Information to Include on Resume*

Personal Information

Name, address, home, and work phone numbers. Ensure your name is highly visible. Height, weight, age are not included. 

Objective

Include in you objective the type of position you are looking for and the skills you have to offer. State what you can do for the organization-not what it can do for you. The content of your resume should be related to your objective. One can have resumes with different objectives. 

Education

List highest degree obtained first and work backwards. Include other schools attended if they were significant experiences. Do not include high school. Under schools attended list: degree, graduation date, major, minor, GPA if above 3.00. You can include GPA in major and overall. 

Work Experience/Employment

Include experience in a way that will suit you employers’ needs. List action statements (skill related) that will help you achieve your objective. List title, employer, city, state, and dates. Highlight title and list most recent experiences first and work in reverse chronological order. Don’t underestimate your abilities and accomplishments. Sell yourself. 

Additional Sections

Personalize your resume. If you have specific abilities, outstanding achievements, and related skills, state them. Additional headings may include, but are not limited to: Related Coursework, Computer Skills, Honors, Activities (school, community, leadership positions, memberships, etc.) Foreign Language Skills, etc. Create your own headings according to the skills you wish to highlight. Specific religious denominations and/or political parties should not be identified to reduce potential bias. 

References

Do not need to be included on resume. “References Available Upon Request” is acceptable. You may wish to develop a separate reference page that lists your references. Three to five professional and/or education related references are sufficient. Be sure to include: Name, title, place of employment, address city, state, zip code, area code telephone number, and best time to be contacted. if applicable. 

* Adapted from “Information for Resume,” Cooperative Education and Career Center, UM-Flint. 

Different Types of Resumes*

Functional

This style is one of the most commonly used resume styles, and it works well for people who have had internships or cooperative experiences. This type of resume highlights previous work experience that has given you background experience for the job you are seeking. You might want to try listing the company name first if you have worked for a particularly prestigious company. Otherwise, listing the title first gives the employer a good sense of your work progress and duties. However, you should be consistent in using either title first or company first. You can also skip any jobs that do not apply, and you do not have to put the jobs in chronological order. It usually looks best to list the most important or impressive job first, and work downward in importance regardless of the dates of employment.

Skill Based

The skills style is well suited to students who have gained valuable experience through a number of unrelated jobs and courses. This format is also appropriate for people who are making a significant change in careers. It emphasizes what you can do, not where you have worked. Applicable skills can be established through any activities that you feel will demonstrate your qualifications: courses, work, volunteer activities, personal life, and so forth. For example, if you talked to customers as you waited on them at McDonald's, investigated shipper's complaints or problems at a household moving company; and gave presentations in a psychology course, you have demonstrated communications skills. However, try to match your skills to the position you are applying for. If you are applying for a Customer Service Representative position, you might list the McDonald's and the moving company activities under a heading called Customer Service Skills.

Chronological

This style of organization is very conservative, and it is most useful for people who have work experience in positions which are closely related to their desired employment. This style is also most suited to people who have not had long periods of unemployment time between jobs. This format starts with the present, or most recent, job and progresses back in time.

* Adapted from “Resume Styles,” Purdue University On-Line Writing Lab.

Resume Tips*

· Avoid unnecessary information 

· Be sure to mention academic honors and awards

· Do not use the pronoun “I”

· Don’t clutter with dates and places

· Highlight skills and capabilities

· Working while in school shows initiative, contributing a decent portion to your educational costs is also impressive

· Include buzz words if you know the meaning

· Include relevant data only

· Name marketable skills

· Some work experience is good to see. It doesn’t matter what it is. 

· Stress accomplishments

· Use action words (a list is included)

· Tailor separate resumes to fit each type of job you plan to apply for

· Use a specific career objective

· Make sure you: catch the reader’s attention, sell yourself, and give pertinent details

Presentation Tips*

· Center and balance you resume on the page

· Incorporate “white space” into your design

· Design your resume for easy skimming

· Emphasize by underlining, capitalizing, bolding and using bullets

· Consider color

· Select the format that best highlights your skills and experience

· Use quality bond resume paper

· Usually a resume is kept to a length of one page

· Use tables to make sure everything lines up

· Proofread. Grammar and spelling errors make you look sloppy and may ruin your chances

* Adapted from “Quick Resume and Cover Letter Tips,” Cooperative Education and Career Center, UM-Flint and “The Resume: Making it work for you,” Purdue University On-Line Writing Lab. 

Sample Resume 1

JANE LOUISE MCCREE

2341 Buford 

Somewhere, MI 48466

(810) 667-8601

JL_McCree@hotmail.com
Objective

To obtain a position as a secondary education English or Mathematics teacher at Whosit High School. 

Education


University of Michigan-Flint

· Major: Secondary Education in English
· Minor: Mathematics
· Projected Graduation Date: June 2000
· Maintaining an overall 3.89 GPA
· Working 20-25 hours per week to finance education
Awards

· Chancellor’s Scholarship, University of Michigan-Flint, 1996

· Michigan Merit Scholarship, 1997

· Flint Scholar Award for every semester in attendance since Fall 1996

· Student of the Month, January 1998, February 1999

Work Experience



Rite Aid Pharmacy, Flint MI


   Pharmaceutical Assistant



1996-Present

· Interact with customers, handle complaints and question
· Fill prescriptions
· Reorganized files to improve efficiency of pharmacy
· Initiated plan to improve customer/pharmacist relations
Subway Sandwich Shop





Supervisor

1994- 1997

· Trained Employees in sandwich preparation and management
· Recruited, hired, and trained 20 employees
· Responsible for cash and inventory
· Opened and Closed shop numerous times
Holy Family Church




        Newsletter Editor



1994-1996

· Edited monthly newsletter

· Held other employees to deadline

Skills

· MS Word 6, Windows 1995, Microsoft Works

· CPR, Trained Lifeguard

Affiliations



National Honors Society

Public Relation Committee Chair



1996-Present
· Recorded pledges at East Seals Telethon

· Organized blood drive



Intramural Volley Ball, University of Michigan Flint   Team Captain



1995-1996

· Resolved conflicts among team mates effectively

· Organized tournaments, matches and meets

References



Available upon request

Sample Resume 2

William Robert Thorn

123 Electric Avenue

Grand Blanc, MI 45309

(613) 867-5309

BBTHORN@yahoo.com
Objective



Seeking a position as banker at Fifth Thirds Bank in Flushing, MI

Education



The University of Michigan-Flint



Bachelor of Arts, May 2003



Major: Economics



Minor: Psychology



Overall GPA: 3.75

Computer Skills



Hardware: 

IBM, Apple, and Commodore



Systems:



DOS, MTS, Novell Network (LAN Systems),



Software:

Lotus 123, dBaseIII+, Data Analyst, Office 2000, Word Perfect, AutoCAD, Excel



Programming Languages:
Basic, Fortran

Course Work



Public Expenditure Analysis, Public Finance, Statistics, Financial and Managerial Accounting, International Finance, Money and Banking Financial Principles.

Employment Experience



SOFTWARE APPLICATIONS ASSISTANT



University of Michigan-Flint, 08/98-Present




Troubleshooted for software applications, installed software, trained the career Services Department in Network Operations and developed spreadsheets for accounting/budgeting purposes. Developed analytical and problem solving abilities. 



BUSINESS AND ECONOMICS TUTOR



University of Michigan-Flint, 04/93-Present




Tutored business students in financial accounting, managerial accounting, statistics, and financial principles. Tutored economics students in all economics course work. 



OWNER AND INSTRUCTOR



Tom’s Martial Arts Academy, 07/92-07/97




Maintained daily and monthly accounts, budgeted working capital, scheduled classes, taught Arnis and Tae Kwon Do classes. Developed excellent customer relations skills. 



ASSISTANT MANAGER



Play Park, Inc., Grand Blanc, MI, 08/90-08/92




Supervised 17-20 employees for the arcade, restaurant, and outside activities. Handled customer relations.

Activities/Honors



University of Michigan Scholar 2001-2003; Omnicron Epsilon (International Honor Society in Economics); Economics Club Vice President; International Certification as an Arnis and Tae Kwon Do Instructor. 

References



Available upon request

References*

· You should have 3-5 professional, work-related or education related references in case your potential employer requests them. Examples of people to use include: supervisors, professors, co-workers, etc. 

· Personal references are not listed on a reference sheet.

· Always ask the person before listing them as a reference. If they agree, provide them with an updated copy of your resume. Ask if there is a best time to reach them. 

· Make sure to format your reference sheet in the same way as the resume. So, if your personal information on the resume is left aligned, it should be left aligned on the reference sheet. 

Sample Reference Sheet* (formatted in accordance with second resume sample)

William Robert Thorn

123 Electric Avenue

Grand Blanc, MI 45309

(613) 867-5309

BBTHORN@yahoo.com
References

NAME

Title

Place of Employment

Address

City, State Zip Code

(Area Code) Phone Number (work)

(Area Code) Phone Number (home)

NAME

Title

Place of Employment

Address

City, State Zip Code

(Area Code) Phone Number (work)

(Area Code) Phone Number (home)

NAME

Title

Place of Employment

Address

City, State Zip Code

(Area Code) Phone Number (work)

(Area Code) Phone Number (home)

* Adapted from “Reference Sheet Example,” Cooperative Education and Career Center, UM-Flint.

Action Words*

	Accelerated

Accomplished

Achieved

Acquired

Activated

Adapted

Addressed

Administrated

Advised

Allocated

Analyzed

Anticipated

Applied

Appointed

Appraised

Approved

Arranged

Assessed

Assisted

Assigned

Attained

Audited

Augmented

Averted

Avoided

Broadened

Built

Calculated

Centralized

Clarified

Collaborated

Combined

Completed

Composed

Conceived

Concluded

Condensed

Conducted

Consolidated

Constructed

Contributed

Controlled

Converted

Corrected

Created

Cultivated
	Decentralized

Decreased

Defined

Delegated

Delivered

Demonstrated

Designed

Determined

Developed

Devised

Directed

Discharged

Discovered

Documented

Distributed

Doubled

Earned

Edited

Effected

Eliminated

Employed

Enforced

Engineered

Established

Estimated

Evaluated

Examined

Exceeded

Executed

Exercised

Expanded

Expedited

Extended

Extracted

Facilitated

Financed

Forecast

Formed

Formulated

Found

Founded

Framed

Fulfilled

Generated

Guided

Handled


	Headed

Helped

Hired

Identified

Implemented

Improved

Improvised

Influenced

Initiated

Inspected

Installed

Inspired

Instigated

Instituted

Integrated

Instructed

Interpreted

Interviewed

Introduced

Invented

Invested

Investigated

Launched

Lectured

Led

Lightened

Liquidated

Located

Made

Maintained

Managed

Marketed

Mediated

Minimized

Mobilized

Modernized

Modified

Monitored

Motivated

Negotiated

Obtained

Operated

Ordered

Organized

Originated

Overcame

Oversaw
	Participated

Performed

Pinpointed

Pioneered

Planned

Prepared

Presented

Processed

Procured

Produced

Projected

Programmed

Promoted

Proposed

Provided

Proved

Published

Purchased

Realized

Recommended

Reconciled

Recruited

Redesigned

Reduced

Re established

Regulated

Reinforced

Rejected

Relate

Re negotiated

Reorganized

Reported

Represented

Researched

Reshaped

Resolved

Restored

Revamped

Reviewed

Revised

Revitalized

Revived

Saved

Scheduled

Secured

Selected

Set up
	Settled

Shaped

Showed

Simplified

Sold

Solved

Sorted

Sponsored

Staffed

Standardized

Stimulated

Started

Streamlined

Strengthened

Stretched

Structured

Studied

Suggested

Summarized

Supervised

Supported

Surpassed

Surveyed

Sustained

Tailored

Taught

Terminated

Tested

Tightened

Traded

Trained

Transacted

Transferred

Transformed

Translated

Trimmed

Tripled

Uncovered

Undertook

Unified

Used

Utilized

Verified

Vitalized

Widened

Won

Wrote


* Compiled by Cooperative Education and Career Center, UM–Flint 
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