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Session Objectives

 Discuss resume format
 Review resume components
 Create aresume that gains attention




Resume Types

Chronological
= Focus is work history

Functional
* Emphasizes skill
/competencies

Hybrid
» Blends skills /
competencies

Chronological




Resume

Guidelines

“A resume represents you
when you are not in the room.”
D. F. Bell




Rank Order
Specifics
Top-Half vs.
Bottom-Half
Targeting to the
job

Call Worthy

SURMARY ( Cipticeal )
To cradid vour Jurimany — & Brigf ddstion af tkd fop & e rédtond — iddn 8 wbar ikally &g rdguirdd for the,
Oee you've iddniified the dkewa or four ment releeani, deseribe your aecomprlishemis or 1kills in foge
i i &l Suppoert professional with 3+ vears’ experience. Stromg verbal, liszenizg and
levels of the erganization asd public. Able o negetiabe and problem solve quickly,
accurasely. and efficiently. Adept st multitsking to achi nabividual and seam goals. Diverse background iseludes sales, cussomer
and supervision. Ceenmitsed 2o quality and excellemce.

Eapitizt Amticipated Graduation: 0572006
Bachelor of Business Administration
Major i Finance

Intermediase im Adobe Suite including Paotoshop
Acecemting Knowledge: Expert in QuickBooks
Fluent in Spasish - rational amd writing

FROFESSIONAL EXPERIENCE
Office of Career and Calling #5/2013 - Present
Adgsustant
Prepare asset, linhilizy, asd capital acoount entries by comgl
Droeument finaseial ransactions by extering account imfoomat
ApCoUnting opiices.
Sunmuparize current finascial stabu by collecting infoematice; prepaniog balance sheet, profis and loss staiemet,
and pier Teparts.

Schoal of Nursizng & Allied Health AE/2010 - 052013
Rugiitsred Nurbd
«  Identify patient care requirensenis by esiablishing persosal rappont with patiesss.
*  Promoie pasiesds idependence by ieaching patient, friends, and Eamily to understasd condision, medicasions, and
seblcare skills.

: mak
:.u-lud:nl'cw: et by state board of TUISINE. SLle NUrs pradtie st and uulcrp.u:mmg'nnln::r regulatioms.

Drenksm Cellege of Buzines:
Frsneial gnafyer
Dreterming cost of operations by eszablishing sandard costs and collecting eperational data.
Identify finamcial staves by comgparing and analyzing scoal resailts with plass and forecass,
Gubde cost analysis process by providing trends and forecasts; explaining processes asd technigues:
recoEmesding
lisgerove finaneial ih:ll.lr.h]. analyzing resulis; menisoring vasiance: ing tremds; recommending actions
0 ManagEment.
VOLUNTEER EXPERIENCE
Memorial Hermann Hozpital-Sonthwrese 1172011 = Present
Fliciiedr
Provide pattenis" persomal bygiene by giving bedpans, urinals, baths, backrubs, shampeos. and shaves; assisiing with ravel o
the bathroam: Belpizeg with showers and haths.

AWARDS & ACTIVITIES
#  Wige Presidest of Psi Chi
= Member of the Accowsting Scciety




Resume Guidelines: Do’s




lines: Do’s

Know vour audience . Connect skills to

company needs
Include key words

- Use relevant bullet
points

Develop a high-
Impact summary




lines: Do not's

List references - Include age

Use abbreviations . Include hobbies

Include a personal
photo
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Resume Header

JOHN DOUGH
1234 Qlde Mill Road » Huntsvile, AL 35803  123-456-7891 « john.dough@hotmail com

DORIS REMI
(123) 456-7890
doremi@yahoo.com LinkedIn.com/publ/dir/Doris/Remi

Doris Remi (123) 456-78%0
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To succeed Iin the job market today, you
have to think of your resume as an
advertisement targeting your future boss.

-Angela Copeland
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Adept at working across departments,
with faculty, administrators, and
students

_ A student athlete with extensive
The summary statement: leadership experience working on

= replaces an objective teams, time management, and
- represents your skills, organization skills.

experience, and
strengths

An honors student with exceptional
ability in written communication, strong
= Serves as an research experience and keen

Introduction organizational skills.




Additional Resume Categories
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How To Apply For On Campus
Employment / Internships

Handshake (joinhandshake.com)
HBU Student Portal
Click Career & Calling
Register / Upload Resume
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Blackboard
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Husky Net

Degree Works Schedule Event

gl @ Student Organization Updates Are Due

If your organization’s leadership has changed click here to fill out
the update form. Contact Mon'Sher Spencer mspencer@hbu.edu
Housin Career&Calling for questions,

8:42 AM
]
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8/18/2020




The Office of Career and Calling
Hinton Center, Room 108

careerandcalling@hbu.edu
www.hbu.edu/careerandcalling

Please contact us via email or call our office for
an appointment:

aswarts@hbu.edu dbell@hbu.edu
281-649-3418 281-649-3277

Isaiah 30:21
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