Creating an American Style
Resume

O

First Point of Contact

O
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* Most American Employers will request a resume
with a job application

» Having a resume is useful for college/graduate
school applications

» Summarize and highlight current and past
experiences

» Market transferable skills/accomplishments
» Motivate employers to interview you
» Format and Clarity will set you apart

CoNTACT INFORMATION

High School Name & Graduation Date (optional)
High School Honors/Awards/Activities, etc. (optional - only if ‘adds value')

EXPERIENCE  (paid and unpaid)
rganization & Address: Dates:
eenption of WorkiAccomplishment:
renon & Address: Dates:
P

cription of Work/Accomplishment:

920 730 929
& an A

escription of Work/Accomplishment

OpTioNAL
(Leadership - Service - Activities - Interests)

Organization, Title, Description, Dates
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What to Include

O

What to Include on a Resume?

CONTACT INFORMATION

E-Mail:

EpucaTion

City/State Address:

College:

Degree & Major: MoJYr.
Includes: (courses inside & outside major that ‘relate’ to the job)

Research Topics: (2-3 tides of papers you've written if they ‘add value’) Honors:

Computer: (sofoware, hardware)

Language: (include level of proficiency)

Foreign Study:

High School Name & Graduation Date (optional)
High School Honors/Awards/Activities, etc. (optional - only if‘adds value')

EXPERIENCE  (paid and unpaid)
Organization & Address: Dates:

Description of Work/Accomplishment:
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* GPA —only include if employer requests, if
including Major GPA, then accompany with Overall
GPA (DO NOT Round)

» Coursework — highlight ones that are not obvious
and ones that speak to employer’s interests

» Study Abroad — reveal special projects, research,
unique coursework

* High School — itemize experiences if they reveal
new skills

* SAT/TOEFL

CoNTACT INFORMATION

High School Name & Graduation Date (optional)
High School Honors/Awards/Activities, etc. (optional - only if ‘adds value')

EXPERIENCE  (paid and unpaid)

Dates:
lishment
Dt
of Worki/Accomplishment:
n & Address: Dates:
Description of Work/Accomplishment
OpTioNAL

(Leadership - Service - Activities - Interests)

Organization, Title, Description, Dates
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» Describe what YOU did

» Be sure the ‘purpose’ of an task/project is obvious
» Emphasize ‘transferable’ skills and knowledge

» Use verb that reveal the skills used

» Use adjectives to accurately describe a topic,
category, etc

» Describe tasks in ‘order of skills importance’ to the
reader — i.e. most related to the job

» Using #'s attracts attention - $ amounts, number
supervised, percentages, etc

 Use appropriate tense
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Fit the Resume to the Job Description

Research Assistant - O Private Corp

OPIC is a federal agency which mutually i

business investment in the world's developing nations. Researchers will

a 'stmﬂghmmgthes dness of business projects and the benefits to the
0 development of the host country. Monthly mgggg

Resume

Dartmouth College. Hahuver NH | June2006
BA.in Gsag?n'phy Mmo( in English
Coursework Includes: Population, Cultunr & the Environment; Smtmhcs,
Political Economy of Develo ies; Public Speaking
Research Topics: Eco-Pohunal Barriers to Urbanization in Uganda
An Evaluation of Mexico's Ecotourism Policies

Computet C++, Excel, PowerPoint, Stata

Native in ish: C in French

Deerfield Academy. Deerfield MA
Assoc. Editor for school newspaper: Principal’s Service Award

Fit the Resume to the Job Description

O
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Tailor the Resume to the Job Description

Trainer I'he Gallup Orgnmzntmn
poll center. Cootdmatedahonwurkphcemchmdm

mmmmreseax&h. Provide daily leadership to operational
nndpm_]ectwms Emmgandmm:t_onteampaformame.

Resume

Office of Evallminn & Research, Dlmmouth Cu[lege Hanover, NH

Research Intern Summer 2005

Iutetmehedumpusmdestwveysmdpmdmed@odsmlawdm student

social behaviors, recreational options and academuc performance for the

Dean of the College. Assisted in moderating 10 student focus groups.
MusmgSPSSshhsumlsoﬂwm Created and presented poster

Tailor the Resume to the Job Description

O




Use Active Verbs

Administrative Skills: Communication Skills: Creative Skills:
Oinspected Oinfluenced
Omodeled i Dint ted

a q
Oorganized
a 1

Active Verbs 2
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Active Verbs 3

Management Skills:

DOadministered  Oimproved
o = d

Omonitored
Oorganized
Oprioritized
Oproduced

o 1
Oreviewed
Oscheduled
Ostrengthened
Osupervised
Oplanned

1

Avoid words that don’t reveal skills: Eg.

What to Include on a Resume?

CONTACT INFORMATION

E-Mail:

EpucaTion

City/State Address:

MoJYr.
Includes: (courses inside & outside major that ‘relate’ to the job)

High School Name & Graduation Date (optional)

High School Honors/Awards/Activties, etc. (optional - only if ‘adds value’)
EXPERIENCE  (paid and unpaid)

Organization & Address: Dates:

Description of Work/Accomplishment:

Organization & Address: Dates:
Tide:

Description of Work/Accomplishment:




Optional — but personal!

O

» Leadership — show initiative
President of university club, sports captain

» Community Service — shows compassion for others
Tutoring, fund-raising, volunteering

» Awards — shows excellence
Teacher’s Award for Excellence

» Personal hobbies, interests or activities

Shows a human side©

Examples: Cooking international foods, hiking, running marathons,
reading, traveling

» Languages or computer program skills

Examples: Vietnamese — native speaker; English — proficient;
STATA, EXCEL [etc]

Formatting

O

» Use of professional font, spacing, size of font

» Limit to 1 — page

» Left/Right Margin to include location, dates of work
» Have enough “white space” to balance the text

» Do not over exaggerate or over highlight
accomplishments
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Let’'s Look @ Examples

O

SAR!
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Conclusion

O
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