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Resume Tutorial

Full Name
i | ive, h \
What’s a Resume? 100 G03) 6417574 abennet@anseimedu
A resume is a one page written document describing your _ _
. . . . . Education Saint Anselm College, Manchester, NH
education, experience accomplishments, skills, and inter- Bachelor Of Arts, Economics, May 2002, GPA 3.9

Certificates in French And International Relations

ests. It isacritica item in the job search process, as
employers use the resume to screen candidates and to

Relevant Course Lotus, Word Perfect, Windows, Excel

u . ‘ .
decide who to interview. Think of the resume as an adver- oo Epelon Sigma Natioral Schaiastc Horor Sociey
tisement, and use it to demondtrate to the employer that you Experience intern (Spring 2002)
have knowledge and abilities related to your employment Researched f;?o;gz?s'i%y‘f:‘;;“;ﬁ'a” for solid waste
gods. If you are looking for different types of jobs you may L Techmician (Summer 1999')
need several versions of your resume. Toun of For Ken Waler Dept. For Kert, ME
aintained records O e town's drinking water contents
represent the department when meeting E3/\/ith EPA officials.
Activiti Sports Edit 1998-2002
Types Of Resumes civies Aﬁsoerlr??ian IYOe;r(book, Sainz Anselm C_olleg_e o
There is no oneright way to do aresume. Format and style e Seor Section. Duties mclucied layout of pages. g
can Va’y from pers:)n tO per&n. The |mp0rtmt th| ng iS |t copy, photo selection, compiling sports statistics
should be clean, easy to read, concise, professional, and Feonomic Society Member (1999)
reflect your skills and abilities in a way in which you are Toachars aid for Special needs chicren i reading, writng,
comfortable. Below are some standard resume styles, but science and mathematics
many people opt to be creative and use a combination of French Tutor (2001
ayles Alumni Weekend Committee Member (2000)

International Relations Club Member (1999-2000)

Chronological Resume

X i Sample Chronological Resume
This style uses an experience based approach. Past work

. . . . . . F ” N
e>(pa'lallce IS hlghllghtaj md plm in ra/e‘%' Chrqn()logl_ 100 Saint Anselm grive, ?A;?\u:erlester, NH 03102
ca order. Job titles, organizations, and responsihilities are (603) 641-7574  abenneti@anselm.edu
||Sed Thls Hyle IS_ C.0n9dae.d trwltlond and IS mog Education Saint Anselm College, Manchester, NH
appropriate for individuals with alot of work experience. B.A. Theology, May 2002, Graduated Cum Laude
Experience Sacred Heart University, Fairfield, CT
) Prograén Assi_stagtr; Studenthctivfiti%s (gffi%e Aug 98 - Mg);f o1
. upervised the operation of the Student Activities ice
FunCtlonaI Resum.e . Regogrce Roqm gnd worl_< study staff. o )
This style uses a skills based approach. This style empha R e - et Activiies Office
sizes skills versus J_ob respons b_|||t|es Functlonal resumes Saint Anselm College, Manchester, NH
work well for individuals with little experience and for e earmed and applied ffocte Sils for mieracing Wi
th0$ WhO Want to mta fldds Unrd ataj to ther ma or. . Iri?rggf;r;smaer:f (rjtiesstl:?;\ancgdh 2gusr:gj§g?j?saind administrated
for one hundred and sixty residents.

H H i Stud P ing Board Presid May 01 - May 02
Combination Resume LestlershiP  Sicosssil Tostered improved commurication and sronger
This style features both skills and experience and works Boar Admimiation and e Sudent Goverment -
well for students. There are several ways this can be done. Assoctation.

One way isto list your experience most related to your Offce of Residontal Lfe June 2000 - August 2000
career godl first. Another is to have a skill heading and list " Brorand Pt Shop. - (e Mieroseft Publsher, Am
experiences that are related to that skill. This approach is " fret oar et rmes ineucing oe Breakers”win
u%fu' If your e)(palmce IS Vay dlva.$ md In avarlay Of Honors Dean’s List - sev?n consecutive semesters

funCti Onal areas. Selected for Who's Who Among College Students, 2002

Computer Skills  PageMaker, Photoshop 4.0, Microsoft Publisher, Windows
platform, Macintosh platform, Frontpage, HTML, Javascript,
Lotus Notes, Word, Excel, Powerpoint.

Sample Combination Resume
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