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Resume Content

Include your name, address, phone numbers and e-mail address. Students often include two addresses: Current 
Address and Permanent Address. Make it as easy as possible for an employer to reach you. (Remember to have professional voice mail and e-mail addresses.)
Objectives

Including an objective or summary statement at the top of your resume is optional. However, a well-written, concise statement can help introduce who you are, what you are looking for and some of your unique selling points. If you are planning to target more than one field, you should develop a specific objective or summary for each field and prepare multiple versions of your resume.

Objectives are recommended for students and recent graduates with limited work experience. Your objective should be stated in one of two ways:

By describing a position in a particular field:

· “A production assistant position in the news department of a radio or television station”
· “An auditing position in a public accounting firm”
· “An internship in the field of marketing”

Or by describing a position and adding two - three marketable skill sets or selling points:
· “To contribute skills in research design, data analysis and report writing in a marketing research position.”
· “To apply social service training and administrative experience in an internship with a non-profit organization.”
· “A position in a corporate human resources department utilizing proven problem-solving, communication and administrative skills.”

Used with permission from Rutgers University and University at Buffalo’s Career Services Offices

Summary Statements

Summary statements are recommended for those who possess one or more years of relevant experience. They are often used by alumni, career changers, and, in some cases, those with significant work experience during school.

This section appears at the top in place of an objective and may be labeled Summary or Profile. Follow the guidelines below to create an effective summary.

Begin with a description:
Examples: Marketing Professional, Computer Programmer,

C.P.A., Executive Director, Ph.D. Candidate

Summarize your skills, highlight your areas of expertise and quantify your experience:
Example: “…with over two years experience in customer/vendor relations, sales and product merchandising…”End with an accomplishment or personal statement
Example “…earned a reputation for priority setting and team building.”

Optional: Follow with bullets which highlight related knowledge, proficiencies, accomplishments and/or personal qualities.

Education

Begin with your most recent educational experience. Name the degree you are working toward. If you have a degree from another college or university, list it after your Siena degree.

Example: Siena College, Loudonville, NY

Bachelor of Arts, English, May 2009

Minor: Marketing and Management

GPA 3.2/4.0

• Including your GPA on your resume is optional. Only include your GPA if it is 3.0 or higher.

• The Education section can also include Academic Honors/ Awards such as Dean’s List, Scholarships, Study Abroad, etc. This information can also be highlighted under separate sections.

Experience

• Experience can include employment, internships, campus leadership, volunteer work or military experience.
• Experience is listed in reverse chronological order, with the most recent information first.
• Include title, name of organization, location and dates of each position.

• Use phrases rather than sentences. Omit the personal pronoun “I.”
• Use action verbs to describe specific skills, responsibilities, accomplishments.  Don’t forget to incorporate the current “buzz words” of your field.

Used with permission from Rutgers University and University at Buffalo’s Career Services Offices

Target your resume to employers by dividing your experience into more than one resume section. Examples: “Related Experience” or “Leadership” or “Technical Experience.” Check out the list below for ideas on resume sections that apply uniquely to you:

Objective

Career Summary

Education

Co-Operative Education

Academic Preparation

Study Abroad

Honors/Awards

Citizenship

Activities

Certification

Licenses

Projects

Design Projects

_______ Experience

Related Employment

Internships

Language Proficiency

Volunteer Experience

Leadership

Campus Involvement

Community Service

Professional Affiliations

Travel

Achievements

Relevant Coursework

Skills

Computer Skills

Laboratory Skills

Technical Summary

Competencies

Areas of Expertise

Professional Skills
Examples of Presenting Skills for Your Targeted Industry:
Liberal Arts Majors

PROFESSIONAL SKILLS

 ‘• Highly motivated self-starter with proven problem solving abilities

• Excellent communication, customer service and client relations skills

• Experience working in fast-paced, time sensitive environments

• Proficient using MS Word, Excel, PowerPoint, FrontPage, SPSS, HTML and SQL

Science Majors

TECHNICAL SUMMARY

Programming Visual Basic, JavaScript

Languages HTML, PHP, C/C++, Java, Visual Basic

Software MS Office, Access, Excel

Hardware UNIX Sun Server, SQL Server, Windows NT,

IBM PC, Macintosh


TECHNICAL SKILLS
• Experience in project team leadership

• Developed queries, reports and forms in MS Access database

• Familiar with Laboratory Information Management System (LIMS)

• Knowledge of protein expression and protein purification

Business Majors

QUALIFICATIONS

Finance Cash Flow Analysis, Forecasting, Financial

Analysis, Capital Evaluations, Budgeting,

Statistical and Financial Modeling
Marketing Sales report analysis, creation of presentations,

market research, event planning, design and edit

of affirmative action guide

Education Majors

AREAS OF EXPERTISE

• Creating a positive classroom learning environment

• Curriculum development and implementation

• Demonstrated familiarity with interactive instructional skills

• Developed team teaching skills
• Coordinating extracurricular activities

• Experienced varsity swimming coach

Resume Layout

• The way you order your information and how you place it on the page can make the resume more effective in showing the employer what you have to offer.

• Resume sections should be placed in order of importance, based on what the employer would find most relevant. Always target your resume to the employer and position.

• Carefully use tools such as bold, italics, underlining and font size to draw the reader to information you wish to emphasize.

Accomplishment Statements

Each job description on your resume should include at least one accomplishment statement with impact.

• The impact may have been financial, helping the organization to make or save money.

• Or, the impact may have been enhancements to the workplace, such as increased productivity, efficiency, safety, employee morale or customer satisfaction.

Actions: Describe the specific actions you took to achieve an objective or solve a problem using action verbs. Focus on transferrable and technical skills that directly relate to your intended field.

Results: Describe the results of your efforts. Quantify whenever possible, using percentages, dollars or volume. Accomplishment statements may begin with action or the result.

GOOD: Provided customer support and product training for clients.

BETTER: Conducted 10 customer support and product training programs for 20 client organizations.

BEST: Reduced customer complaints by 20% in a six month period by conducting 10 customer support and product training programs for 20 client organizations

Used with permission from Rutgers University and University at Buffalo’s Career Services Office
Resume Worksheet

Your Name

Address
City, State, Zip
Cell Phone
Email
OBJECTIVE 


________________________________________________________________________

EDUCATION


Name of College, City, State________________________________________________


Degree, Major, Graduation Year_____________________________________________

GPA, Study Abroad

EXPERIENCE


Job Title, Employer’s Name, City, State, Dates________________________________



• _______________________________________________________________



• _______________________________________________________________



• _______________________________________________________________



• _______________________________________________________________


Job Title, Employer’s Name, City, State, Dates_________________________________



• ________________________________________________________________



• ________________________________________________________________



• ________________________________________________________________


Job Title, Employer’s Name, City, State                                   


Dates



• _________________________________________________________________



• _________________________________________________________________

ADDITIONAL EXPERIENCE


Job Title, Employer’s Name, City, State                                    


Dates


• _________________________________________________________________


Job Title, Employer’s Name, City, State                                     


Dates


• _________________________________________________________________

HONORS/AWARDS


________________________________________________________________________

ACTIVITES OR COMMUNITY SERVICE


Job Title, Organization’s Name, City, State




Dates

COMPUTER AND LANGUAGE SKILLS


Names of Software/Languages and Foreign Languages____________________________
Resume Writing








Resumes & Letters �
�
The Resume: First Impressions Count! �
�
•  A resume is a concise document which outlines your unique �
�
work-related education and experience. Its purpose is to �
�
generate the interest of a potential employer to secure you an �
�
Interview. �
�
• Your resume is a reflection of yourself. If it is sloppy, with  �
�
grammatical and spelling errors, it will reflect poorly on your �
�
work habits. Have a Career Counselor review your resume for �
�
suggestions, corrections and format.�
�
•  Your resume can be critiqued during an appointment or drop-in �
�
times.�
�
•  An employer spends an average of 15-20 seconds reviewing a �
�
resume  One page is the preferred length and is typically �
�
sufficient for someone just starting out. �
�
Begin with Self-Evaluation �
�
• Think about your experiences, including internships, part-time �
�
and summer jobs, volunteer work, extracurricular activities, and �
�
course projects. �
�
•  Assess what you have accomplished and the skills you have �
�
developed for each position.�
�
Research Your Target Market �
�
•  Research your target market using resources such as Vault �
�
Online Library, Reference USA and others listed on the Career �
�
Center website. �
�
•  Review several job descriptions for your field of interest to �
�
determine the knowledge, skills and abilities employers are �
�
seeking. �
�
•  Compare your qualifications to those requirements. Employers �
�
will be interested in transferable skills, such as customer �
�
relations, team building, problem solving, communication and �
�
Leadership. Targeted research will help you determine the �
�
keywords to use so that your resume is noticed.�
�
Used with permission from Rutgers University and University at 


Buffalo’s Career Services Office.�
�












Transferable Skills





Transferable skills are the skills you acquire and transfer to �
�
future employment settings On the following list, check all �
�
the skills you have learned or demonstrated through your �
�
employment, campus activities or academic projects This will �
�
help you choose which skills to include on your resume �
�
Interpersonal �
�
Relating well with �
Resolving disputes or �
�
customers and �
conflicts �
�
co-workers �
Assisting others �
�
Listening to others’ opinions and concerns �
Motivating individuals and/or groups �
�
Responding to concerns �
Working as a team player �
�
Communication �
�
�
Advising �
Presenting �
�
Articulating �
Public Speaking �
�
Explaining �
Training �
�
Instructing �
Translating �
�
Persuading/Selling �
Writing/Editing �
�
Leadership �
�
�
Decision-making �
Motivating others �
�
Delegating �
Planning �
�
Evaluating �
Problem-Solving �
�
Initiating �
Supervising �
�
Managing �
Team building �
�
Organizational �
�
�
Follow through �
Planning �
�
Meeting deadlines �
Setting & attaining


   goals                 �
�
Multi-tasking �
Time management �
�
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