What is a resume?

A resume is a summary of your personal, educational and employ-
ment experiences. A resume should tell: who you are, what you
know, what you do well and what you want to do. The purpose of
the resume is to obtain an interview, to serve as a reference during
the interview and to serve as a reminder after the interview.

Employers spend approximately 30 seconds reviewing each
resume.

» Mistakes, poorly phrased descriptions, redundancy, etc. will be
noticed even during a quick glance.

» Write in a concise, easy-to-read format, thus bullets, phrases
and incomplete sentences are acceptable for this reason.

» Do not use personal pronouns such as “my” or “I”

» Start each phrase with an action verb.

Always consult with a Hart Career Center staff member before
distributing copies of your resume.

Starting Your Resume

» List all of your jobs, internships, volunteer experiences, athletic,
and extra-curricular activities.

» Include any academic awards and leadership positions.

o First and second-year students may include high school
activities/experiences.
o Juniors and seniors may only include college information.

» Group your list of experiences by their relevance to the
purpose of your resume. Write bullet points describing your
responsibilities, skills used and knowledge gained.

» Use blank Word/Google document to start. Avoid using a
template but if you need help formatting your resume, visit the
Career Center for assistance.

» Try to use key words and skills from the position description
or your industry to describe your experience.

» Use action verbs and the appropriate verb tense. Use the present
tense for current positions, and past tense for past positions.

When saving your document, please save the file as a PDF
file with your name and document type as the file name.
(ex. tommytitanresume.pdf)

Resume Appearance

» 81/2 by 11-inch paper, white or ivory.

» .7-1 inch margins on all sides, font of at least 11 point.

» Use resume or professional paper available at office supply or
copy shops.

Information to include

Heading
Name, contact information including email, a campus and/or
permanent address, and cell phone.

Note: Be sure that your email is professional in nature. Create a
professional voice mail, and take off any music, casual or humor-
ous message.

Objective

Include what type of position you seek AND the skills you have
to offer. Do not indicate what you hope to gain (i.e. to develop
knowledge of the social service industry, improve skills, etc.).

Examples:

» Interested in joining staff of a (company/agency/ school
district) to apply strong analytical skills and detailed organiza-
tional abilities.

» To obtain a staff nurse position on a pediatric unit using clini-
cal training and relationship building skills

» To secure a challenging opportunity in the area of customer
service using solid communication and assertive sales skills

» To contribute dynamic interpersonal communication skills to
a social service agency working with substance abuse preven-
tion and recovery

Profile or Qualifications Summary
(An alternative to the Career Objective)

In place of the objective, consider a profile — usually one to
three sentences in length, this personal branding statement em-
phasizes your unique talents and experiences. Think about what
sets you apart or what you are passionate about. What have you
consistently been praised for? Use qualifications or key words in
the position description if possible.

Examples:

» Bilingual with extensive work experience and dynamic liberal
arts education. Seeking full-time position that will utilize
strong analytical and critical thinking skills to reach creative
business solutions...

» Expressive communicator and passionate learner with a
diverse background in political science, public relations and
non-profit work. Commended abilities in writing, research
and leadership...

» Experience with a variety of topics in biology and medicine,
coupled with a stable foundation in the liberal arts. Desire
opportunity to use strong interpersonal skills in the healthcare
field...

Education

Include name of school, location, date of graduation, degree, ma-
jor, minor and, if applicable, areas of concentration. Include your
cumulative GPA, for example: 3.2 (4.0) if competitive. Some stu-
dents include a major GPA. Also include study abroad experience
(program, location, semester). Do not include high school.
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Employment Experience and/or Relevant Experience
» Listin reverse chronological order (most recent first).

» Include part-time, summer, volunteer work, internships, stu-
dent teaching and clinical experience.

» Under each listed experience, identify job title, name of employ-
er, employer’s city and state. Include the dates of employment
and the responsibilities of each position using action verbs. Be
sure to highlight accomplishments as well as responsibilities.

» Bold first item listed (typically job title or employer) in each
experience.

Skills (Language, Computer, Laboratory, Clinical, Technical)
Highlight skills that set you apart or are needed for the position.
Examples:
e Competent in conversational Spanish, proficient in written
Spanish
» Experienced with lab techniques and procedures such as
distillation, chromatography, gel electrophoresis and titration
e Familiar with oscilloscopes, circuits and transducers
* Programming skills in Visual Basic, C++ and Java. Profi-
cient in Excel database design, MS Access, Web design and
HTML

Academic Projects/Course Highlights
Highlight significant projects or courses. Discuss your role, out-
comes, skills utilized or gained.
Examples:
IWU Marketing in Service Industry Class Project ~ Spring 2019
o Consulted with business to conduct gap analysis of service
delivery
o Collaborated with a project team to complete process checks
and brainstorm solutions
o Reviewed research data collected through interviews and
consultations; created and presented recommended service
plan to improve customer service and relations

Math Bungee Jumping Project Spring 2018
o Used Hooke’s Law and Mathematica to analyze data, as-
sessed the primary factors of risk in the extreme sport of
bungee jumping
o Compiled and presented results indicating risk associated
with the flexibility of the rope, length of the rope, material
composition and other factors

Select Software Development Projects  Fall 2017-Spring 2018
o Worked as a member of a three-person team to develop an
android application using Java
o Completed a semester-long DB2 team project to create a
database solution based on a real-life business scenario; Led
group in goal setting and task division
o Independently redesigned and enhanced websites for three

campus organizations

Research/Presentations/Publications

Capture research done independently or with a faculty member.
Discuss project, techniques and skills used, data analysis or out-
comes. List any presentations regarding research at conferences,
on campus or in publications.

Activities/Honors/Leadership/Community Service

List academic honors, awards and scholarships received first,
followed by involvement in campus or community organizations
and leadership roles. May be one category or multiple.

Top Pet Peeves from Employers

Spelling, grammar and punctuation mistakes

o PROOFREAD - use the Career Center, friends, and
relatives to review your resume; don't rely on spell
check

Sloppy disorganized resume format
» Consistent, easy-to-read format is essential

Variety of font styles and sizes
o Keep it simple with a professional font and bold items
you want to pop

Paragraphs instead of bullets
o Bullet points with action verbs help to highlight your
skills and experiences

ALL CAPS ! Or tiny fonts

o Make it easy on the eyes; no smaller than 10 point font
(12 or 11 preferred) and limit capitalizations to main
headings

Distracting bullet points % = 3%
o A simple, professional bullet point is best; small circle
or square

Listing dates first

o List employers or titles first in your experience section;
dates should be last

Incorrect contact info
« Be sure your phone number and email are listed, and
correct!

Unreturned emails or voicemails
o HUGE! Have space on your voicemail and check
your voicemail and email daily when you are actively
searching. Always return an employer’s message, even
if you are no longer interested in the position.

@ www.iwu.edu/career-center




Management
Skills

Administered
Analyzed
Assigned
Attained
Chaired
Contracted
Consolidated
Coordinated
Delegated
Developed
Directed
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
Recruited
Spoke
Translated
Wrote

Research Skills
Clarified
Collected
Criticized
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

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
Tllustrated
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

Clerical or Detail
Skills
Approved
Arranged
Catalogued
Classified
Collected
Compiled
Dispatched
Executed
Generated
Implemented
Inspected
Monitored
Operated
Organized
Prepared
Processed
Purchased
Recorded
Retrieved
Screened
Specified
Systematized
Tabulated
Validated

Analytical
Analyzed
Ascertained
Assessed
Compared
Computed
Conceptualized
Concluded
Critiqued
Deciphered
Determined
Devised
Diagnosed
Estimated
Evaluated
Examined
Forecasted
Formulated
Integrated
Investigated
Justified
Measured
Negotiated
Prescribed
Prioritized
Projected
Questioned
Rated
Recommended
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Researched

Scrutinized
Studied
Substantiated
Synthesized
Validated
Verified

Teamwork
Assisted
Collaborated
Contributed
Cooperated
Mediated
Participated
Partnered

Problem solving
Aided
Alleviated
Ameliorated
Augmented
Counseled
Customized
Debugged
Eased
Elevated
Enlarged
Extended
Finalized
Fulfilled
Generated
Identified
Interceded
Invented
Lightened
Polished
Procured
Reconciled
Rectified
Refined
Reformed
Rehabilitated
Reinforced
Rejuvenated
Relieved
Remedied
Remodeled
Repaired
Restored
Retrieved
Revitalized
Revived
Settled
Solicited
Solved
Streamlined

Strengthened
Supplemented
Transformed

And more...
Acted
Activated
Added
Administered
Apportioned
Appraised
Approximated
Attained
Audited
Certified
Commissioned
Committed
Consented
Contracted
Disbursed
Dispatched
Displayed
Enlisted
Excelled
Executed
Exercised
Familiarized
Figured
Guaranteed
Indicated
Instituted
Involved
Issued
Licenses
Maintained
Operated
Performed
Prepared
Programmed
Realized related
Reserved
Reviewed
Satisfied
Screened
Secured
Served

Set
Smoothed
Sought
Specified
Submitted
Surveyed
Sustained
Traced
Transacted
Transmitted
Valued
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