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Comparison

RESUME CURRICULUM VITA
v'Emphasizes brevity & v'Emphasis is on elaboration
conciseness v’Usually more than 2 pages
¥'Usually 12 pages, depending  Focus on research and
on work experience teaching experience, and
v'Format of choice in publications
business, some non-profit and v'Format of choice in academia,
gov.ernme.nt, and St'f“cf medicine, research institutions
positions in academia and labs, and some non-profits

http://myspacetv.com/index.cfim?fuseaction=vids.individual&videoid=32074125
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A Resume...

v'Gets on average 15 — 20 seconds of
review

v"Can make an immediate positive impact

v"Has no cookie-cutter approach
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v"Many opinions in
regards to style,
format, look, and
content

v'"We try to stay current

v'Ultimately, YOU
make your resume
decisions
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Style Do’s

Resume Paper

MARTIN B. SHERIDAN

(516)999-000
sheridanmb 123 @email.com

SYSTEMS ANALYST / BUSINESS ANA"

Fifteenwears of progressive expeience evaluating, <
— processes to support salutions for U.S. and Canar
Excellent training, troubleshoating and probler,: -

based SAF RIS 7

PROFICIENCIES

Hardware

Operating Systems
Software Products
Mainframe

‘/ @é@ A W%~Z@~W/cmé

ABC PHARMACELTICA, ey, 1ansas
(Newhy croated U5, phi
the recent merger of < . cary and FINE “oit

o o O Advisor, IS Infrastrucfure, 19939 to Present
Senior Systerms Ans st, 1996 to 15939 ems Technic:
Systems Analyst, 1991 to 1998 starns Techni o
Administer project lifecydes of eutput man2y-, JET fibtU S, and Cana
initial planning and technology acquisitior: i, . ring and operaticn:

#* Launched program that reduced cost of 8., ¥ million annually.
* Increaszed arder ing 80% due to impl ta“ or

«  Daveloped disastar racovery and backup polides/procadires for output managen

Have others proof read all of &

#AS — Computer Science for Business — Miszour Institute of Technology, Kanzas City, 1933

CONTINUED FROFESSIONAL DEVELDOFPMENT
L4 L4 Advanced Competencies: UNIX (19990, DBZ (2000), Connect hailbox — Mainframe (1997) and LMIX
m m (19993, CA-View (10067, CA-Deliver (1005), Vista Plus (20007
O u r S u I tt e a t e rl a S Inter medizte Competencies: Web [evelopment (1997), Microsoft Office Suite (1995 to 2000)
Training (1982 to 199E): Client Server Technical Overview, Client Server Metwoking and

Cammunications, Client Server Object Technology, Time Management, Managing Corfiict and
C tation, Wiritten C icafions, Interaction Skills
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| TN 00000 |
The Header

Sophia R. Becker

888 N. Craven Drive #22
Monmouth, OR 97361
503-838-0000
o sbecker@yahoo.com

-!/
v'f
o"./
--/

v'Letterhead- Contains basic name and contact
information

v"Name should be the longest and largest part
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The Header

Sophia R. Becker

888 N. Craven Drive #22
Monmouth, OR 97361
503-838-0000
sbecker@yahoo.com

v'Choose one phone number
v'With professional voice-mail greeting

v'Or answered in a business like manner

M fW"EO



| TN 00000 |
The Header

Sophia R. Becker

888 N. Craven Drive #22

Monmouth, OR 97361
R 503-838-0000
sbecker@yahoo.com

vIf a cell phone is listed...
v'Have a professional voice-mail greeting
v'Do not answer when driving

v'Do not answer in a noisy place

B fWEO



| TN 00000 |
The Header

Sophia R. Becker

888 N. Craven Drive #22
Monmouth, OR 97361
503-838-0000
sbecker@yahoo.com

v"Your e-mail address is important, as well...
v'Have a professional e-mail
v'"NOT something like: Gl'ﬂ iE:J
v'batgirl@teleport.com

v'partydudeg3@gmail.com

B fWEO


mailto:batgirl@teleport.com
mailto:partydude93@pmail.com

| TN 00000 |
The Header

v'There are many “right” ways to format a header...

Sophia R. Becker

sbecker@yahoo.com

414 N. Meridian Street, #2331
Monmouth, OR 97132
503-554-0000

Sophia R. Becker

414 N. Meridian Street, #2331 e Monmouth, OR e 97132 e 503-554-0000 e sbecker@yahoo.com

M fW"EO




B ——
The Objective

OBJECTIVE

Seeking admittance into the Counseling Psychology
Program at Hampton University

v'Be specific in your objective to the
program and university...

B fWEO



B ——
The Objective

OBJECTIVE

Seeking Mental Health Care Giver | position with Sky’s the
Limit Action Agency.

v'Or Be specific in your objective to the
position and the employer...

B fWEO



| T—— ]
Education

EDUCATION

B.A., Psychology with Spanish Minor Expected June 2012
Western Oregon University, Monmouth, OR

v'State your degree (BA, BS, MAT) with the discipline.
Include authorization & minor if relevant.

v'High school should NOT be listed unless there is a job
connection to the town or school.

v"Community College can be omitted unless there is a
connection to the town or school.

M fW"EO



| T—— ]
Education

EDUCATION

B.A., Psychology with Spanish Minor June 2011
Western Oregon University, Monmouth, OR

v'Put the date in which you have received or will
receive your degree

v'(Put “expected” until the term of graduation)

M fW"EO



Education
EDUCATION

B.A., Psychology with Spanish Minor Expected June 2012
Western Oregon University, Monmouth, OR  3.75 GPA
Hampton Honors Scholar
Mexico Study Abroad Program
Taught in Durango Elementary School classroom using fluent Spanish.
Studied people and culture while living with Mexican host family.

v'Scholarships can be listed along with GPA

v'3.5 GPA and above can be on your resume. Below
that keep it off!
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Education
EDUCATION

B.A., Psychology with Spanish Minor Expected June 2012
Western Oregon University, Monmouth, OR  3.75 GPA
Hampton Honors Scholar
Mexico Study Abroad Program
Taught in Durango Elementary School classroom using fluent Spanish.
Studied people and culture while living with Mexican host family.

v'Educational enhancement opportunities (Study
Abroad, Special Projects, Unique Research) can be
listed here.

v’ Explain the value to the reader and relate it to your
objective (list just once on resume).

M fW"EO



 TUNSE—— 00 |
Experience

Counseling Experience

Counselor May 2010 — Present

Step-up Counseling Services, Dallas, OR

Render counseling services to participants in specified programs to include individual and/or
group consultation. Administer, interpret and evaluate the results of assessment tests.
Counsel individual participants on methods to achieve program prescribed objectives.
Compile and keep accurate records of client interaction.

v “Blank” Experience = Paid, Internship, Student
Teaching, & Volunteer Experience

v “Work” Experience = Implies Paid Positions Only

M fW"EO



| TN 000 |
Experience

Counseling Experience

Counselor May 2010 — Present

Step-up Counseling Services, Dallas, OR

Render counseling services to participants in specified programs to include individual and/or
group consultation. Administer, interpret and evaluate the results of assessment tests.
Counsel individual participants on methods to achieve program prescribed objectives.
Compile and keep accurate records of client interaction.

v'Dates of experience need to be included

v'Dates go from most recent first and then work your
way chronologically backwards under each “Heading”

v'Place dates on right hand side...

M fW"EO



 TUNSE—— 00 |
Experience

Counseling Experience

Counselor May 2010 — Present

Step-up Counseling Services, Dallas, OR

Render counseling services to participants in specified programs to include individual and/or
group consultation. Administer, interpret and evaluate the results of assessment tests.
Counsel individual participants on methods to achieve program prescribed objectives.
Compile and keep accurate records of client interaction.

v'Begin your descriptions using action verbs (Manage,
strategize, train)

v'If you are currently in the position it should be
present tense. Previous positions- past tense.

M fW"EO



| TN 000 |
Experience

Counseling Experience

Counselor May 2010 — Present

Step-up Counseling Services, Dallas, OR

Render counseling services to participants in specified programs to include individual and/or
group consultation. Administer, interpret and evaluate the results of assessment tests.
Counsel individual participants on methods to achieve program prescribed objectives.
Compile and keep accurate records of client interaction.

v"No pronouns should be used on resumes

v'Test to see if you are using the correct form of verb
(action) by verbally reading your sentence with “I”” but
do not put the “I”’ in your resume.

M fW"EO



Experience

Relevant Experience

Assistant
Zinniker Business Concepts, Dallas, OR

June 2007 - Present

[ ] \vra AlaVfalalra a alvi Alaa a
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v'Be aware of focusing too much on the tasks of your
position.

v'Focus on those things that will make you a better
candidate for the position you want.

M fW"EO




| TN 00000 |
Additional Sections

ACTIVITIES & COMMUNITY INVOLVEMENT

Salem Boys & Girls Club, Salem, OR

Mentored at-risk youth in decision making skills. Connected with parents and
siblings to increase accountability for program participant at home.
Documented progress interactions through weekly reports to supervisor.

v'Use the same rules as the experience section for
community involvement, activities, and other non-work
related items.

v'Keep it relevant to your objective

M fW"EO



| TT—— 000000 |
Additional Sections

v'Other sections can include:
v'SKkills
v'Professional Organizations
v'Summary
v'Civic Experience

v Exhibits

B fWEO



Cover Letters

v'Use your same letterhead for all
correspondence.

v'Use only Ms. Or a professional title (Dr., Rev.,
President) when addressing females.

v'Know the name of the intended recipient.
A/
——
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References

v'Do not give them unless asked for.

v'Always ask someone to be your reference
BEFORE you use their name.

v'Prepare your reference givers.

B fWEO



Grants, Scholarships and Fellowships
Grants and Fellowships

v‘are commonly grouped under the heading of
"grants" where advanced degrees are concerned.
Fellowships are monies that may be provided by
many different types of entities, to include
educational institutions, which do not need to be
paid back. An excellent source of Fellowship @

information is located at: :

http://cuinfo.cornell.edu/Student/GRFN/

B fWEO


http://cuinfo.cornell.edu/Student/GRFN/

| TUN—— 000000
Assistanceships

v'Assistantships provide students with a stipend to
help them cover the expense of their education,
while in return providing their institution with a
source of labor for teaching and performing
research. Each university administers its own

Assistantship program.
B

L

1
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Tuition Payments from
= ==  Employers

5 \ " ‘_L i
NN

v'In 2003, 72% of all U.S. companies offered some
form of a tuition reimbursement program, with 69%
offering compensation for Graduate studiess. Many
employers attach certain terms to this benefit, such
as requiring passing grades or obligating employees
to work for the company for a certain period of time
for each course provided.

M fW"EO




| TN 00000 |
Federal and "Private"

Student Loans

v'The amount of Federal student loan money
available to Graduate, Professional and Doctoral
students through the Stafford loan program is
significantly higher than for Undergraduate
students.

M fW"EO



B —
Federal Work-study

v'"Work-study is a government-sponsored form of
financial aid which encourages students to become
involved in the community. Each work study
program is campus-based, and you should check on
availability of these positions with the financial aid
office of the institution which you intend to attend.

M fW"EO



Google- “How to pay for
graduate school”

|23 3] L~

Eie Edit Yiew Favortes Tools Help

Coogle |G~ financia aid for grad school 'IEn {8 D & E7 - | €9 Bookmaiksw PR | 35 Check ~ 4 Autolink v | Aokl e Sendlow 5 P () Settings=

80 | -] @ Finenciat did fororad Xl@resu.mevscv—GaagleSe | B Page v

ook v

‘GRAD SGHOOL HOME FIND A SCHOOL.

Ouerview | Scholarships | Federal & State Aid | School-Based Aid | Student Loan Center
Advice Center

) T
Err Usemame Pay for School: An OVerview  rinancil i This ont: ERSON'S
— eyt
* Fulbrint Scholarshios:
Finding money for graduate schocl s more e 01D YoU KNOW?
Eorset vour Usemame or chalknging than finding t o college, out it s B
Password? outthere. Opportunities existin an array of * BLUS Loans for Grad
forms, including coveted teachin il
assistantships that can hep sish yourfution * Paving for Your HBA
’ Financa| Resources.
‘QUICK SCHOOL SEARCH bl [ —
* The Teacher Loay
Enterpart/al of name | 1 yantyour sh K about what you do Foraiveness Program CHANGE EDITION
E—— = prospective programs

in the application Professional International
jou need to compee 1o get ahead, perenson s semvices
QUICK TEST PREP SEARCH

Select A Test -

hat You Can Do From Here:

FoLL

Did you take AP

classes in high schoal?
* Explore Student Loans and Get Smart Borrowing Ti

€ Yes Lgotoredic
for the axams

Stay on Top of Your Financial Aid Search Mo, but Luieh 1
The number ane thing you can o to ensure that you get the aid you need is to start (el
your search as early as possibk.

igh schoal
=rd snough

 Financial

ountdown: Erad School

|
[T [ ®0 [ @ ntemet [®00% »
#Start] | [O] All Faculty-Stat .| [#]9 Microsoft 0. +[[@ Financial Aid{... |= Class Presentati.. | [3]3 Microso 0. ~| | C~ [«@% rarpm

http://www.Kiplinger.com/magazine/archi
ves/2006/01/gradschool.html

http://www.princetonreview.com/grad/fina
nce/

http://www.petersons.com/finaid/file.asp?
Id=1080&path=qgr.pfs.overview

http://www.gradloans.com/graduate-
loan-faqg/

http://graduate-

schools.suite101.com/article.cfm/how to

pay for graduate school
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http://www.kiplinger.com/magazine/archives/2006/01/gradschool.html
http://www.kiplinger.com/magazine/archives/2006/01/gradschool.html
http://www.princetonreview.com/grad/finance/
http://www.princetonreview.com/grad/finance/
http://www.petersons.com/finaid/file.asp?id=1080&path=gr.pfs.overview
http://www.petersons.com/finaid/file.asp?id=1080&path=gr.pfs.overview
http://www.gradloans.com/graduate-loan-faq/
http://www.gradloans.com/graduate-loan-faq/
http://www.gradloans.com/graduate-loan-faq/
http://www.gradloans.com/graduate-loan-faq/
http://www.gradloans.com/graduate-loan-faq/
http://graduate-schools.suite101.com/article.cfm/how_to_pay_for_graduate_school
http://graduate-schools.suite101.com/article.cfm/how_to_pay_for_graduate_school
http://graduate-schools.suite101.com/article.cfm/how_to_pay_for_graduate_school
http://graduate-schools.suite101.com/article.cfm/how_to_pay_for_graduate_school
http://www.petersons.com/gradchannel/file.asp?id=1080&path=gr.pfs.overview

