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Office of Career Services

Writing an Effective and Powerful Resume
Purpose
The purpose of preparing a resume is to assist you in obtaining an interview with a prospective company or organization; not to get you a job. You can "sell yourself" to a potential employer much better in person at an interview than you ever could on paper. But, it’s the resume that is used as a marketing tool to create the opportunity for you to meet with, and provide additional information regarding your qualifications to an employer.

A resume is essentially an "advertisement" which summarizes your employment history, volunteer and community service experiences, education, accomplishments and skills for the employer. If the employer likes what is represented in the resume, and you seem to meet the qualifications for the job, the employer will hopefully want to arrange a personal interview. 

In order to be competitive in the job market, your resume must be appropriate, consistent and error free. There are a variety of resume styles, which are considered appropriate, and which style you choose depends upon what you consider to be your strongest selling point for the type of position you are seeking.

There is no "right" way to do a resume, but there are many things that may be inappropriate on a resume. The following are several suggested guidelines to follow in order for your resume to be the strongest marketing tool possible. 

Suggested Resume Guidelines
 
· Restrict your resume to one page only if you can adequately reflect your background on one page. Two page resumes are acceptable but avoid superfluous information or excessive language. Your second page should have name and page number on the top of the page as well as fill up at least half of that page. Remember that your resume is meant to act as an "advertisement" for you and should primarily include information that is relevant to the position for which you are applying. Use it to entice the potential employer, but save some of the details for the interview. 

· On average, an employer initially spends only 15-25 seconds reviewing your resume, so keep it brief and refrain from over elaborating. 

· Keep your resume as standard as possible, relying on your cover letter to stress your ability to meet the employer’s special needs. 

· Maintain a one-inch margin at the top. When sent by e-mail or fax, your name may get chopped off in transit if there isn’t adequate space. 

· Use good quality paper and conservative colors (whites, light ivory or cream), and use proper spacing and adequate margins. Avoid paper that is "speckled" or dark in color, which may be difficult to read and does not always photocopy and/or scan well. It is not unusual for an organization to photocopy your resume and distribute it inter-departmentally. The cover letter and envelope should match the resume paper. If you think a computer may scan your resume, use a large white envelope to avoid folding. A scanner can misread folds in a resume. 

· Do not use a type size that is smaller than 10 point. Preferably, use 11 or 12 point for easy reading. Also, choose a font that is professional, such as Times Roman or Arial, and avoid abbreviations throughout the resume. 

· Never include personal information such as age, marital status, height and weight, health, etc. Your space is limited and can be better used to highlight your skills and qualifications. 

· Use a quality printer such as a laser or ink jet. If you cannot create an attractive resume, then take it to a printer for typesetting. All correspondence to an employer, including the envelope, should be typed rather than handwritten. 

· Appearance is important. Studies show that 60 percent of employers form an opinion of a candidate based on the appearance of their resume and cover letter alone. A sloppy, disorganized resume and/or cover letter may be viewed as an indication of a sloppy, disorganized employee. 

· Be sure that your resume is error free. Your resume is often your first impression with a potential employer and if there is even one error, typographical or grammatical, it may be your last impression, as well. Ask several people, including a staff member from the Office of Career Services, to proofread your resume for errors. After developing your resume, it often becomes difficult to detect all of the mistakes yourself. 

· Remember that your resume is a work in progress. You should update your resume at least every six months – whether you’re currently looking for new employment or not. 

Resume Styles

There are several types of resumes from which to choose. The important point is to choose the style that is best suited for your individual needs.

Chronological Resume
· List jobs held in reverse chronological order, and describe the responsibilities and accomplishments at each position. 

· Dates are clearly visible. 

· Most common resume style. 

· Emphasizes education and work history. 

· Recommended for people who have work experience that is related to the job that they are pursuing and who don’t have gaps in their employment history. 

Functional Resume 
· Emphasizes functional skills/accomplishments. 

· Skills/accomplishments are chosen and listed based upon past experiences and relate to the type of position(s) being applied for or field of interest. 

· Skills/accomplishments may be divided into various categories and are written using action verbs. It is not mentioned how or where skills were acquired (through education, work history, hobbies, volunteer work, etc.). 

· Work history is de-emphasized by locating this section toward the end of the resume. In listing work history, only job title, employer, location and dates are given, not what was done at each job (which is given above in the skills section). 

· Recommended for people who are changing career fields, are non-traditional in age and have many work-related skills, have no related work experience, have been out of work for a long time, or have had many different positions. 

The Internet-Ready Resume

Many people still think the resume you put online is not the same document that you created to print out and mail to prospective employers or hand to interviewers. This is untrue. You do not need a different resume, you only need to alter the format of your resume to make it easy for you to post, copy and paste, or email it to employers. 

When done correctly, your well-written, well-prepared resume will contain all of the necessary keywords to attract attention whether it is being scanned into a resume system, indexed and searched online, or read on paper by a real human. 

Resume Versions to Prepare

Job search experts recommend you keep duplicates of your resume in each of these versions or formats. 

1. A Print Version, designed with bulleted lists, italicized text, and other highlights, ready to print and mail or hand to potential contacts and interviewers. 

2. A Scannable Version, a less-designed version without the fancy design highlights. Bulleted lists are fine, but that's about the limit. 

3. A Plain Text Version, a plain text file ready to copy and paste into online forms or post in online resume databases. This is also referred to as an ASCII copy. 

4. An E-mail Version, another plain text copy, but this one is specifically formatted for the length-of-line restrictions in e-mail. This is also an ASCII copy. 

This is the same document presented in four ways, each formatted for a specific delivery purpose. 

Why Plain Text?

You could just use the forms most databases provide to build your resume in their system, but resume experts like Susan Ireland don't recommend you do this for several reasons. 

1. They don't let you spell-check. Preparing your resume in advance using your own word processing program allows you to spell-check your resume and revise it as needed until you are happy with it. 

2. They force you to use their resume format. Most online forms and builders insist on a chronological resume, which focuses on work history. Career changers who would prefer a functional resume with its emphasis on skills will be at a disadvantage. 

3. They don't let you save your work and use it again. If you build it in their database using their form, you've done a lot of work for only one site, which means you will have to repeat your effort for every database you encounter. Prepare it in advance on your own computer and you have it to use as much as you like. 

What about an HTML version?

Many job seekers are creating "webbed" resumes in the hopes of being discovered or as a place to refer an employer who might want to see more than what is usually found in a resume. An HTML version of your resume works particularly well for persons in a visual arts field, but it could serve anyone, provided it is done right and for the right reasons. 

· Doing it right means starting with a basic HTML version of your designed resume, not an overloaded page of Shockwave and Java effects, huge graphics, and audio files that takes more than 2 minutes to download over a 56K modem. 

· Doing it for the right reasons means turning your resume into a portfolio, complete with links to former employers or projects already publicly available online. Be sure you are not violating any copyright or confidentiality clauses by putting information online without prior approval. 

The biggest problem with HTML resumes is TMI - "too much information". Many people make their resumes part of their personal web site, loading it where there is all kinds of information an employer does not need to know before you are hired, including your marital status, ethnic background, religious affiliations, personal interests, past or present health problems, and much more. Allowing an employer to learn so much about you can lead to potential discrimination problems that you may never be aware of for the way you look, your political or religious beliefs or any number of other reasons. 

We know some career management professionals advocate the use of photos plus personal biographies for executive clients, stating this is the same information you would find in an executive bio released by the company for publicity purposes. However, we still urge job seekers to be both conservative and conscientious about what you are telling prospective employers before you actually get called into an interview.
Always remember, your resume presents the image you want employers to see. For this reason, it is important that you keep your presence entirely professional, never linking your resume to any personal information. If you decide to add an HTML resume to your campaign, post it in a location separate from your personal web site, and do not link between the two.
Resume Components

The typical resume has several components. Be aware, however, that the category titles you choose to utilize on your resume may vary from those mentioned here based on your unique experiences.

Identification 

Your name, address and home or message phone numbers with area code should be at the top of the resume. Including a work phone number may send a message to a potential employer that you are willing to conduct personal business on company time. If you have a personal e-mail address, you may include it here as well. Be sure, however, that your e-mail address is appropriate for business use and that you check it regularly.

If the phone number you list is left unattended during the day, strongly consider investing in an answering machine. Employers who want to contact you will probably do so during "normal" working hours (9:00 a.m. – 5:00 p.m.). Be sure that the message on your answering machine and/or cell phone is professional and appropriate. 
Objective 

Provides a quick reference and shows the prospective employer that you have a focus. Describe your career or professional objective in clear and concise wording. 
If you are applying for a specific job or internship, the title of the position and the name of the organization should be listed.  For example: “To obtain the Human Services Internship at Hall County Children’s Services.”

If you will be attending a job fair it can be as simple as: “To obtain an accounting position.” or “To obtain an internship in the health sciences field.”

Your objective should not be so general that it gives the impression that you have no career direction. Most employers prefer an objective statement. The exception is if you are open to a variety of opportunities and you are going to a job fair. In this instance, you may want to consider leaving it off.

Avoid phrases such as: opportunity for advancement; a challenging position; position dealing with people; a progressive company; position with a growing company that provides room for advancement; position which requires creativity. These phrases have little meaning to the prospective employer.

Highlight of Qualifications/Summary
Having this category provides a quick reference of your strengths as they relate to the position or field. Briefly state your achievements and the range of your experience in a bullet format or a narrative statement.

Highlight of Qualifications
Using a Highlight of Qualifications category can be very effective in presenting your strengths. They are typically listed in bullet format. It provides prospective employers with needed information quickly and easily. The following is a sample of some of the qualifications you might want to consider for this section. They should be accurate and you should be prepared to give examples of each one listed on your resume in an interview. Limit the amount you list. Using more than five or six could give the impression that you are overconfident.

· Experience gained from career related internship and work experience 

· Enthusiastic team player 

· High attention to detail 

· Strong interpersonal communications skills 

· Skilled project planner with excellent follow through 

· Computer literate in IBM and Macintosh 

· Strong analytical, written, organizational and verbal communication skills 

· Finance (your) major 

· Possess extensive sales, marketing and management experience 

· Fluent in Spanish 

· Proficient in LOTUS, dBase, Excel, PowerPoint and Word 

· Excellent written and oral communication skills 

· Dedication to detail and organization standards 

· Ability to coordinate and direct multiple tasks simultaneously 

· Effective team participation in order to achieve the organization’s goals 

· Analytical strength and success working through problems and implementing solutions 

· Excellent team leader 

· Ability to prioritize tasks 

· Excellent time management skills 

· Ability to work alone as well as in group settings 

· Excellent presentation skills 

· Ability to plan and coordinate team goals 

Summary 

If you prefer the narrative format, you may combine your strengths in sentence form. For instance: “Excellent project planner and enthusiastic team player with strong analytical, written, organizational and verbal communication skills.”

Education 

If you are a recent graduate, locate this category on the top section of the resume. As you continue on in your career, it should move to the bottom, because then your most recent experience will be your marketing priority. List educational experiences in chronological order. List degree(s) conferred, major, college or university name, city and state. Optional items include grade point average (if 3.0 or above on a 4.0 scale), awards, honors, activities, affiliations with student organizations, etc. If you financed your education you may mention it here with a bullet. For instance:

· Financed 100% of education through part-time employment and student loans. 

Most of these optional items may also be categorized in a separate section called "Activities" or "Awards", instead of under the "Education" section, if you choose.

If you attended other schools and did not complete a program, or receive a diploma, certificate or degree, you may want to consider not listing them unless they fill a gap in your employment. It also can give the impression that you can’t make up your mind if you have attended multiple institutions. 

If you have very little or no experience in your chosen field, consider having a “Relevant Courses” sub-category under “Education”. List your upper level courses (6-8) that relate to the professional area that you are pursuing. Relevant courses give the employer an idea of how much theory you have had in the classroom, and the types and variety of your major courses. This section is also particularly important if you are seeking a co-op or internship.

If you are currently working toward the completion of a degree, list it first and be sure to include anticipated date of graduation, month and year. Listing your high school or completion of a GED is not appropriate if you are currently attending college or have already graduated.

Other education, such as company-sponsored schools, study abroad, military school, short courses and seminars may be included. This information should be concise and may be included in a separate category such as “Continuing Education”. Include where the training took place and the dates as well as the name of the course/seminar.

Be sure to stress academic excellence. You may wish to include academic honors such as the Dean’s list and/or scholarships.

Employment History 
Describe your work history in reverse chronological order. Be sure to include your start and end employment dates (years only), name of organization, location (city and state), position title, description of duties, responsibilities, accomplishments and skills acquired. Include action words and quantify information when possible.

Include co-ops, internships, full-time jobs, part-time or full-time summer work, clinicals, practicums or field experiences as well as volunteer jobs. When listing co-ops or internships it is appropriate to list month and year because these types of experiences vary greatly in length of time. 

Make sure to use action verbs (see last pages of handout) and illustrations with adjectives that describe what you did. Focus on your accomplishments. Label skills or strengths that you demonstrated and substantiate your claims with concrete examples. 

Use quantitative illustrations of success and contributions. For example, use numbers of people to emphasize the level of responsibility or number of dollars if you were responsible for sales or finances.

Don’t be modest. Present a tone of confident self-reliance and pride. Use examples of where you were given progressively increasing responsibilities. 

Emphasize teamwork, willingness to do nitty-gritty duties, commitment to hard work and decision-making responsibilities.

Computer Skills 
Include knowledge of computers including specific hardware, software and programs that you are familiar with.

Languages 
If you are fluent in another language(s), including English, you may want to have a separate category that says: “Speak and write English and Spanish fluently.” 

Community Service and/or Affiliations
Activities are indicators of your leadership, professional interests, contributions and social skills. You may want to include career-related activities and memberships first (i.e., professional membership, community activities, college activities, committee involvements and social organization responsibilities). Include offices held and dates.

List any career related volunteer efforts in reverse chronological order. Include name of organization, dates, position held (if applicable), and a brief description of your activities and experiences. Occasionally, however, community activities and/or volunteer work is best reported under “Experience” instead of “Employment History”, especially if you have been out of the work force for an extended period of time or when it is directly related to your employment objective.

Licenses or Certifications
This category is important if your major requires licensing or certification to practice. An example would be for education majors who need Georgia certification to teach in elementary schools. The information presented should include "State of Illinois, Type 03", including any entitlements and/or endorsements. If you have not received your certificate from the State, it is acceptable to indicate "(Applied For)" or "(Pending)". Note the use of parenthesis.

References 

It is not necessary to indicate "References available upon request" on your resume because the employer assumes this. Use a separate reference page, listing your name, address and phone number on top, and your references. It is important to have copies of your reference page prepared to bring along to the interview. It should be typed and printed on paper that matches your resume and cover letter. An employer may ask for references at the time of application, during the first, second or even third interview, so it is best to be prepared. A reference page can also be a good source of information when completing employment applications, if requested.

Traditionally, when employers ask for references, they ask for three. If possible list two employment references and one academic or two academic and one employment related reference. If you don’t feel comfortable listing your immediate supervisor at a particular job as a reference, you may want to consider using a coworker or other member of the organization who can attest to the quality of your work and your character, as well as your attitude and level of enthusiasm.

Always ask permission to use someone as a reference and provide him or her with a copy of your resume. Never assume that someone will be a good reference and list them without asking his or her permission. You should never use family members. Be sure to choose individuals who will not only represent you in a positive light, but who are articulate.

References can be listed in columns or centered on your Reference Page. Get their permission to use their work addresses and phone numbers because most prospective employers will want to check references during working hours. List the reference’s title, company/organization name, business address, e-mail address (if appropriate) and business phone number. If they do not have a business address or phone number ask if they mind that you provide their home number and note that on the reference sheet.

References should only be provided when specifically requested. This is so you have control over them. Whenever you give your references to a prospective employer, call each of your references to make them aware of the specific position you are applying for or have interviewed for. This way, your references are prepared and know who may be calling and what type of position you applied for as well as what that particular employer may be looking for based on the information you provide them with.

Salary History/Salary Requirement


Salary History 
Employers often ask that a salary history be included with cover letters and resumes. There are a few different prevailing theories on how to respond to this. We will present three of them for you to review and let you be the judge. The first is to ignore the request altogether. The argument against this is that by not responding, it may be interpreted that you cannot follow instructions or have something to hide. We do not recommend this. 

The second is full disclosure. Some career experts feel that this can hurt you, especially if your previous salaries have been significantly lower than your realistic current salary expectations. On the other end of the spectrum, if your previous salaries have been higher than what your research shows you can expect, such as in the case of someone changing careers after many years, the prospective employer may not consider you. Other professionals feel that full disclosure is proper because you are providing exactly the information that was requested. You could address this by stating “Regarding your request for salary history, in my previous position I made approximately $15,000 a year. However, that was part-time.”

If, after your research, you feel that there is a significant difference, either high or low, you may want to consider the following suggestion. The third take on this is to reply in a political manner and then provide your salary requirement, which many feel, is really all the employer really wants. This could be done by stating that “Regarding your request for salary history, I feel that in my previous positions, I have been adequately compensated. Currently, I am looking for a salary in the thirties. However, I am flexible.”

Whether you choose full disclosure or the final suggestion, the information should be in the body of your cover letter and never on the resume.

Salary Requirement 
When an employer requests a salary requirement or salary expectation, you do not need to put it on a separate page. Salary requirements or salary expectations may be included in the body of your cover letter, not on your resume. 

Here’s where your research pays off. Before you state a salary requirement, be sure that you have researched your field of interest and know what the salary requirements are so that you are making an informed statement. It is best to use salary ranges instead of one specific salary (see previous example for "Salary History"). If you place a salary range that is too low, you may not get the salary you deserve. If your salary expectations are too high, you may not be considered. Either way, the employer will know that you have not done your homework!

Action Verbs
 

	Communicative
	Creative
	Financial
	Helping
	Management

	addressed
	acted
	accounted for
	advised
	administered

	arbitrated
	composed
	adjusted
	advocated
	analyzed

	arranged
	conceived
	administered
	assessed
	appointed

	authored
	conceptualized
	allocated
	clarified
	approved

	briefed
	conducted
	analyzed
	coached
	assigned

	communicated
	created
	appraised
	counseled
	assumed

	composed
	designed
	audited
	demonstrated
	attained

	contacted
	developed
	balanced
	diagnosed
	chaired

	convinced
	directed
	budgeted
	educated
	contracted

	described
	established
	calculated
	ensured
	consolidated

	developed
	fashioned
	computed
	evaluated
	consulted

	directed
	founded
	controlled
	expedited
	delegated

	documented
	illustrated
	developed
	facilitated
	designated

	drafted
	improvised
	financed
	familiarized
	determined

	edited
	instituted
	forecasted
	fostered
	developed

	enlisted
	integrated
	managed
	guided
	directed

	formulated
	introduced
	marketed
	observed
	evaluated

	influenced
	invented
	monitored
	provided
	executed

	informed
	originated
	planned
	referred
	formulated

	interpreted
	performed
	procured
	rehabilitated
	managed

	interviewed
	planned
	projected
	represented
	organized

	lectured
	revitalized
	purchased
	supported
	oversaw

	marketed
	shaped
	reconciled
	 
	planned

	mediated
	 
	researched
	 
	prioritized

	moderated
	 
	 
	 
	produced

	motivated
	 
	 
	 
	recommended

	negotiated
	 
	 
	 
	recruited

	persuaded
	 
	 
	 
	reviewed

	presented
	 
	 
	 
	scheduled

	promoted
	 
	 
	 
	supervised

	publicized
	 
	 
	 
	 

	published
	 
	 
	 
	 

	reconciled
	 
	 
	 
	 

	recruited
	 
	 
	 
	 

	reported
	 
	 
	 
	 

	spoke
	 
	 
	 
	 

	summarized
	 
	 
	 
	 

	translated
	 
	 
	 
	 

	wrote
	 
	 
	 
	 

	
	
	
	
	

	
	
	
	
	

	Organizational
	Research
	Results
	Technical

	approved
	acquired
	achieved
	assembled

	arranged
	analyzed
	accelerated
	built

	catalogued
	calculated
	accomplished
	calculated

	classified
	clarified
	attained
	computed

	collected
	collected
	awarded
	designed

	compiled
	compared
	completed
	devised

	consolidated
	conducted
	contributed
	engineered

	dispatched
	critiqued
	decreased
	fabricated

	distributed
	diagnosed
	eliminated
	maintained

	enlisted
	designed
	enlarged
	operated

	executed
	determined
	established
	overhauled

	expedited
	evaluated
	expanded
	programmed

	generated
	examined
	improved
	remodeled

	implemented
	extracted
	increased
	repaired

	inspected
	formulated
	initiated
	solved

	monitored
	identified
	introduced
	trained

	operated
	inspected
	launched
	upgraded

	organized
	interpreted
	pioneered
	 

	prepared
	interviewed
	recognized as
	 

	processed
	investigated
	reduced
	 

	purchased
	located
	resolved
	 

	recorded
	modified
	selected as
	 

	revamped
	organized
	succeeded
	 

	revised
	processed
	 
	 

	retrieved
	reviewed
	 
	 

	scheduled
	researched
	 
	 

	screened
	summarized
	 
	 

	specified
	surveyed
	 
	 

	systematized
	systematized
	 
	 

	tabulated
	 
	 
	 

	updated
	 
	 
	 

	validated
	 
	
	


CHRONOLOGICAL RESUME SAMPLE
SALLY SAMPLE

123 Washington Street

Gainesville, Georgia  30501

 (H) 770-992-4873

(C) 706-334-9837

ssample126@hotmail.com
Objective
To obtain the Staff Accountant position with Target.

Highlight of Qualifications

· Detail oriented

· Two years supervisory experience

· Excellent communication skills

· Ability to work alone as well as in team settings

· Outstanding customer service skills

Education
Brenau University




Gainesville, Georgia



Bachelor of Business Administration


Month year



Major: Accounting




GPA: 3.4/4.0

Related Courses



Advanced Financial Accounting

Cost Accounting I and II



Federal Income Tax (Corporate)

Advanced Auditing



Management Information Systems

International Accounting

Experience
Manila Brands International



Evergreen Park, Georgia



Tax Assistant





year to present

· Perform tax compliance

· Calculate depreciation

· Maintain fixed assets

· Prepare tax returns 

Internal Revenue Service




Gainesville, Georgia

Data Converter





year to year

· Input information from 1040 and 941 forms

· Utilized Remittance Processing Systems (RPS)

Kings Entertainment, Inc.



Gainesville, Georgia

Supervisor





Summers, year to year

· Trained and supervised 15 employees

· Formulated employee work schedules

· Completed performance appraisals
Computer Experience
IBM PC, Spreadsheets, Quatro Pro, Lotus, Microsoft Word, Windows 2005


Honors and Activities
Brenau University



Gainesville, Georgia




Accounting Club



year to year




Secretary (year to year)




Member (year to year)
Community Service
Saint Vincent DePaul Outreach Center

Gainesville, Georgia




Volunteer

•
Assisted homeless by serving meals and distributing groceries

CHRONOLOGICAL RESUME WITH INTERNSHIP SAMPLE

Anna M. Nostalio



2526 Belmond Circle

Gainesville, Georgia

 (H) (770) 974-5568

(C) (706) 762-3989

Anostalio@brenau.edu
OBJECTIVE
To obtain the Adult Probation Officer position with Hall County Probation Department

SUMMARY
Dedicated professional possessing the ability to work with a diverse population under adverse conditions.  Level headed and able to prioritize and complete multi-tasks in a timely manner.

EDUCATION
Brenau University




Gainesville, Georgia


Bachelor of Science: Criminal Justice


Month year



Minor: Psychology




GPA 3.2/4.0 (major)

           Related Coursework



Theories of Criminal Justice



Prisons and Jails



Politics of Punishment




Community Law



Law and Racism in America



Legal Process

INTERNSHIP
Hall County Court Services



Gainesville, Georgia



Probation Intern

· Assisted probationers with referrals to appropriate social service organizations

· Wrote numerous court-required reports and documents

· Attended meetings with supervisors regarding new court procedures in Hall County

EMPLOYMENT 

HISTORY
Publix Super Market




Gainesville, Georgia



Cashier/Bagger





year to present
· Provide excellent customer service to diverse population of customers

· Stock and inventory products

· Maintain balanced cash drawers consistently

LANGUAGES
Speak and write English and Spanish fluently

COMPUTER

SKILLS
IBM PC, Microsoft Word, Widows 2005, Excel

ACTIVITIES
Brenau University




Gainesville, Georgia

Criminal Justice Student Organization



Member






year to present

COMMUNITY 

SERVICE
Saint Vincent Day Care Center



Gainesville, Georgia



Day Care Volunteer




year to present

· Assisted teacher with children’s activities

· Maintained healthy environment for all of center’s clients

FUNCTIONAL RESUME SAMPLE
DELTA ANN BUCHE

2837 Joshua Drive      Gainesville, Georgia      (C) (770) 981-3254     dabuche38@aol.com
▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬▬

OBJECTIVE
To obtain the Management Trainee position with Enterprise Rent-A-Car.

SUMMARY
Over two years management experience; self-motivated team player; enthusiastic, dedicated professional; proven ability to motivate others

to do their best; strong desire to succeed.
EDUCATION
Brenau University



Gainesville, Georgia


B.S. Management



Month year


G.P.A. 3.0/4.0

* Financed 100% or education through part-time employment and student loans.

PROFESSIONAL PROFILE

Management
*
Supervised various youth recreational activities



*
Trained new employees in effective sales techniques



*
Served as responsible store supervisor in the manager’s absence

Interpersonal
*
Demonstrated effective persuasive skills in retail sales



*
Provided excellent customer service by phone and in person



*
Dealt with customer complaints effectively and efficiently

Organizational
*
Provided administrative support in producing all forms of office 



communications

*
Recognized by supervisors as being efficient and detail oriented


*
Planned and organized merchandising of store displays


*
Designed and developed a coding system for a university research 



project


*
Organized and recorded data as a research assistant

Computer

Skills
IBM PC, Window 2005, Microsoft Word, Fox Pro, Spreadsheets

Employment History

Dixie Leasing Corporation


Gainesville, Georgia


Customer Service Representative

year to present


Bernau University



Gainesville, Georgia


Research Assistant



year to year


Simple Gifts




Gainesville, Georgia


Sales Associate/Cashier



year to year

Church of the Holy Spirit


Gainesville, Georgia


Adult Youth Minister



Summers, year to year

FUNCTIONAL RESUME WITH INTERNSHIP SAMPLE

GAIL PAULETTE SORRELS

1280 Walnut Street

Gainesville, Georgia 30503

Cell: 770-535-0192

gpsorrels@hotmail.com
OBJECTIVE
To obtain a position in human services that involves children and families.

HIGHTLIGHT OF QUALIFICATIONS
· Proven ability to assist children and their families

· Highly energetic and organized problem solver

· Enthusiastic team player

· Experience with clients from  diverse ethnic and cultural backgrounds

EDUCATION



Brenau University





Gainesville, Georgia


Bachelor of Science in Psychology



month year


Gainesville State College




Gainesville, Georgia


Associates of Science in General Studies



month year

INTERNSHIP


Child Support Enforcement




Gainesville, Georgia


Social Services Intern





month to month year

PROFESSIONAL PROFILE

Human Services

· Conducted intake interviews.

· Assessed family needs about with GDCFS Service Plan.

· Referred and monitored families for appropriate assistance.

· Conducted children’s social skills group sessions.

· Assessed living environments during home visits.

· Coordinated client services with appropriate center personnel.

· Participated in bi-weekly clinical consultations with supervisor.

Day Care

· Provided assistance to children between the ages of one and six.

· Participated in educational and recreational activities.

· Created a healthy and fun environment for center’s young clients.

Customer Services
· Provided excellent customer service to a diverse group of clients and customers.

· Gave informative feedback and guidance to customer’s needs.

EMPLOYMENT HISTORY
CCH Inc.






Gainesville, Georgia

Customer Service Representative



year - present

Hall County Day Care Center




Gainesville, Georgia

Child Care Provider





year - year
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