A resumeis a markcting too]-—-Part of your ovcra”job search strategy.

|t should be a Promcessional and concise document that summarizes information about your backgrouncl, education,
and exPerience that is most relevant for the career field you want to pursue. Jtis 3our1cirst contact with a Prospective
emPloger and it must “stand out” and Proviée a Positive imPressiorL T here is not a universal format, on|9 guidelines.
A resume is a flexible tool unique to your exPeriences and goa]s. Remember, the purpose of aresume is to getan

interview, not thejobll

(Use this guicle as a resource to walk you through the Processl

1. Know what career field you Plan to target.

A “gencral” resume genera“g won’t get you very far. Targe’c your resume to the career field that you
are Pursuing——and be sure to showcase the accomP]ishments, ski”s, courses, and exPeriences that relate to

the kinds of things that emPlogers n 3our1cield of interest are ]oo‘dng for.

Don’i' know W/mtyou want? Trg ta”dng to the career counselor or begin browsing through the career
]ibrarg, the McDaniel Co”cgcjob bulletin, and otherjob iisting sources to get some ideas.

Know what you want, but don’t know much about emPlogers in 3our1cie]cl? The career office is a great
P!ace to start. \We can Point you to updatcd Printcd imcormation, alumni career contacts, and good web

sites to begin your research.

2. I:igurc out what you have to “sell” to cmPlogcrs.

First, go througl‘n and write down information about Al L your co”ege experieﬂcesHPaic{ and
unpaicL—internshiPs, volunteer work, courses, stuclg abroad, coﬂcgc activities, inclcpenclcm research,
honors, awards, summer and ParthimeJobs, skills you Picked up along the way. You will need dates, duties,
titles, Promotions, leaclership roles) accomPlishments, resu]ts, courses studiecl, etc. Youcan put details in—
you will be cditing them later for the resume. Expericnccd candidates with a recent clcgrec: you will
Probab]g want also to describe cxPcrienccs before co”ege as well. You can use this information for

interview examPles as well as Possib!e resume items.

You caninclude high school stuff if it is esPeciaug relevant OR unique in some way OR hcgou are

an underclassman using the resume for an in‘cemship or summerjob.



3. SCICCt your strongest se”ing Points: most relevant and comPc”ing.

Now, go back and higlﬂ]iglﬂt the parts oFgour cxpcricncc MOST relevant to the career field that
you want to enter. NOTE which ones are your strongest examplcs.

Kemember, to do this you must have some clue about what cmplogcrs in your field want. llc you need
hclp with ’cl'\is, see career services or start your own independcnt research to learn more about the career

Fleld and emploger ﬂCCdS‘

4. Organize your information.

Now you can bcgin to put the information into some kind of gencr3”9 acccptcd resume format.

[irst, start with some ’cypical categories:

¢  Your contact information: Name, address (both school and home), Phome number (with an appropriatc
greeting on your machine), and e-mail (clﬁeck it oxcten).

° Carccr ob_jcctivc Gae cautious): A career objective should be a speciﬁc statement on what yourgoals
are and what type oxcjob you are iooking for. lt indicates that you are focused and have thouglﬁt about
your career. Be cautious - ixcgou are considering various types onobs, a career objcctive may limit your
oPPortuni’cies. Consicler Putting your okjective on your cover letter. ]n this way you can tailor your
ob’jective toward the Position you are applging for.

° E_clucation: You should list the co”cge you attended, your major/minor and your GFA f»0o0r lnigl'xer.
]ndicate when you received/anticipate your &egree, not the years you have been in co”ege. l]C you
attended other co“egcs or have other dcgrccs/ccrthcicates, thcg should follow. Naming your l’ligl’l
school on your resume is not necessary since it is assumed you graduated from l'vigl'm school ixcgou are in
co“ege. You can sometimes list 4-6 relevant courses as a subsection.

] Kclated Expcricncc (describe Paic{ or unPaid relevant exPerieﬂces): You should list the name of the
organization, 5ourjob/volunteer/intems]ﬁip titlc, dates you worked, city/state and RELEVANT
duties and accomplishments. Do not include the street address or your suPervisor’s name. Supervisors
and references go on a separate page.

o Activities (co”cgc groups, teams, ]caderslﬁip roles, etc. not used in related expericncc)

° Honors and Awarcls (can sometimes be combined with activities section)

° 5‘41”5 (relevant computer, laﬂguage, tec}mical, or other demonstrated competencies>

NOT Pcrsona] data like age, gender, ethnicit\g, religion, marriage status, social securitg numberetc. Do
not list reasons for !eaviﬂg Past emP]ogment. Do not use pronouns like “], my, me”. This may open the door

for discrimination.



Categorg names can be altered and grouped ciitterent]g depending on what you have to emPtiasize and
describe. Tt‘ie order of the categories can shift somewhat also: genera”g your contact information goes
first, then education (except for experienceci candidates), then related experience, work tiistory, and other

categories later.

Giive eﬂougti information to tiigtiiigtit Pertiﬂent clements otyour exPerience, but don’t be too worci9
in your descriptions. You will have to let go of the less relevant details but be sure to include relevant

accompiistiments and results in your descriPtions.

Be tioriest—ges, this is marketing, but there has to be truth in acivertising.

| ist exPeriences within sections from MO9S T recentto | T AST recent.

The wording in the work exPeriences sections is very imPortant. Ti‘ie use of « Action \/erbs” is strongig
suggesteci; theg add life and Protessionaiism to your resume. A short list of sampie verbs follows:

Administered Composeci ]mPlemeﬂted
Assisteci Coorciinateci |nitiated
Attained Deiegateci Maintained
Budgeted Developed Organizeci
Co”aborated Directed Farticipated
(ommunicated Facilitated Presented
ComPiied |dentified SuPervised

]tgou are tiaving trouble trging to tigure out whatjot) duties/accomplistiments to inciu&e, think about your
transferable skills. Tt‘nese are skills that can be used no matter wtiatjob you are Per‘torming Some
examPles are sPeaking ettectiveig, rePresentiﬂg others, meeting cleacilines, negotiating, tianc”ing muitiPle
tasi<s, supervisingj tlexibiiitgj teamwork, leacierstiip, writing si<i“s, deiegating, managjing time, motivating other,

acting as a liaison, Provi&ing training, etc.

You can see resume samP]es in the to”owing pages or you can visit the Mc[Daniel Co”ege Career Librarg

or the website forideas about how your sections migtit iaegin to look for you.

SPecial note: electronic resumes require slightig different strategies. ]tyour resume will be scanned into a
database OR transmitted via e-mail or the web, there are some additional things to consider. Fiease refer
e

to the Scannabie/};___lectronic Resume section of this booklet.



5. Pick a style that showcases your best sc”ing Points.

Tlﬂcrc are % basic kinds of resumes, with lots of variations:

I

I

Clﬁronologica] resumes list experiences from most recent to least recent. Tlﬁis is the most traditional
Format, often used bg co”ege students. Headings are broad categories such as Work Experience,
Activities, [Honors, etc.

. Functional resumes highlight categories of skills and give brief “bullet” type examP]es to show how

cach skill was demonstrated. | his type is used bg someone who has little work /educational
backgroundj but whose broad exPeriences have Provided the required skills. Work history is there,
but in a much shortened form with little or no clescriP’cion beyoncl what is included in the skills

sections. | he categories are usua”g skill related such ass Organizational Abi!itg, Supcrvisorg
Skills, ete.

Combination resumes are, we”, a combination of the two types above. Some Pcople use this stgle
to higl‘x]igl‘xt certain quali?ications or transferable skills while maintaining the look of the traditional

chronological resume.

6. What do I do about the new co”cgc name on my resume?

Remember, the new name didn’t go into effect until Julg i,2002. So you dor't have to recall all

those resumes you sent out before that date. Here are some ideas about how you can work the new name

inon HOUF resume:

BA in English, McDanieI Coﬂege, Westminster, MD
(Founéecl as Westem Marg]and Co”ege in i 867)

BA in English, McDaniel Co“ege, Westminster, MDD
(Formerly Westem Marylanc{ Co“ege, 1867 — ZOOZ)

For alums: BA in Eng]islﬁ, Western Margland Co”egcj Westminster, MDD

(now McDanieI Co”ege, effective Julg 2002)



7. [ dit, F dit, | dit.

You need to make sure that sPe”ing and grammar are PerFec’c. You will Probab]y need to cut down

on words or]Cigurc out what is most relevant to kccp or cxplain.

Tr9 to keep it to one page if Possib]thhere are still some employers out there who won’t even look
ata two~Pagc resume if the person doesn’t have years of cxpcricncc. To them, it sends a sigma] that you
either can’t determine what is relevant or you can’t present your information in a concise manner. Nobodg
has the time to read through stuff that isn’t relevant to them — think about how much time you sPencl with

mail that comes in your mailbox!

Don’t list your reference names and contact information on yourresume — save it for a separate
sheet. Don’t Push supcrvisor names or street addresses on the resume — you will need the space for other

information.

Kun it through a spc” chcck, and get lots oFgood Pcop]c to Proomcread it for you. Thc career office

will look it over Forgou and return it in campus mail with comments.

8. Malcc it look good,

Now is your chance to P189 around a bit with the visuals: letterhead stg]e, }Dorclcrs, Fonts, bu”cts,
etc. Jus’c be sure that you don’t go too overboard. Most emP]oych are still Fairly conservative. Knowing
your inc{ustry and what is acceptab]e helps here.

TI‘IC bottom line is this: it has to be easilg readable bg the human eye. Hold it out at arm’s Iength
and look at it. What draws your ege? ]s that what you want them to notice? Are there enouglﬁ white spaces
or does it look crampcd and crowded? ]s the font and tgpe size easy to read (no smaller than 10 Points,

Please)?



9. Printit.

(Good resume paperis rcadilg available at office supply stores. (_onservative colors include off-
white, ivory, and ligl‘vt gray. Be careful about too bright colors, paper than is much thinner OR thicker than
most, paper with background designs, speckles, etc.

Ge’c extra Papcmcor those customized cover letters that will accompany EACH resume you send.
Also, consider getting matching enve!opes.

USC a decent Printer (laser is be’cter, but iniﬂ'ets can be quite goo&) and be sure to use the right kind
of PaPerFor your Printer.

Save all your stuff onto a disk and even consider having a backuP one.

You don’t have to cl'langc your resume for evergjob application, but hcgou are applging to widclg
different career areas, consider Iﬁaving an alternate version for the different areas you are Pursuing.

Xam ,]C: a bUSiﬂCSS mana ement sales resume and erha S one Wlth a more human SCWiCCS em hasis.
[ xamp g perhap P

10. Send it out!

Having a beautiful resume is useless if you dor’t have angwhere to send it. ])Cyou havern’t done your

research on Potcntial cmplogcrs alreadg, you will have to start now.

You can use resources from the McDaniel Co”ege (Career Services office like thejob and
internship bulletin and web site, our alumni career networi() campus and consortium job Fairs, selected
P P J

websites from the links on the Mc[Daniel Co”ege (areer Services homepage, information from the
Career Librarg in Smith [House, gacultﬁ, staxqz, Familg and friends AND/ OK an individual aPPointment

with McDaniel Co“ege Career SCrvices.

GOOD LUCK IN YOUR JOB OR INTERNSHIF SEARCH!
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