contribution I can make to Pretend Company.





Sincerely,





Phil Brown





Phil Brown





Enclosure








BUSINESS JOB DESCRIPTION


Pretend Company


1234 Nowhere Avenue


Nashville, TN  12345





We are currently recruiting talented individuals that are ready to succeed in the business world!  We are one of the fastest growing client support services companies in Nashville with a large, nationwide client base.  This is a great opportunity to work for a dynamic company that allows you to grow your responsibilities, position, and career.





We are looking for professional individuals who are energetic and interested in a challenging and rewarding career.  As a Business Analyst, your position begins with an in-depth training program that includes both basic and departmental training.  We focus on a team environment, so you must be a team player.  You must also possess strong interpersonal, problem-solving and presentation skills.





Responsibilities may include working directly with our clients to solve business problems, use of leading-edge technologies, analyzing how business processes work, gathering and interpreting data, conducting research and financial analysis, excellence in client service, resolving conflicts, training, supervising and hiring employees.





Qualifications:


Strong analytical and problem-solving skills


Excellent verbal and written communication skills


Strong presentation skills


Demonstrated leadership experience


Team player




















Resume Worksheet





Employers often make decisions from only a resume.  Therefore, the first step in evaluating your marketability is a resume worksheet.  It will help identify areas in need of improvement.  Also, remember a resume may be necessary for obtaining a summer job.  This worksheet will serve as a good rough draft.





Education





College		City/State		Major/Minor		GPA	Degree	          Graduation Date








High School	City/State		GPA					          Graduation date








Honors, including scholarships, memberships, dean’s list, etc.











Work Experience





Company	City/State	Title		Responsibilities		Skills Developed	Dates




















Membership/Offices/Volunteer held in civic, professional, social, service or educational organizations





Organization			Office		Responsibilities		  Skills Developed   	 Dates

















Skills and Interests – computer, foreign language/s, travel, etc.
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