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PURPOSE - What is a resume?

Your resume is YOUR advertising tool and a brief summary of the professional YOU - your skills,
experience, education and activities tailored to the needs of the position for which you are applying. A
well-constructed resume helps you to:

e Get an interview

e Market your best skills

¢ Stand out from the rest

e Respond to a job opportunity

e Show that you are a good match for the job and the organization

ONE SIZE DOES NOT FIT ALL

Tailoring each resume to the position you are applying for strongly improves your chances of getting an
interview. It’s extra work, but it will pay off. You want your resume to draw clear parallels between your
experience and the specific job requirements.

START WITH SELF-ASSESSMENT

a) Think about the type of organization and position that you would like to pursue.
b) Write out your current short- and long-term goals. What do you hope to accomplish in the next 3-6
months? What about the next 1-5 years?
c) Many people find it helpful, before doing a resume draft, to first jot down a “master list” of
experiences:
¢ Every paid job you've had
¢ Every volunteer and community service experience
¢ Every internship
e All of your college activities (sports, clubs, committees, leadership)
¢ Types of courses you've taken and the associated projects and fieldwork
e International study and off-campus semesters
e Skills you've gained along the way in each of these experiences

DO YOUR RESEARCH

Get to know your industry. Conduct online research, talk to people in the field and pay close attention to
the skills, coursework and experience your industry needs. If you have a specific job or internship
description, what are the specific skills and experiences listed for this particular position? Use this
research to target and tailor your resume.



CREATE SOMETHING VISUALLY APPEALING

You have just seconds to get noticed, so your resume should look clear, concise, professional and easily

readable:

* For undergraduate students and recent graduates, your resume should not exceed one page.

* Balance white space with text, and make sure margins are no smaller than .5 inches.

* Emphasize information (titles, organizations, etc.), with italics, bold, ALL CAPS, underline or a
combination of these. Be consistent and choose easy-to-read fonts, between 10 and 12 points in size.

* Organize your information the way people read - left to right and top to bottom.

* Many resumes will be submitted electronically, so don’t use complicated fonts or formatting that
will be lost or jumbled when sent from Mac to PC or vice versa.

* For printed resumes and cover letters, use white or off-white high-quality paper (eg, 80 lb. linen).

* Don’t use templates!

* Don’t include a picture of yourself, graphics, personal information (age, marital status, etc.), salary
information or experiences that are irrelevant to the employer’s needs.

BEFORE YOU SEND IT OUT

* Proofread, proofread, proofread! Have two other sets of eyes proof your resume before you submit it.

* Have your resume reviewed by 3CE.

* Use your network to have your resume reviewed by someone in the industry.

* Review your final draft with a critical eye - make sure all of your resume statements are positive,
accomplishment-oriented and truthful. Facts can be easily checked from past employers.

* Keep track of the resumes you create in a computer folder.

DRAFTING YOUR RESUME

What to include: This is often determined by industry, where you are in your career and the specific job
for which you are applying. Remember, you want to represent yourself in the most positive light so that
the employer will see all of your strongest attributes and qualities that relate to the position. As a starting
point, here are some main section headings you may want to include.

¢ Contact Information

¢ Profile, Objective or Summary of Qualifications (optional)

¢ Education

e Relevant Experience (can include both paid and unpaid experiences)
¢ Additional or Other Experience

e Activities or Community Involvement

o Skills

Additional categories could include Leadership, Awards, Professional Organizations, or Volunteer
Experience.

For additional specific tips on formatting and what to include in each section, take a
look through the attached sample resumes.



Sig Beck
297 SW Jefferson Street » Portland OR. 97219
signmmdbecki@zmail com * 306-605-1207

EDUCATION

Lewiz & Clark College: Porfland, OF. Wy 2007
Bachelor of Arts, Psycholozy
Capstone Project: Incovporating the Student Into the Student Center: A Fresh Look at Templeton
#  Indepth hteratme review, data collection/analysis and design recommendstions for Lewas 8 Clark
Collage's Student Center.

Upper level courses: Ps}'chqlag}'d'Ag'.ng, Human Computer Interaction, Commmmity Psychology, Clinical
Peychology, Sensory Perception.

East Africa, Lewis & Clark College Onverseas Program Fall 2005
PROFESSIONAL EXPERIENCE
Lead Instructor, Kty Howk Eites Hang Gliding School, Mags Head, NC Sunmmers 2005 & 2006

#*  Taught classes, frained new mstructors, and enswred safety of all persons on traming hill.
#*  Mamaged front office including reservations, sales and customer service.

Shift Manager, Fat Cat Jee Cremm Sheop, Kill Davil Hills, NC Sunmmer 2006
#*  Provided solid customer service which mereased product sales by 10%:
#*  Supervized all other enployees duning shift and closed out receipts each mght.

Sales Associate, Sutter and Hayes Oriental Rugs, Bedford, NH Sunmmer 2004
*  Sold fine Oriental mgs and heomry frmture, facilitated costomer sernvice and nade deliveries.

LEADERSHIP AND ACHIEVEMENTS

Education Practicum Spring 2007
#*  Tutored in an ESL program at Jackson Middle School mn Portland, OF_
#*  Desipned culhwally appropriate strategies to halp East African immigrant children strengthen reading
and writing abilities.
Men's Varzity Crew Team, Lewis & Clark College Fall 2003-Sprimg 2007
#*  Men's Team Captam Fall 2006
®  Varsity Hammer Award, Spring 2005
#  Motivated the team through pesitive athitnde and commutment to improving personal performance

Representative, Student-Athlete Advizory Committes Fall
2004-Sprmg 2007

*  Sarved as a haison between the men's crew team and the athleties department.

#*  Bepresented student-athlete prospactre on decisions.

SPECIAL SKILLS

Proficient in Microseft Office, as well as programs for Mae and PC.

Proficient in Spanish, limdted knowledze of Swakhili

Cartified in Wildermess First Aid (when help i= delayed longer than 4 hours) and Adult CFR.
Outzoing, personable, resowncefil, a gemiine team player, kghly motivated and highly trainable.

&HEADING:

Make your name and
contact information
prominent.

< EDUCATION:

For most recent grads,
Education is next. This
example shows a
simple way to present
the college and your
degree. A capstone,
thesis or senior project
can be included if your
major had one.
Relevant coursework,
honors/awards and
international study are
also common topics
under Education.
Avoid listing high
school unless you are
a freshman ora
specific high school
experience is
extremely relevant.

& SKILLS:

This is one way to
present computer
skills, language skills
and other certification
applicable to the
position.



Clarice Matthews
1021 SE Division Street
Portland, OR 97210
{458) 6B7-555 # claricem@gmail.com

EDUCATION
Lewis & Clark College, Portland, OR May 2011

Bachelor of Arts, Religious Studies and International Affairs GPA:3.33
Study Abroad: Amsterdam with Public Health intensive

BELEVANT EXPERIENCE
Community Development Intern, Dutch Gender Alliance May ‘10— Present

= Prepare weekly TPS reports and present findings at staff meetings

= Serve as youth liaison advocating the needs of youth in and out of school

= Collaborate with 12 other organizations to develop a week long festival raising awareness of
issues relating to gender policy

President, Womyn's Center Sep "09—May ‘10
= Coordinated womens' rights awareness events such as Take Back the Night and film
sCreenings

= |dentified six crganizations in Portland to partner up with and create volunteer
opportunities for students.
= Scheduled and led weekly meetings for a board of 20 members

Religious Studies Representative, Student Academic Affairs Board Sep ‘09—May 10
= Collaborated with 45 board members to advocate for academic interests

®  Reviewed over 100 research and arts expression grants

= Helped develop and write 8 grants pertaining to religious studies international research
= Allocated 569,000 for student designed research

COMMUNITY INVOLVEMENT
Tutor, Start Making a Leader Today (SMART), Belle Elementary Sep "07—May 09
= Read to 25 elementary students twice a week to improve reading skills and comprehension
"  Create a positive atmosphere to develop students confidence in reading

Member, Interfaith Club Oct "0B—May ‘09
= Participated in weekly discussions learning about diverse cultural behefs
= Advocated for Campus Living to create an interfaith themed residential hall

& RELEVANT
EXPERIENCE:

These experiences
were unpaid, but they
are relevant to the
specific internship
application. List in
reverse chronological
order.

<BULLETS WITH
ACTION VERBS: Start
your bullets with
strong, varied action
verbs. State specific
accomplishments and
quantify measurable
results with numbers.

< COMMUNITY
INVOLVEMENT:
While not as relevant,
these experiences
show a well-rounded
applicant with
transferable skills.



VALERIE WATERFORD

3339 5E Milwaukee 5t, Portland, OF 57202 - (503) 914-3271 - vwaterford®gmail com

EpucaTiON

Lewis & Clark College, Portland, OF - December 2003

Bachelor of Arts, Environmental Studies - GPA: 3.1
Belevant Courses: Matural Resource Politics, Intro to Environmental Law, Urban Economics, Pacific Morthwest
Politics, Energy & the Environment, Technical Drawing, Graphic Design I, Aspectos Basicos de Ingenieria y
Arcitectura Ecologico (at the University of Costa Fica).

ReseamcH EXPERIENCE

Senior Thesis: Determining what incentives best promote residential stormwater runoff management;
A comparison of incentives offered in Downspout Disconnection Program and the proposed 2006 City of Portland
stormwater fee discount plan.

National Science Foundationm E.E.U. Program, Williamsburg, VA - Summer 2003
Surveyed 200 residents and completed a study on implementing a fee-based sbormwater utility in James City County,
Wirginia.

BRELEVANT EXPERIENCE
Ethen Perkins, Wetlands Specialist & Consultant, Eugene, OF — May 2003 - Present
Field Assistant
Use scil analysis and plant identification techniques to determine wetland bovndaries. Organize and distribute
necessary equipment to collect samples.

OSPIRG (Orepon State Public Interest Regearch Group), Portland, OR - Summer 2002
Canvascer
Explained OSPIRG's environmental and consumer protection campaigns. Identified environmental sympathizers.
Recruited members into OSPIRG. Secured menetary contributions. Attended and assisted in the preparation of
OSPIRG media events.

Solar Energy Association of Oregon, Portland OF - Fall 2002
Infern
Assisted in giving solar energy presentations to middle school students. Created and maintained membership
database. Answeared phone calls and callers’ quastions about solar energy. Represented organization at events and
sustainability conferences. Researched and wrote papers on fhe history of solar energy in the United States, and solar
energy feasibility in Oregon.

ADDITIONAL EXPERTENCE
KLC Radio, Lewig & Clark Collepe, Portland OF. - Fall 2001 — Spring 2003
Assistant General Manager - Spring 2003
Scheduled, supervised and supported student DJs with radio shows. Managed radic station budget and organized
and promoted campus concerts. Led weekly KLC Board meetings and represented the radio station at student group
mestings.

Promotions Director - Fall 2001 - Fall 2002
Established and maintained working relationships with local concert halls, performance venues, promoters and
production companies. Maintained database of all local companies. Solicited in-kind donations for concerts and
performances. Adwertised local events and concerts and gave away free tickets to students.

SKILLS
*  Fully bilingual (English/Spanish)
*  Enowledge of M.5. Word, Excel, Powerpoint, and Photeshop ; Comfortable using Macs or PCs
Basic knowledge of GIS

<ROOM FOR
VARIATION:

Usually, Relevant
Experience would
follow Education. But
the order of the
headings on this
resume clearly shows
that research
experiences are most
important to the
particular position the
student is applying for.

<ADDITIONAL
EXPERIENCE:

While not as relevant
to an environmental
position, these

! RRAGAZY I
9ELISNASYyOS
demonstrate strong
leadership and
organizational skills.



FAN SMEIS

grad@|diark.edu * [708) 360-6200

Lewis & Clork College Compus Address Home Address
0615 5W Palatine Hill Rd. MsC 000 12340 W Lincoln
Portland, OR 97219 Mt Viernon, Wi SE273
Education
Lewis & Clark College, Portland, OR Expected May 2012
Major|s): Psychology and Gender Studies GPAZ3.12
Belevant Experience

Resident Advisor, Lewis & Clark College: Portland, OR - Aug 2009 — May 2010
# Organized dormitory-wide events encouraging student involvement in activities on- and off-campus
= Managed residence hall of 20 first and second year students with the intention of building student community and
integrating support systems for student success
# Facilitated mediations between roommates when conflicts arise
= ‘Worked to establish greater understanding of and appredation for differences in the community
& complete all necessary paperwork including incidence reports and facility request to keep the building up to standards

Career Peer Advisor, Lewis & Clark College: Portland, OR - Aug 2009 — Present
* Provide guidance for students an internship and career research and resume/cover letter assistance
# Plan and implement workshops on career development to support student preparation and planning
= Complete administrative tasks including database management, statistical analysis, customer service and reception

Global Engegement Board Chair, Lewis & Clark College: Portland, OR - Aug 2009 — May 2010
= Proposed the addition of a global engagement position on student government to distribute funds supporting experiential
learning with an emphasis on international humanitarian issuwes
# Allocated 58,000 to students to complete self designed service projects
# Ranage a board of 8 student members to design and develop both short-term and long-term sustainable goals.
» Represent global service engagement on the Executive Cabinet for the Associated Students of Lewis & Clark

Leadershio & Involvement Experience
Student Representative, Diversity Advisory Committee, Lewis & Clark College: Portland, OR - Aug 2009 - Present
# Examine and modify policies regarding diversity and difference which impact the community members of the College of Arts
and 5Sciences, Law School, and Graduate School

Member, Programming Committee, Lewis & Clark College: Portland, OR - Sep 2009 — Present
» Increased programming intentionality for resident assistants to support goals and objectives of Office of Campus Living
» podified the program model for Office of Campus Living to include goals that are Specific, Measurable, Attainable, Realistic,
and Timely {SMART) and a reflection process to integrate goals and learning outcomes
* Developed communication network for Resident Advisors to effectively work together on programming

Co-Leader, Alternative Spring Break, Lewis & Clark College: Portland, OR - Spring 2009
* Organized and led 7 students for a week-long trip to San Francisco with an HIV/AIDS service perspective
= Volunteered with 11 organizations in 5an Francisco with different approaches to helping and understanding various
communities affected by HIV/AIDS

Secretory, United Sexualities, Lewis & Clark College: Portland, OR - Sep 2008 — May 2009
= Planned events such as Coming Out Week, Day of Silence, and the AIDS Summit; Kept minutes for all meetings

Tutor, Roosevelt High School: Portland, OR - Sep 2008 — Apr 2009
» Tutored first year, at-risk high school students in Math and Sciences

Awards
ACLU: Youth Activist of the Year, Washington State Lewis & Clark Leadership Scholarship

Class of 1950 Terry Cady Scholarship Fride Foundation Scholarship

& GPA:

We recommend
including a GPA of 3.0
or higher on your
resume. A GPA that is
not exceptionally high
can be balanced out
by strong experience.

& EXPERIENCE
MATTERS!!!:
¢KA& aidzRS
is an excellent
example of how
important it is to
incorporate on and
off-campus
experiences into your
professional
development. While
nearly all of this
aGdzRSYy G Qa
were unpaid, they
demonstrate very
strong experience.



Rob Petri
2735 NW Arthur Ave. Corvallis, OR. 97330

(341) 602-4952; rpemi@lclark edn

Profile

Strong backgroumd in physics and chemistry with experience in scientific laboratory work and repart writing, tutoring
and mentoring in mathemsrics and the sciences, and presentation of scientific research. Good verbal and writhen
communication skills and excellent laboratory skills with varied research experience.

Lab Technigues and Skills

#  Experience with NMF. laser speciroscopy, interferometry, finorescence microscopy, atomic force microscopy,
»  Basic programming skills in C, experience with LabView, Mathematica, Gaussian03 (computationsl chemismy
software), proficient with M5 Office (Excel, Word, Powerpoint)

Lewis & Clark College, Portland, OR,

Bachelor of Artsin Physics, GPA 3.364.00 (May 2010)
Senior Researcher John 5. Rogers Research Frogram - Fulltime

Janior Cheney Foundation Scholarship, Barry M. Goldwater Memorial Fellowship Mominee, Society of Physics
Smudents nductes

*  Advanced coursework in quantom mechanics, biomolecular NME. spectroscopy, biochemisry, computational
chemisoy snd medicing] organic chemdsmy

#  Senior honors resesrch project: “Categorizing the motor-driven snd diffusive motion of secretory granules
containing newromodulstory proteims”

Professional and Research Experience
Student Researcher Jobm 5. Rogers Research Program - Fulltime (May 2009 — Augnst 2008)

Department of Physics, Lewis & Clark College, Portland, OF.

# High-resolotion fluorescence microscopy, image deconvolution, live-cell imaging, diffusion modeling, sample
preparation (fixing cells, mounting coverslips on microscope slides, imnnmohistochemistry, electroporation)

#  Cuorrent honors research project as a continnation of this research

Student Researcher Mational Science Foundation Research Experience for Undergraduates Program — Fulltime
Deparment of Physics, University of Mevada, Las Vegas, NV (May 2008 — Angust 2008)

*  Worked on developing a system to create molecular glasses of molecules with a high dipole moment to mage
ferroelectric domaims

#  Frepared ferroelecmic ceramics and carbobydrate glass samples using glass polishing technigues, atomic force
microscopy, differential scanning calorimetry

Phiysics Teaching Assistant — Part Time (September 2007 — Presenf)
Deparment of Physics, Lewis & Clark College, Portland, OF.

*  Assisted i freshmen teaching labs, graded for infreductory and npper-division physics classes

Math Skills Center Tutor — Part Time (September 2007 — Present)
Deparmoent of Mathematics, Lewis & Clark College, Portland, OF.
#  Tutored remedial algebra throngh inmoductory major courses in mathematics

Laboratory Assistant — Fulltime (May 2007 — Angust 2007)
College of Ocean and Ammospheric Sciences, Oregon State University, Corvallis, OF

#  (as chromatography'mass specmometery, BET adsorption, sample collection and preparation (freeze-drying, acid
finne weatments)

#*  Wrote and revised laboratory procedure for surface area analysis using BET mstmmentation

Other Experience
#  Member of 3 student panel to secure finding to develop 2 nanoscience program st Lewis & Clark, October 2009

*  Physics Fepresentstive to Stdent Academic Affairs Board Fall 2009-5pring 2010

& PROFILE:

This profile highlights
specific, not generic,
skills that are relevant
to the position.

& PUT MOST
IMPORTANT FIRST:
Ordinarily, Education
would come next, but
Laboratory Techniques
are very important to
this position, so the
student has chosen to
put them up front.

<KEY WORDS:

Some companies scan
resumes electronically,
a2 adNB (2
g2NRaé¢ TN
advertisement, such as
specific computer or
scientific skills, foreign
languages or job
responsibilities.



Sample References Page

REFERENCES

GretaBinford

Associate Professor of Biology
Lewis & Clark College
5037687653
binford@Iclark.edu

Louis Kuo

Professor and Chair of Chemistry
Lewis & Clark College
5037687535

kuo@lIclark.edu

Benjamin Smith

Director of Division of Endocrinology
Oregon Health and Science University
5034948642

smith@ohsu.edu

Note: This student selected two academic references and an employment reference who was her

internship supervisor. Three references are usually sufficient. Choose references who know you well

and who can speak to your academic accomplishments, skills, work ethic and achievements. Always
get permission prior to using someone as your reference and make sure you send your reference a

copy of your resume.

References go on a separate page from your resume. There is no need to have “references available on

request” on your resume - this is a given.
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ACTION VERBS

Achievement
Advanced
Assured
Bolstered
Eliminated
Encouraged
Enhanced
Expanded
Facilitated
Fostered
Generated
Guaranteed
Identified
Improved
Increased
Inspired
Mastered
Maximized
Motivated
Obtained
Overcame
Promoted
Reduced
Restored
Stimulated
Strengthened
Upgraded

Analysis/
Problem
Solving
Abstracted
Analyzed
Appraised
Assessed
Briefed
Clarified
Compared
Correlated
Critiqued
Debated
Defined
Determined
Diagnosed
Dissected
Evaluated
Examined
Identified
Interviewed
Investigated
Judged
Maintained
Mapped
Monitored
Observed
Perceived
Ranked
Read
Reasoned
Related
Researched
Reviewed
Screened
Scanned
Solved
Studied
Summarized
Synthesized
Verified
Visualized

Assistance
Advised
Assisted
Bolstered
Collaborated
Contributed
Consulted
Cooperated
Enlisted
Facilitated
Fostered
Helped
Participated
Referred
Served
Strengthened
Supported
Sustained

Communication
Addressed
Advertised
Answered
Briefed
Communicated
Corresponded
Debated
Explained
Expressed
Facilitated
Interpreted
Interviewed
Lectured
Listened
Narrated
Prepared
Presented
Publicized
Recorded
Responded
Spoke

Wrote

Creation &
Development
Acted
Adapted
Authored
Bolstered
Built
Charged
Clarified
Composed
Conceived
Corrected
Created
Designed
Developed
Devised
Discovered
Drafted
Eliminated
Established
Expanded
Expedited
Initiated
Innovated
Instituted
Integrated
Introduced
Invented
Launched
Modified
Originated
Perceived
Performed
Planned
Prioritized
Produced
Promoted
Proposed
Recommended
Reduced
Refined
Revamped
Set

Shaped
Simplified
Strengthened
Upgraded

Negotiation
Advised
Advocated
Arbitrated
Bargained
Expedited
Facilitated
Lobbied
Mediated
Merged
Motivated
Negotiated
Persuaded
Promoted
Reconciled
Solved
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Operations
Adjusted
Adapted
Bolstered
Clarified
Corrected
Eliminated
Expedited
Facilitated
Fixed
Implemented
Installed
Performed
Prepared
Prioritized
Produced
Programmed
Promoted
Ran
Reduced
Repaired
Serviced

Set
Transported
Upheld

Used
Utilized

Organization
Accumulated
Assembled
Built
Catalogued
Clarified
Coordinated
Correlated
Detailed
Developed
Facilitated
Filed
Gathered
Graphed
Indentified
Inspected
Located
Maintained
(records)
Mapped
Met
(deadlines)
Methodized
Obtained
Planned
Prioritized
Processed
Programmed
Reorganized
Reproduced
Retrieved
Revamped
Revised
Scheduled
Set
Simplified
Solved
Streamlined
Structured
Synthesized
Systemized
Updated

Persuasion
Aided
Advertised
Auctioned
Bolstered
Enlisted
Facilitated
Helped
Improved
Led
Maintained
Motivated
Negotiated
Persuaded
Promoted
Purchased
Raised

Recommended

Recruited

Service
Assisted
Attended
Cared (for)
Catered
Delivered
Entertained
Facilitated
Furnished
Listened
Maintained
Prepared
Procured
Provided
Satisfied
Served
Supplied

Supervision/
Management
Administered
Allocated
Approved
Arrangede
Assigned
Authorized
Coached
Conducted
Decided
Delegated
Directed
Dispatched
Distributed
Educated
Encouraged
Enforced
Evaluated
Executed
Exercised
Expedited
Facilitated
Fired
Followed
(through)
Hired
Implemented
Instructed
Led
Maintained
Managed
Met
(deadlines)
Monitored
Motivated
Organized
Oversaw
Planned
Prepared
Regulated
Reinforced
Responded
Retained
Reviewed
Scheduled
Set
Supervised
Taught
Trained

Teaching/
Counseling
Adapted
Advised
Advocated
Aided
Assessed
Assisted
Briefed
Charged
Clarified
Coached
Communicated
Conducted
Consulted
Coordinated
Demonstrated
Educated
Empathized
Guided
Helped
Implemented
Improved
Influenced
Informed
Inspired
Interpreted
Investigated
Observed
Perceived
Persuaded
Restored
Saved
Shared
Solved
Spoke
Strengthened
Substituted
Supported
Sustained
Taught
Trained
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TOP TEN RESUME MISTAKES (ADAPTED FROM PETER VOGT, MONSTERTRAK CAREER COACH)

e Typos and grammatical errors
Your resume needs to be grammatically perfect. If it isn’t, employers will read between the lines and draw not-so-
flattering conclusions about you, like: “This person can’t write” or “This person obviously doesn’t care.”

e Lack of specifics
It’s important to move beyond your basic job description to more detailed information about your
accomplishments. For example:
=  “Worked with employees in a restaurant setting”
»  “Recruited, hired, trained, and supervised more than 20 employees in a restaurant with $2 million in
annual sales.
Both of these phrases could describe the same person, but clearly the second one’s details and specifics will more
likely grab an employer’s attention.

e Attempting “one size fits all”
Whenever you try to develop a “one-size-fits-all resume” to send to all employers, you almost always end up with
something employers will toss in the recycle bin. Write a resume that clearly shows how and why you fit the
position within a specific organization.

e Highlighting duties instead of accomplishments
Employers are much more interested in what you've accomplished than a simple list of what you've done. Here
are some examples of simple listings of job duties:
= Worked with children in a day-care setting
=  Updated departmental files
Each of these statements could be strengthened by stating:
= Developed three daily activities for preschool-age children and prepared them for a holiday program
performance
=  Reorganized 10 years’ worth of files, making them easily accessible to department members

e Going on too long or cutting things too short
Begin by creating a full list of all of your activities and accomplishments. From there, choose which items best
represent yourself for any given position. Work with 3CE staff to help prioritize your various activities and skills.

e Abad objective
A generic objective is not helpful in selling your best self. If you choose to include an objective, be sure it is
specific and, more importantly, something that focuses on the employer’s needs as well as your own. Rather than
including a non-descript objective, consider highlighting your unique skills and abilities in a “Summary” section.

e No action verbs
Avoid using phrases like “responsible for.” Instead, take advantage of the 3CE Action Verb list to develop some
powerful statements about your skills and accomplishments.

e Leaving off important information
You may be tempted to eliminate jobs you've taken to earn extra money. However, the soft skills you've gained
from these experiences may be more important to employers than you think.

e Visually too busy
If your resume is wall-to-wall text featuring five different fonts, it will most likely give the employer a headache.
You can create a stylish resume without going overboard. Get the opinions of several people before finalizing
your resume, and simplify if necessary.

¢ Incorrect contact information
While it seems obvious, many people accidentally list the wrong contact information. Double-check even the most

minute, taken-for-granted details before sending your resume.

For other tips & questions, contact 3CE at 503-768-7114 or visit the 3CE website at go.lclark.edu/3CE.
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