Resume Basics




MINDY MORE
333 Thomas More Parkway, Crestview Hilla, KV 41017
Aiore Ethomasmaore edu = (333 333-3335

EDUCATION
Bachelor af Science im Psvchology Anticepated Graduation:
] Thomeas hlore University; Crestview Hills, KY December 2019
P a g e WORK EXPERIENCE
Package Handler Gensonal 1006
TPS; Hebrom, RY
*  Wored efficienthy within a fast paat envircament
reCOI I I I I Ien e # Lifted, lowered, and alid paclages up to 70 T
& Troubleghot poteatial and curment izgues nightly
Server Jane 2016-Present

Orienial Wok; Lakeside Park, BT
#  Accurstely ook ooders 1o ensure aatisfaction of custoamesa
#  Provided service in tmely menner by preotiiizing tasls

Bavista Jasmpary 200 3-Fane 2016
Btarbucka; Florencs, BT

*  Muliiiesked by accomtely racking moltiple complex orders

&  Fonctioned constructively and professsonalty with other team members

#  Mamtamed a well-copanized wosk sefiing

INTERNSHIF EXPERIENCE
Mentoring Intern Jatwe 20 16-Auguat 2014
Lafe Learming Center, Covington, KY
»  Faciliiied educational workshops and aciivibes ammed m promotmg posdove selfesicem and leadersiup

No more than 2 ===

# Provided futoring in math, science and wrrting to high schocol age shodemts

CAMPUS AND COMMUNITY INVOLVEMENT
a e S Events Coordimator september JI1S — My 2016
Themmas hore UTaiversity Camguas Activities Boand; Cresbrssw Hills, Y

# Conmected and hired vendor for various events on camge
*  Wodied with Undverasiy Bisk Manapement Department to secaore contracts
&  Manpzed a bodaet of FE000



RESUME

What to include...

- Heading & Contact Info
- Objective

» Skills & Strengths

» Education

- Work Experience

- Additional Sections



A Skills Section (optonal)
""""""""""""""""""""""""" 1 Which ncludes COMPUTCT CRpononc, languadgos, cermcations, Special Tmaiming,

A Heading equipment, elc. . relevant to position listed in the objective
"1 Heading name should be & slightly larger font to stand out A Volunteer Experience or Activities Sections (opbonal)
(1 Can have 1 or 2 addresses (ex, schoal and permanent]. Include: house number,

. . ] Include position held, name of organization'growp, city and state {or country),
sireet name, city, stala. and zip. dates of imschverment, and fask preformed or awards received
1 Telephone number including area code {make sure your voicemail is set up).

1 Email address (that is ‘professional’ in nature & excluding hypearlink). Honors or Affiletions Sactions foptonal)

An Objective (aptional} L1 Include the organization/group, city and state (or country), any awands recenved,
and dates af involverment
1 That helps the employer understand the specific position you are seeking and Extra Notes
the skills that you hawe o offer the company {awvoed using “sithernior” stataments;
e finance or accounting |- » Your resme st nof inclivde

An Education Section « Speling emors, confraciions, abbreviations, of typos
= Personal pronouns such as me, my, o |
L1 With the name of the university you are attending and the city and state (or # Slang or irite exprassions (sx. Working wilh people, hambworking, great
countny) which it is locabed. comamumicatar edc. )

L1 With the degrea that working to obtain spelied out (Ng gbbreviations!). = Reference to race, religion, poliical preference, handicap/disability,
- . e TR s SRR ::. ! otc._ . unless it has a direct beanng to the careor objective
L1 ‘With your minor (if applicabls).

v Your resivne showld be:

L1 With the month and year thal you expect to graduate. +« 1 pags long (2 at most) and easy to read (clear and concisa)
C1 Use GPA anly if 3.5 or above, use 1 decimal point: 3.8 not 3.85 {optional). «  Consistent Tommeal regardmg hings such as penod usagea by sechon, wiay
L1 with any previoushy obtained degrees, universities attended, or study abroad dates are isted by section, matching font Style, matching font size.
programs oul I (i apphcable) "Hafemg“imq:;i:hﬁml EI::". " should not be lsted hea

01 Can include relevant coursework, projecticanference info, or awards (optional). - rEnCes Aval pon Fequest s nol b frsled on e resurms

| ] = [f the employer has specifically requested references, list themon a

A Work Experience Section(s) separate page
» Incleding that person’s :, title, Addres h ber, email, and
[ With the organization's name for each work experience listed. 1}";: Igﬂﬁuﬁlﬁﬁn:;nmp' = FrEs, S TLREr, St @
L1 With your position title listed. « B sure to get ther permission firstl
1 'With the dates [manth and year anly) lisled. =  Remembear thal & recsumme is a rmsans of relating skills, achievermanls,
1 With the city and state (or country) in which each orgamzation s located qualificatons, paersonal qualies, and interests that will comeey Row you can
» Mote: streat address and contact names ehould not be included banell the prospaclive employersl

1 'With an action verb or phrase at the beginning of each bullet pont describing the
responsibilities or measurable resulis achieved within each role (no paragraphs).
» Examples: evaluated, developed, managed, organized, promoted...
C1 with verbs written in the cormect tense (past or present). If you are still working
there usae present tense. If you no longer work there use past tensa.

1 Wihen sassible includs “haw much ™ “how mame " “how often” te hickliaht Iasks




Formatting, Organizing, & Style

Resume Should Include: Resume Should NOT Include:

- Spelling errors, contractions,

- 1 page recommended, 2 pages abbreviations, or typos

allowed |
- First person (me, my, )

- Simple fonts: Times New

. S
Roman, Arial, or Georgia N3

| - Reference to race, religion,
» Use font size 10-12 oolitical preference,

- General summary of role nandicap/disability

» References or “References Upon
Request”

- Key accomplishments



Word Choice

- Use action verb at the beginning of each bullet point

11 11

- When possible include “how much”, “/how many”, “how often” to
highlight tasks

. Correct verbs' tense = present or past

* If you are still working there, use present tense
* If you no longer work there, use past tense



Need help building or updating your
resume?

+ Email with the subject "Appointment
Request”
» You will receive an email from with

the scheduling link.


mailto:icgstaff@thomasmore.edu
mailto:husere@thomasmore.edu




Objective

Overview of your short-term professional goals
and explanation of why you're seeking
employment.

About 3 sentences
This needs to be edited with EVERY application.

Edit the objective to match the job description
of the position that you are applying for.

Example: | am a highly driven recent business
school graduate seeking a full-time position in
finance where | can lend my knowledge of
market analytics to help your organization
improve profitability.







Education

Name of University

City and State

Graduation date or expected graduation date
Bachelor/Master of Arts/ Science in *blank*
Minor or concentration

Honors status?

Bonus for relevant courses

This Photo by Unknown Author is licensed under CC BY-ND


https://www.sienanews.it/cultura/eventi/il-primo-graduation-day-delluniversita-di-siena/
https://creativecommons.org/licenses/by-nd/3.0/

Work
Experience

Company Name

City and State

Job Title

Start-End Dates month/year

Brief Paragraph on job description

Bullet points are for key
accomplishments




Bullet Point Writing Formula

Power Verb + What you did + Result/Outcome=Quality Bullet Point

Examples

- Filmed and produced a 10-minute documentary on Mental
Health awareness for residents

- Process personal tax returns for low-income families

- Developed interactive lesson plans for 5" grade students
focusing on expanding vocabulary

» Organize monthly events on campus to promote diversity



Additional
Sections

Volunteer Experience
Internships

Professional Certifications
Honors and Awards
Collegiate Athletics
University Activities

Research or Presentations

This Photo by Unknown Author is licensed under CC BY-NC


https://www.pngall.com/award-png/download/54566
https://creativecommons.org/licenses/by-nc/3.0/

First & Last Name

Ful Malling Address = Phone Mumer = Emal Address = Porfollo or Linkadn Link (eptional)

s References do not

Tille ar Pasilian

Deparment (optional)

go on resumes
Slrect Adoress

Gily, Stale Jip

Phone Number (Inclucing arca codic)

Cmal Address
Recdaianship i Yoy

Mr, Zzch Rechibn

Coardnator ol Career Planning

Instiise for Career Development end Graduate Sehool Banning Ma ke a se pa rate dOCU ment for yOU r
Thamas Mo Lresersity .
533 Thomas Mare Parkway profeSS|ona| references

Creshaew Hilks, KY 41017
(B39 44-3325

S — 3 is a safe amount

Superdsor for Wark Sudy

PD. Thomas More Always ask people before listing them

i Examples of people who can be a reference are
erastron e ot 1017 supervisors, coaches, professors, leaders from
semspaverscn places you volunteer, student officers from

Professor and Academic Adveos

clubs, etc.
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