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Introduction

The first step in a successful internship or job search is a professional, well-written and mistake
free resume. This handbook is divided into user-friendly sections that include valuable resume
writing tips as well as sample resumes. After the sections on basic content and formatting, be
sure to read about “What NOT to Include in Your Resume,” “Common Mistakes,” “Resume
Myths,” and “Resumes for a Digital World.”

Once you have created your first draft, contact the Career Center at careercenter@msmary.edu
for a resume review. A counselor will help you tailor it to the internship or job you are seeking.

Overview

The Purpose of the Resume

The purpose of the resume is to help you get an interview. First, begin by evaluating your goals,
skills, talents, interests and experiences. Ask yourself “What should | be including?” Your
resume should summarize your strengths, accomplishments, who you are and what you can do.
It should also be targeted to where you want to go. The resume should answer the question,
“Why should I hire you?”

The Structure of the Resume

A reverse chronological resume starts by listing your work history with the most recent position
first. Employers typically prefer this type of resume because it’s easy to see the jobs you have
held and when you worked at them.

Getting Started
Gather and organize the following information in order:

e Name, location(s), position(s) and dates of each place you have been employed, plus a
list or description of your responsibilities.

e Names, locations and dates for all colleges and universities you attended.

e Exact titles of the degrees, certificates and awards you have earned. Include your
specific major(s), minor(s) and GPA if it is above a 3.0.

e Alist of all the extra-curricular activities in which you have participated.

e Any information about volunteer or community work you completed.

e Descriptions, locations and dates of any paid or unpaid internships you had. Include
skills, responsibilities, equipment, or technology you learned. This information shows
experience in your field.

¢ Name of any professional organizations or memberships with which you are affiliated,
including student memberships and offices held.



The Parts of a Resume

Heading
» Your full name (or the way you formally sign your name)
= 16 pt. or larger and bold
= Your name should be clearly seen and stand out from the rest of the resume.
= Include name and page number at the top of additional pages (if additional
pages are used)
» Current and/or permanent address (campus address is optional)
Phone number(s)
» Email address
= Should sound professional
=  Mount email account works well
= A free email account that can travel with you also works
» LinkedIn Profile/Website Address - you may include a URL in the heading, but make sure
your profile or website contains professional information only

Y

Objective Statement/Summary of Qualifications

Both an objective statement and summary section are considered optional and may not be very
effective for a resume. It is uncommon to have both an objective statement and summary
section in one resume.

The purpose of an objective is to tell employers the type of position you are seeking and what
you can contribute to their company. It is a short, targeted statement that clearly outlines your
career direction and helps you position yourself as the ideal candidate for the employer.

A summary highlights relevant skills, abilities, accomplishments, and qualifications in a short
paragraph or bulleted format (less than six lines). It is meant to get the employer hooked with
reading the rest of your resume.

The effectiveness of an objective statement or summary is widely debated. If used, be sure to
keep in mind the following:

» Use it to bring focus and clarity to the rest of your resume.

» Get right to the point and do not be too wordy or demanding.

» What you write may be used as a first impression, which might increase or decrease
employer interest in the rest of the resume.

» It will be most effective when written well and with confidence.



Education

For most current students or graduates, it is advised to put this section immediately following
the heading section (or below the objective or summary if used). List most recent information
first.

This section should include:
» Your current college or university, as well as any other institutions you have previously
attended.
® |nclude any study abroad experiences.
= High school experience can be removed within one or two years of attending a

college.

» Planned graduation date or dates of attendance.
» Degrees.
» Major(s), minor(s), concentration(s).
» GPA (if 3.0 or above).
» Possible additional items:

= Academic honors, awards, scholarships, or recognitions.

= Relevant coursework, projects, papers, or research presentations.

Experience

This section of the resume may include Work Experience, Internship/Volunteer Experience, or
other related experiences. This is a section where employers seek to better understand your
work history and accomplishments.

» Use a well-organized format which is clear, informative, and concise.
» List the following:
= Name of organization/employer.
= Name of position, title, or role you acted within.
= Location of experience (city, state) - Example: Emmitsburg, MD.
= Dates of employment or involvement using a month/year time range.
Example 1: July 2014-August 2016
Example 2: September 2015-Present
= 2-6 bulleted action statements which begin with an action verb (see action verb
table in this guide for suggestions).
» Provide quantitative information where relevant and beneficial. An employer uses your
description to get a sense of what the experience looked like with you acting within it,
and how well you did with your work and responsibilities.



Activities

By listing your involvement in various activities of your own interest, an employer might better
understand your ability to work with other people and demonstrate yourself. Leadership in any
form of activity is a skill often sought after in candidates.

Include the name of the activity and dates of involvement. Also include leadership roles if
possible. Consider listing action statements if helpful for describing a large accomplishment
within an activity.

Honors

This is a great section to include, especially for students and recent graduates. Itis a way to
represent how you have been recognized for your efforts and how you distinguish yourself
from others. If you do not have many honors, it is possible to include information in other
relevant sections (e.g. Dean’s List in Education section). For Activities and Honors sections, it is
important to think of how you can invest your time in personal or group efforts and
achievements.

Skills

Employers want to understand skills you have to offer. Hard skills are specific, teachable
abilities easy to define and measure. Soft skills are harder to quantify and oftentimes relate to
one’s ability to interact effectively and pleasantly with others (e.g. communication skills). Both
types of skills are important to employers; however it is not recommended to include soft skills
in a “Skills” section. Instead, exhibit soft skills in your interactions and behavior, or provide
evidence of these character skills through your action statements and experiences.

Try to be clear and brief in describing your skill or skill level. Various computer or technological
skills are highly marketable and will serve as a benefit to most positions. Relevant skills to
include in this section are:

» Experience with specific programs (e.g. SPSS, Microsoft Office Suite)
Use of social media or online-based tools
Programming ability
Language skills (reading, writing, verbal understanding and ability, multiple languages,
etc.)
Scientific research skills and methods
Certifications or training (e.g. CPR, Peer Tutor, etc.)
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Resume Formatting

Formatting can be one of the most challenging components for individuals when creating or
updating a resume. It may take time and patience for you to learn more about organizing your
information, but a well-formatted and well-organized resume can do a lot to catch an
employer’s eye. Looking good on paper will help an employer consider how good you might be
in person.

General Formatting

Be consistent throughout the resume with formatting and layout. Do not use color. Avoid
having too much blank space, but some blank space used to balance text can work well. Keep
text aligned and organized throughout the resume (see “Using Tab Stops” section).

Templates
Do not use a resume template. Templates are difficult to format and personalize, and become
even harder to update and edit the longer you have it.

Margins
Use equal-length margins between 0.5” and 1” on all sides.

Fonts and Font Size
» General font size should be 11 or 12 pt. (except for your name at the top of the page).
Make sure text is large enough that anyone can read it. Stay above 10 pt. in text size.

» Use an easy-to-read font. Common fonts include, but are not limited to:
* Times New Roman * Book Antigua e Garamond
e Arial e Verdana ¢ Helvetica

Use of Emphasizing Features
It is good to draw attention to certain highlights in the resume. Bold is most recommended,
whereas italics and underlining are more discouraged because of how the eye perceives them.

Line Spacing
Use single line-spacing (1-1.15) with an extra line of space in between sections.

Page Length

Use a second page or multiple pages only if you can fill at least 1/3 of the page with relevant
information. Many employers prefer a shorter, one-page resume, though some fields or
sectors expect a longer resume (e.g. education fields, federal agencies).



If you use multiple pages, repeat the section heading or start a new section at the top of the
next page. Also, reiterate your last name and the page number at the top of the page. For

example:

Experience (continued)

File Name

Jobhunter, 2

Many resumes are sent electronically so it is important to give a file name that is easy for
someone else to understand. Oftentimes, this can include your last name and what the
document is (e.g., Jobhunter Resume).

Using Tab Stops to Align Text
When writing a resume, one of the best tools to learn in Microsoft Word includes tab stops.
Tab stops allow text location to be more closely controlled by using the tab key. For example,
instead of pressing tabs and spaces multiple times to have text aligned on the right side of the
page, one can place a right-aligned tab stop on the right margin and press the tab key once.
There are left -, center =, and right - alignments for tab stops (among others).

[r] Paragraph ] Styles
* 1 2 3 4 5 [} &
1

'

James T. Jobhunter i

Jobhunter@email msmary edu H

301-123-4567 '

Campus Address Permanent Address
Mount 5t. Mary’s University 23 My Home Dr,

Emmitsburg, MD 21727

[r] Paragraph
* 1 2

Home City, MD 12343

James T.-Jobhunterq
jobhunter@email memary.eduf
301-123-45671

Campus-Addresy
Mowunt-8t. Mary’s University
Emmitsburg, MD-21727

ARTEOTTUE ..

— Permanent- Addresst]
- 23- My Home Drf

- Home-City, MD-12343f
- bl

Resume heading showing use of
right-aligned tab stop (dotted line
added to show alignment).

Same resume heading with
formatting symbols shown.



To use tab stops...make sure you can view the ruler at the top of the document. If you can’t see
it, go to the View tab (1) and check “Ruler” in the “Show” box (2). To select the appropriate tab
click on the tab stop box (3) for different options:

1
2

B E 5 O - 3

FILE HOME INSER DESIGN PA AYOUT REFEREMCES MAILINGS REVIEW VIEW
| ..| |:| 4 Outline  [v] Ruler Q > El one Page % E L

- e [= Draft Gridlines o0 B Multiple Pages ]
Read Pn Web o Zoom 100% ) Mew Arrange Split
Made Lefout Layout MNavigation Pane {El Page Width Window  All
WViews Show Zoom

L 1 > 1 2 3 4

Click and drag a tab symbol on the ruler to where you wish to place it. Another option is
double-clicking on the ruler and setting a tab stop to appear at a set numerical distance on the

page.

*Note* - if you seek to place tab stops in an existing document with multiple pre-
existing tabs, remove the pre-existing tabs and spaces before placing tab stops.
Refer to Microsoft Word’s Help Menu or online “how-to” resources to learn more
about using tab stops.

What NOT to Include in Your Resume

Date

The title “Resume”

Your picture

Salary requirements/history

Negative information about previous experiences

Font colors (your resume should ALWAYS be black & white with the exception of hyperlinks)
The phrase “References Available Upon Request”

Personal pronouns (I, me)

® Nk WwWwNR

Equal Employment Opportunity
There are several laws that protect employees from discrimination based on your race, color,
national origin, sex, religious affiliation, disabilities, and age.



These laws are for your protection and we encourage you to learn more by researching them:

e Title VIl of the Civil Rights Act of 1964

e Equal Pay Act of 1963

e Age Discrimination in Employment Act of 1967

e Title I and Title V of the Americans with Disabilities Act of 1990
e Sections 501 and 505 of the Rehabilitation Act of 1973

e Civil Rights Act of 1991

Because of these laws the following information should not appear on your resume (and
potential employers should not be asking for this information during an interview):

Religious or political affiliation
Marital status

Height and/or weight

Health

Age

Nationality

oV .k wNPE

Common Mistakes

According to a 2013 Study for Career Builder by Harris Interactive© which polled 2,076 hiring
managers and human resource professionals and 2,999 workers across industries, the following
is a list of the most common resume problems:

Resumes that have typos

Resumes that are generic and don’t seem personalized for the position
Resumes that don’t include a list of skills

Resumes that copied a large amount of wording from the job posting
Resumes that have an inappropriate email address

Resumes that don’t include exact dates of employment

Resumes that are printed on decorative paper

Resumes that include a photo

NV A WN e

Resume Myths

1. Resumes should be 1 page long.

The advice most of us hear from a young age is that resumes should be kept to 1 page and 1
page only, but that’s no longer true. While most college students don’t have enough
relevant experience to go onto a 2" page, if you do, then you should! What’s important to
keep in mind is that the information should be relevant work experience. If your resume is
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going to a 2" page because you have a long list of clubs you participate in, it is a good idea
to narrow margins or make tweaks to keep it to one page. If however you’ve been working
through school and have several internships that are relevant you would be selling yourself
short to omit that experience. Make sure if you do go to a 2" page that you fill at least 1/3
of the page with text. If you need help, please come see us in the Career Center for a
resume review.

2. Achievements should be listed separately.

As you may have heard, recruiters spend 6 seconds reading your resume...that’s not a lot of
time! It’s very important to tie your experience and achievements to your work experience
in the form of bulleted points under each job. By doing so it gives the recruiter a clear
picture of what you’ve accomplished during your time at a job/internship which gives it
more weight. If you have a separate section called “Achievements” and you list projects
you’ve completed or goals you’ve achieved, the recruiter will have no sense of when they
happened or where. If you have soft skills, accomplishments, or achievements separated
make sure that you use concrete language to create a bullet point under the appropriate
work experience.

3. Aresume is enough.

Today more than ever recruiting has gone online. If you don’t have a LinkedIn account
already we highly recommend that you start one now! Recruiters not only search for
candidates through the website, but they will also check your social media during an
interview process. If you need assistance creating a LinkedIn page please call the Career
Center and make an appointment. If you already have a professional page set up, be sure
to add the URL to your resume with the rest of your contact information.

4. White lies are ok.

It is never a good idea to lie on a resume no matter how big or how small. While we
encourage students to stretch themselves and apply for positions that will encourage career
growth we certainly don’t recommend lying to get an interview. Even if you end up landing
a position this way eventually it will catch up with you. You may find yourself in a situation
where you don’t have the skills and abilities to function in the position properly, or you may
find that the company hired you because they thought you were someone different. In
either case things usually end badly because you won’t be the correct skill/cultural fit. Itis
always better to be honest about what you can do and what your interests are!

5. Don’t worry too much about small typos or grammatical errors.

This is. Absolutly. The. Most. Important. Thing. When you leave typos, text lingo, and bad
grammar in your resume you are sending a clear message: “l don’t care about this position

11



at all or the work | produce.” Because we all make unintentional mistakes, we highly
recommend having friends, family, or the Career Center review your resume to ensure all
small mistakes are taken care of so that you don’t lose out on a great position for a simple
error!

6. If you have a great resume you don’t need to prepare for your interview.

We get it, a resume is a lot of work! Once you have it down you feel like you’ve climbed a
mountain, but your work isn’t over yet! Make sure you take the time to prepare yourself
for an interview. The Career Center has a great interview guide we can share with you, and
we can schedule a mock interview so that you can practice and get feedback on your
interview performance. Remember the interview is JUST as important as your resume and
will decide whether or not you get the job, so be prepared!

Resumes for a Digital World

Most companies hire applicants with the help of an Applicant Tracking System (ATS). An
ATS helps companies by managing the large response to positions that are posted and
sorting out the “best” candidates using sophisticated search queries. In order to make sure
that your resume has the best chance of clearing the initial search be sure to follow the
suggestions below.

1. Do not use certain file types. Most ATS’s can’t read PDF, JPG, RTF, and some even have
trouble with .docx files. The most successful resume will be created in Word without
the use of templates and saved as a .doc, which is Word 97-2003.

2. Do not use templates or heavy formatting. ATS’s can’t read templates, graphics or
tables, and get confused over special characters within names or titles.

3. Customize each resume to reflect the skills and abilities that are needed for the position.
Many ATS systems grade resumes based on which ones have the correct skills listed so
taking the extra time to add a few highlights will help increase your chances of getting
an interview. (For a more detailed look at how to identify and use keywords see the
next section).

4. Do not just list the keywords from the job description. You should simply incorporate
them into a quantifiable bullet point that illustrates a task or responsibility.

5. Make sure to edit for ALL typos. ATS systems can’t read misspelled words so it’s just
another reason to double and triple check your resume before sending it out.

Remember, the ATS is only the first round your resume will go through. If your resume is

selected it will be reviewed by one or more people, so make sure that you’ve written a
comprehensive resume. Please see the Career Center if you need assistance.

12



Using Keywords to Make Your Resume Stand Out

Technology and the ever-growing pool of job seekers has made using keywords a necessity
when writing your resume for two reasons. One, recruiters are trying to streamline their
process when reviewing resumes and often they do that by quickly matching key skills and
abilities from their job posting to applicant’s resumes. In a similar fashion, ATS systems are
programmed to look for resumes with keywords to generate best matches to job postings for
recruiters. So what are keywords exactly?

Keywords — Action verbs or nouns that indicate a skill or ability that is mentioned in a job
posting.

You can identify keywords in a variety of ways:

1) Look for the skills and abilities that are emphasized or repeated in a job posting. A
good example would be a posting that describes all the responsibilities with the phrase
“Participates in...” That signals that they’re looking for a team player (someone who
participates), so your strategy would be to highlight times when you worked with a
team. There are also less subtle hints such as requirements that state an applicant must
know a particular software or have a particular skill set. After examining a job posting
there should be several keywords that you can focus on.

Another way to use this method would be to read the job posting and imagine what the
perfect candidate for the job would be. Imagine exactly what types of skills and
experience would be a 100% match to the description. What skills or experience do you
have that are similar with this perfect candidate? Anything that’s a good match should
be emphasized on your resume.

2) Research the company. By looking at a company’s mission and vision statements you
can get a feel for what’s important to the company as a whole. By incorporating ideas
that express your alignment with the company’s goals you’re positioning yourself as a
great candidate. You can usually find a company’s mission statement under the
heading “About Us,” or “Company Information.” If you’re having trouble, try using the
search box if one is available.

3) Industry buzzwords. Do a little digging about the field you’d like to work in. Are there
any new concepts or cutting edge techniques that are getting attention? If so you may
want to use that in your resume as companies stay on top of new concepts in the field.
If they see that a candidate has working knowledge of newer concepts it will make you a
more desirable candidate.

See page 15 for a comprehensive list of keywords.
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Let’s try these techniques on a recent job posting from Booz Allen Hamilton:

JOB DESCRIPTION
Job Number: 01214948

Key Role:

Serve as a strategic communications consultant for a DoD organization, providing onsite strategic
communications expertise to build a robust strategic communications program. Work with the DoD
organization to develop, coordinate, and execute a strategic communications plan to familiarize internal
and external parties with the capabilities of the organization, including conducting a stakeholder analysis,
creating communications goals and key messages, and other strategic efforts. Work with senior
government officials under tight deadlines to translate ideas and concepts into professional
communications products, including talking points, PowerPoint presentations, articles, e-mails to the
workforce, and other communications products, as needed. Assist with the development of new
communication methods to reach target audiences. Coordinate and support meetings and briefings,
facilitate brainstorming sessions with client leadership, and develop materials in advance and as follow-up
to those events. Serve as the primary client relationship manager, work with firm leadership to manage
client expectations, oversee junior staff and overall project team delivery, and identify additional business
opportunities.

In the description we see that the big concept they’re repeating is strategic. If you had a
previous job that allowed you to create solutions to problems, or if you were involved in any
sort of strategy you would certainly want to highlight that in your resume. A bullet point might
look something like this:

o Worked with peer students to create a studying and homework strategy that allowed them to be
more successful in their academic pursuits.

If you can be quantitative that’s even better:

o Worked with 5 peer students to create a studying and homework strategy that increased their
average GPA by .5 points.

JOB REQUIREMENTS

Basic Qualifications:

-5+ years of experience with strategic communications

-Experience with developing and implementing strategic communications plans and tactics for senior
clients

-Experience with writing and editing material ranging from technical articles to executive communication
-Experience with client relationship management

-Experience with Microsoft Office applications, including Word, Excel, and PowerPoint

-Secret clearance

-BA or BS degree

Job requirements differ from job descriptions in that these are traits or skills that the employer
is specifically looking for. If you don’t have all of them, that’s not a reason not to apply. Many
companies are open to looking at candidates who have good experience but may lack a few of
the hard skills. If however you do not have the majority of these skills, it’s best to find a
position more suited to your experience. For any requirements that you possess, make sure
that you’re including them in your resume either through your bullet points or in another
section such as the Skills section.

14



EFFECTIVE ACTION VERBS

MOUNT 5T

MARYS UINIVERSITY

CAREER

Begin each bulleted statement with an action verb as you describe your experiences and skills. CENTER
Administrative | Organizational Communication Creative
Accomplished Generated Registered Accounted Counseled Mediated Acted Displayed Introduced
Administered Implemented Reserved Addressed Debated Moderated Adapted Entertained Invented
Approved Incorporated Resolved Advertised Defined Motivated Began Established Marketed
Arranged Inspected Responded Advised Demonstrated  Negotiated Combined Fashioned Modeled
Cataloged Logged Retrieved Aided Described Observed Composed Formulated Originated
Categorized  Maintained Routed Arbitrated Directed Qutlined Conceived Founded Performed
Charted Managed Scheduled Articulated Drafted Participated Condensed Generated Photographed
Classified Monitored Screened Assisted Edited Persuaded Crafted llustrated Planned
Coded Obtained Set Up Authored Enlisted Presented Created Improvised Revised
Collected Operated Standardized Clarified Explained Promoted Customized Initiated Revitalized
Corresponded Ordered Submitted Coached Formulated Proposed Designed Innovated Shaped
Developed Organized Supplied Collaborated Helped Publicized Developed Instituted Solved
Distributed Processed  Systematized |Communicated Incorporated Reconciled Directed Integrated Synthesized
Documented  Provided Updated Completed  Influenced Referred Leadership | Management
Executed Purchased Validated Composed Informed Reinforced | Accomplished  Enhanced Originated
Filed Recorded Verified Conceived Inspired Reported Achieved Established Overhauled
Data | Financial Conferred Interacted Represented | Administered Evaluated Qversaw
Accounted Computed Measured Consulted Interpreted Resolved Analyzed Examined Planned
Adjusted Conserved Netted Contacted Interviewed Responded Appointed Exceeded Prepared
Administered Consolidated Planned Contributed Joined Spoke Approved Executed Presided
Allocated Corrected Prepared Conveyed Judged Suggested Assessed Generated Prioritized
Analyzed Determined  Programmed | Convinced Lectured Summarized Assigned Handled Produced
Appraised Developed Projected Coordinated Listened Trained Afttained Headed Promoted
Articulated Entered Published |Corresponded Marketed Updated Authorized Hired Recommended
Assessed Estimated Qualified Helping Chaired Hosted Reconciled
Audited Filed Reconciled Adapted Delivered Maintained Coached Implemented Recruited
Authored Financed Reduced Advised Demonstrated Mediated Considered Improved Reorganized
Balanced Financed Researched Advocated Developed Mediated Consolidated Incarporated Replaced
Budgeted Forecasted Retrieved Aided Diagnosed Mentored Consulted Increased Restored
Calculated Formulated = Summarized Answered Educated Motivated Contracted Initiated Reviewed
Categorized Invested Tabulated Arranged Encouraged Overcame Controlled Inspected Scheduled
Chartered Logged Targeted Assessed Engaged Prevented Converted Instituted Secured
Classified Maintained Tracked Assisted Ensured Provided Coordinated Led Selected
Compared Managed Transmitted Attended Evaluated Referred Decided Managed Streamlined
Compiled Marketed Typed Cared for Expedited Rehabilitated Delegated Marketed Strengthened
Research Clarified Facilitated Represented Developed Merged Supervised
Analyzed Explored Reviewed Coached Familiarized Resolved Directed Motivated Targeted
Calculated Extracted Searched Collaborated Furthered Served Eliminated Navigated Terminated
Cataloged Extrapolated Solved Contributed Guided Simplified Emphasized Negotiated Trained
Clarified Formulated  Summarized | Cooperated Helped Supplied Enforced Organized  Transformed
Collected Gathered Surveyed Coordinated Insured Supported Technical
Compared Identified Tested Counseled Intervened Volunteered Converted Managed Simulated
Computed Inspected Teaching Adapted Created Operated Solved
Conducted Interviewed Adapted Encouraged Motivated Analyzed Debugged Overhauled Specialized
Correlated Invented Advised Evaluated Persuaded Applied Designed Oversaw Standardized
Critiqued Investigated Clarified Explained Served Assembled Determined Printed Studied
Detected Located Coached Facilitated Simulated Built Developed  Programmed Tested
Determined Measured |[Communicated Focused Stimulated Calculated Engineered Rectified Troubleshot
Diagnosed Monitored Conducted Guided Taught Compared Fabricated Regulated Upgraded
Discovered Observed Coordinated  Individualized Tested Computed Fortified Remodeled Used
Evaluated Organized Critiqued Informed Trained Configured Installed Repaired Utilized
Examined Proved Developed Instilled Transmitted Conserved Led Replaced Visit our website!
Experimented Researched Enabled Instructed Tutored Constructed  Maintained Restored | msmary.edu/career
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Resume Review
Once you have completed your first draft, contact the Career Center to have your resume
reviewed. This can be done by email or by appointment with one of our counselors.

One More Thing!
When the final version is ready, be sure to print it on resume paper of a neutral color, not white

copy paper.

We hope that you have found this guide helpful and that you are successful in obtaining the
position you are seeking. Should you have any questions or need further help, contact the
Career Center.

Phone: 301-447-5202
Email: careercenter@msmary.edu
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(Sample Resume - Accounting #1)

Joe Jobseeker
jjobseeker@email.msmary.edu

Mount St. Mary’s University Street
16300 Old Emmitsburg Rd City, State Zip
Emmitsburg, MD 21727 Phone

Education: Mount St. Mary’s University Emmitsburg, MD
Bachelor’s Degree in Business and Accounting May 2017
Concentration in Marketing

West Islip High School West Islip, NY
Advanced Regents Diploma May 2013

Work Mount St. Mary’s University
Experience: Freshman Ambassador Coordinator
e Oversee freshman who host prospective students visiting the Mount

Emmitsburg, MD
August 2014-Present

e Lead large groups of people as they tour the university campus

Executive Parking
Valet Attendant

e Park cars for guests at special events
e Make arrangements for guests to get home safely

NJBL Umpires
Umpire

Long Island, NY
July 2014-Present

Long Island, NY
January 2012-Present

e Officiate youth baseball games and keep the official time and score

e Instruct players on the basic fundamentals and rules of the game

Cornell University Cooperative Extension 4-H Camp

Camp Counselor

Riverhead, NY
June 2012-August 2012

e Supervised a group of 15 children at a residential camp
e Assisted children with activities and created a fun and safe environment 24 hours a day

Pizza King Deer Park, NY
Counter Worker January-October 2011
e Operated the register while serving customer’s needs
e Prepared food and kept the restaurant orderly

Honors: Presidential Ambassador Fall 2014-Present
Treasurer/Social Media Coordinator, Sports Management Club Fall 2014-Present
Dean’s List Fall 2013
Trustee Scholarship Fall 2013-Spring 2017
Suffolk County DECA Top 10 in Sports Marketing December 2011
Activities:  Freshman Ambassador Fall 2013-Spring 2014

Varsity Track and Field Spring 2010-Spring 2013
Varsity Volleyball Fall 2013
DECA (International Marketing Club) Fall 2011-Spring 2013
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(Sample Resume - Accounting #2)
Johanna Career-Hunter

Address, City, State Zip | Phone | Email

EDUCATION
Mount St. Mary’s University Emmitsburg, MD
Presidential Scholarship Award Winner 2015

Bachelor of Science in Business Administration, Finance Concentration, Economics Minor
GPA: 3.34
Major GPA: 3.60

South Ural State University Cheyabinsk, RUSSIA

-1 of 12 selected out of a very large applicant pool to represent Mount St. Mary’s in a 2014: February-March
Cross Cultural Business Study Program with Russian Students

-Focus on Marketing, Critical Thinking, and Business Analytics Simulations

-International Business Exposure

APPLICABLE COURSES
Economics: Principles of Macro, Macro; Intermediate Macro, Micro; Global Bus & Econ
Accounting: Financial; Management
Business: Business Law; Business and Decision Making; Info Systems, Business Policy (Capstone)
Finance: Corporate Finance | & Il; Personal Finance; Money and Banking

EXPERIENCE
Morgan Stanley: Wealth Management Intern Mount Laurel, NJ
-Managed group website and uploaded all marketing materials 2014: May-August

-Created a prospect marketing brochure

-Assembled lists of clients and securities in Excel, and updated contact management systems (ACT!)
-Operated phone to assist clients and Financial Advisors

-Performed Market Research on funds to pitch to clients

BDP International, Corporate Headquarters: Logistics Intern Philadelphia, PA
-Audited 10,000+ shipment invoices to ensure necessary documents were present 2013: May-August
-Strengthened data storage process by creating new folders, and consolidating them

-Organized and recorded data into Excel

Office of Learning Services: Peer Tutor Emmitsburg, MD
-Customized a personal method to tutor Econ, Finance, and Business courses mastered 2012-Present
-Analyzed exam performance and revamped training to focus on areas of struggle

ACTIVITIES
Club Soccer: President 2011-Present
Schedule all home and away games vs. other universities, supervise & run practice,
organize financials, set budget, purchase equipment, and ensure the team meets semester goals

Office of Admissions: New Student Ambassador 2011-2012
Hosted prospective students overnight and recruited them by showing them a “Day in the Life of
a Mount Student” and advertising the beauty of the school

Intramural Sports: Referee and Participant 2013-Present
Instructed fair play through training, and actively making correct calls
A motivated team captain in over 10 different sports
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School Address:

(Sample Resume - Biology Major)

Name
name@email.msmary.edu

Permanent Address:

16300 Old Emmitsburg Road Street
Emmitsburg, MD 21727 Town Name, State Zip
EDUCATION: Mount St. Mary’s University Emmitsburg, MD
BS: Biology Minor: Chemistry May 2013
GPA: 3.17
Dean’s List Fall 2009 — Fall 2012
RESEARCH
PROJECTS: Purification of Alkaline Phosphatase Enzyme from E. coli

EXPERIENCE:

HONORS
AND
ACTIVITIES:

SKILLS:

e Methods: Dialysis, DEAE-Cellulose Chromatography, SDS-PAGE, Fixed Assay of AP
activity, Protein Concentration Assay (Mini-Bradford Assay)

e Results: Overall, the protein concentration values from the mini-bradford assay
agreed with the gel. The enzymatic activity did not agree with the hypothesis that the
enzymatic activity would remain constant.

Identification of Serum Glycoproteins

e Methods: SDS-PAGE electrophoresis, Western Blot

e Results: The SDS-PAGE proved that there were in fact proteins in the transferrin, a-
lactalbumin, ai-antitrypsin, and whole bovine serum. The whole bovine serum
appeared to have contained the largest amount of proteins compared to the other
samples. The western Blot only gave a band in the lane containing whole bovine
serum.

Separation of Membrane Lipids

e Methods: Centrifuge, Thin Layer Chromatography, Cholesterol Assay, Phosphate
Assay

e Results: There are no results due to the fact the experiment did not work.

Wholesale Club Centerville, PA
Sales/Customer Service Associate June 2001 — Present
e Provide excellent customer service
e Address problems that arise on the spot
Kellogg Company Lancaster, PA
Laborer June 2004 — Present
e Developed communication skills
e Safely operated heavy machinery

Tri Beta — National Honors Society for Biology, Member March 2000 — Present
Science Club, Member Fall 2009 — Present
Special Olympics, Volunteer Fall 2009, 2010, & 2011
ARC Program, Volunteer Fall 2009

Lab: Spec 20, Gel Electrophoresis Thin Layer & Paper Chromatograph Centrifuge
IT: Microsoft Office Suite, NIST/EPA/NIH Mass Spectral Database
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(Sample Resume - Business w/ Finance Concentration)

Name
Street, City, State Zip ¢ Phone ¢ Email
EDUCATION
Mount St. Mary’s University, Emmitsburg, MD May 2015

Bachelor of Science in Business Administration, Finance concentration
Pre Law-Juris Doctorate in Corporate Law

Winner of Delegate Susan K. McComas Scholarship 2013-2015

Dean’s List Award 2014-2015
WORK EXPERIENCE

Office of Congressman John K. Delaney August 2015 - Present

Intern

e Achieve an understanding of constituent services Congressman Delaney provides for district residents.
e Draft letters to constituents and local organizations, while appropriately addressing constituent concerns.
e Assist district office, staff, and Congressman when attending public events.

RDECOM-Edgewood Chemical Biological Center (ECBC), APG (EA), MD July 2014 - Present
Financial Office, Student Temporary Employment Position (STEP - GS-3 Government Worker)

¢ Budget Clerk: Created, updated, filed, and organized financial reports.

¢ Fulfilled full training of General Fund Enterprise Business System (GFEBS).

e Used systems applications and products for data processing of SAP software.

Joint Project Manager- Biological Defense (JPM-BD) - SEAP, APG, (EA), MD June 2013 - August 2013
e Supported the Advancement Planning Brief to Industry.
e Advanced JPM-BD brochures for future years, while updating current projects in a cost efficient way.
e Constructed multiple business plans in preparation for possible financing problems.
e Utilized Excel in organizing and completing “Man Power Survey” with the supervisor.

RDECOM-ECBC - SEAP, APG (EA), MD June 2012 - August 2012
Advanced Design & Manufacturing (ADM) Team

e Trained to conduct independent experiments while complying with all safety procedures.

¢ Conducted and presented independent research project on various topics assigned.

¢ Designed and sketched parts into the Microsoft Software Solidworks and AutoCAD.

e Prepared a formal presentation based on research and notes from various lectures from seminars.

ADDITIONAL EXPERIENCE
Mount St. Mary’s Office of Alumni Relations August 2015 - Present
Presidential Intern
e Actas a student liaison to the Mount St. Mary’s University Alumni Office and the Alumni Director.
¢ Plan and execute campus programs, student events, and alumni gift donations.
e Promote Mount senior gift contributions along with other class donations.

Mount St. Mary’s University Richard J. Bolte, Sr., School of Business August 2014 - May 2015
Presidential Intern

e Planned staff meetings.

¢ Helped with budget reporting.

e Assisted with creating Richard ]. Bolte, Sr. School of Business presentations.

ACTIVITIES
Member of the Accounting Club, Economics Society, Finance Club, Management Club, Asian Alliance Organization,
WAM (Women and Men) in Business, Mount Ambassador (student tour guide), Mount Mentor, Women’s Tennis
Team (D1), and Relay for Life Varsity Student Leader.

SKILLS
Proficient in Microsoft Office Proerams (Excel, Word. PowerPoint), Solidworks, AutoCAD
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(Sample Resume - Business w/ Marketing Focus)

Name
Street, City, State Zip
Phone
Email
EDUCATION
Mount St. Mary’s University Emmitsburg, MD
Bachelor of Science in Business May 2015
Concentration in Marketing
Minor in Fine Arts — Art
WORK EXPERIENCE
BDP International, Summer Logistics Intern Philadelphia, PA
e Key point of contact within the DuPont Ocean Imports team to various Summer 2014
carrier lines
e Established a filing process for China’s Isotanks customs paperwork
e Informed management of ETA’s, rejects, pickup and delivery dates
¢ Responsible for filing entries with the Customs house in Philadelphia
e Collaborated with the process improvement team to improve training and created a
reference guide for import and export coordinators
St John’s Regional Catholic School, Intern Frederick, MD
Development and Marketing Office Sept 2013 — May 2014

e Coordinated sponsors and participants for annual fundraising event

Marketed the school safety campaign

Researched and developed new web page designs for prospective families

Established social media accounts to endorse the school

Created, directed and choreographed a school wide video (600+ individuals),

marketing/promoting the school’s reputation and extracurricular activities

Quail Valley Golf Club, Bar & Grill Waitress Sept 2013 — Current
o Worked in a people-oriented environment as a cashier and cook
¢ Organized inventory and stock for the grill

Bath & Body Works, Sales Associate Nov 2011 — Jan 2012
o Established connections with customers and was awarded the highest ATV (average

transaction value) after one week

ACTIVITIES
Marketing Club Sept 2013 — Current
o Researched and implemented surveys to find better ways to promote all areas of our
school

e Worked with the Admissions Office to increase retention
e Promoted campus recreation through social media sites
Habitat for Humanity Volunteer Feb 2014
e Assembled the foundation and flooring of a house in Virginia during spring break
o Interacted with locals to discuss helping decrease poverty levels

Ambassador for Rally for the Cure 2013
e Organized a golf tournament at Overbook Golf Club to help fundraise
Mount St. Mary’s University Division 1 Women’s Golf 2011 -2013

e Began competitively playing five years ago
e Currently a 12 Handicap

Lead fundraiser for a student’s tuition at Mount St. Mary’s 2011
e Lead to the launch of the Good Samaritan Fund for MSM

e Raised $38,000 in under a week
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(Sample Resume - Business)

Name

Street, City, State Zip Email | Phone

Summary Statement:

Certified Materials & Resource Professional (CMRP) with experience in contracting, supply chain management,
strategic sourcing and operations. Background includes procurement, developing and maintaining vendor relationships,
contract negotiation and administration, working with both internal and external customers. Skilled in financial and
business analysis, managing, motivating, and leading staff and presenting and communicating with all levels of an
organization from front line employees to senior level management.

Education:

Loyola University Maryland, Baltimore, MD May ‘11
Joseph A Sellinger S.J School of Business and Management (AACSB)
Masters Business Administration, concentration in Accounting

Mount St. Mary’s University, Emmitsburg, MD May ‘09
Business Administration, concentration in Finance

Employment History:

Big Chain, Gaithersburg, MD July ‘15 — Present
Sourcing Specialist, Materials Management
e Negotiate regional contracts for goods and services including identification of bidders, creation of RFPs,
RFQs, and RFls, evaluating bids and executing the agreement.
¢ Analyze spend behavior to identify cost savings opportunities and implement improvements to shorten cycle
times and improve service levels.
o Establish and monitor key metrics to measure supplier performance on service level agreements, spend and
user satisfaction.
e Develop new sources of supply and service predominantly in indirect categories.
Associates Healthcare Solutions, Phoenix, AZ April ’14 — May ‘15
Regional Sales Manager, DE, MD, VA and Washington DC
e Managed the activities and performance of district’s field and service team members.
o Developed and directed the strategic and tactical plan to achieve an annual sales forecast.
e Directed the recruitment and assimilation process of the territory’s sales force.
St. Joseph Medical Center, Towson, MD April ’12 — April ‘14
Operations Manager, Supply Chain Management
e Directed hospital’s Central Storeroom, Procurement Office, Print Shop and Laundry.
o Developed annual departmental budget, cost savings initiatives, goals and objectives.
o Facilitated cost reduction activities through proper inventory control, contract compliance and the appropriate
selection of products.
e Cut the overall storeroom inventory from over $1.2 million to under $450,000 within 18 months.
e Improved productivity and decreased the department’s total required FTEs by 13
Medical Products and Services, Baltimore, MD June ’09 — April ‘12
Materials Service Manager, Valuelink
e Promoted twice within 2 years from the position of Service Specialist to Distribution Coordinator then to
Materials Service Manager.
o Coordinated the day-to-day logistics and supply chain management activities of a just-in-time delivery
program.
e Supervised the operations of a medical supply warehouse serving nine regional hospitals.
e 1 0f 10 chosen from a candidate pool of 40 for a Leadership Development Program.

22


mailto:Seekerfj@email.com

(Sample Resume - Criminal Justice)

Name
Email
Phone
Current Address: Permanent Address:
Mount St. Mary’s University Street
16300 Old Emmitsburg Rd City, State Zip
Emmitsburg, MD 21727-7799
Objective: Trilingual Criminal Justice major with security clearance seeking a position where | can use my
background in computer programming and languages to aid in the mission of protecting the nation’s
security.
Security
Clearance: TS/SCI w/FS Poly
Education: Mount St. Mary’s University Emmitsburg, MD
3.96 GPA
B.A. French and International Studies May 2016
Member of the Mount St. Mary’s Honors Program 2012 — 2016
Employment
Experience: Recruiting Intern, Exceptional Software Strategies, Inc. June 2015 — Present
e Summer Internship with extension through senior year on college breaks.
e Sourced candidates for various labor categories and positions from
DoDlIntelJobs.com, ClearanceJobs.com, and ClearedJobs.net.
¢ Reviewed roughly 200-500 resumes per day; emailed candidates who met
position and experience requirements.
e Emailed and/or called candidates to set up interviews and security reviews.
e Attended candidate interviews to further acclimate to the interviewing
process.
o Edited Exceptional Software’s website and Employee Portal using
SharePoint.
e Updated nearly 50 open job descriptions on Exceptional Software’s website
to comply with the current template.
e Edited candidate applications to the customer to comply with the required
template.
Mount St. Mary’s University Peer Tutor 2013 - Present
e Tutor in the subjects of French (all levels), Math 111, and Biotechnology.
Mount St. Mary’s University Language Lab Aide 2014 — Present
e Oversee the operations of the language lab.
Honors: 2015 National Security Scholarship June 2015
Alpha Mu Gamma, National Collegiate Foreign Language Honor Society 2015
Pi Delta Phi, National French Honor Society 2015
Delta Epsilon Sigma, National Honor Society for Catholic Universities 2015
Phi Sigma Alpha, National Political Science Honor Society 2016
Professor Robert J. M. Henke Memorial Prize April 2015
Monsignor Hugh J. Phillips Prize April 2013
Dean’s List All Semesters
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Honors (continued)

Languages:

Skills:

Research:

Activities:

Volunteer
Work:

St. Joseph Scholarship
Trustee Scholarship
AP Distinguished Scholar Award

Fluent in French
Beginning Spanish

Knowledge of Microsoft Word, PowerPoint, Outlook, and SharePoint
Familiar with JobScience and SpringCM

Basic knowledge of Python, HTML, and CSS

Basic knowledge of SPSS and Statistics

Proficiency with MLA formatting

Senior Honors Project
“Globalization and Human Rights: Effects on Political Stability and Culture in
Madagascar” Mentors: Dr. Marco Roman and Dr. Kristen Urban

Mount St. Mary’s University SPARC Festival
Presented a computer program in Python that conjugated regular French verbs in
twelve verb tenses.

Vice President of the George Henry Miles Honor Society
Mount St. Mary’s French Club

Mount St. Mary’s Division 1 Women’s Golf Team
Mount St. Mary’s Chapel Choir

FOCUS Bible Study

Freshman Ambassador

FOCUS Mission Trip to France
Worked with the Community of the Beatitudes in various cities and towns across
France, including Lourdes, Nouan-le-fuzelier, Lisieux, and Toulouse.

Howard County Girl Scout Day Camp
Assistant Unit Leader, Program Aide

girl scouts.
e Over 6 summers, worked over 240 volunteer hours.
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2012 - 2015
2012 — 2015
May 2012

April 2016

April 2014

2015 - 2016
2012 — 2015
2012 - 2013
2012 - 2015
2012 - 2015
2012 - 2013

Summer 2014

Summer 2007 — 2012
e Planned and executed an hourly schedule for a group of approximately thirty



(Sample Resume — Education #1)
Your Name Here

Current Address: Mount St. Mary’s University, Old Emmitsburg Rd, Emmitsburg, MD 21727 Phone
Permanent Address: Street, City, State Zip Email

Objective
Dedicated Education graduate with experience working with special education students at the elementary level seeking to
leverage my ability to plan curriculum and activities to bring value to a full-time teaching position.

Education
Bachelor of Science in Education May 2015
Elementary and Special Education Certification, GPA: 3.9/4.0
Mount St. Mary’s University Emmitsburg, MD

Teaching Experience
Student Teacher January-May 2015
Frederick Middle School, Frederick, MD
+ Facilitated the designing of picture books
» Created unit in poetry
Intermediate School, Frederick, MD
+ Developed new science curriculum from textbooks
» Implemented new learning activities and opportunities in the existing math and science curriculums
» Designed and facilitated science-related writing activities

Advanced Field Experience September-December 2014
Thurmont Elementary School, Thurmont, MD

» Created and led various language arts learning activities

* Administered miscue analyses to determine a student’s reading and writing levels

+ Instructed students in several different subjects

» Tutored and assisted students with learning disabilities

Early Field Experience January-May 2014
Thurmont Elementary School, Thurmont, MD

» Guided students with learning disabilities through curriculum activities

» Planned several lessons and games to instruct and motivate students

* Made bulletin boards to display students’ work

Related Experience
Assistant Group Supervisor Summers 2012-2014
YMCA Childcare, Silver Spring, MD
» Provided childcare for children ages three to thirteen
« Established and enforced rules to maintain a safe and fun environment
 Planned activities for students with Autism
» Planned and implemented activities conducive to learning
» Communicated with parents addressing important issues concerning academics and behavior
Daycare Worker June-August 2011
Alicia’s Daycare, Silver Spring, MD
» Interacted with and cared for several two- to three-year olds
Sunday School Teacher September 2011-May 2012
Upper Room Fellowship, Silver Spring, MD
» Developed and implemented interactive lessons for toddlers
Tutor January-May 2010
Tiger Pause/Dare to Excel, Silver Spring, MD
» Tutored/coached at-risk students in content areas after school hours
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Last Name, 2

Work Experience
Information Desk Worker August 2014 - May 2015
Student Affairs Mount St. Mary’s University Emmitsburg, MD
» Answered student and parent questions regarding housing and student life at the university both in person and on the
phone
* Accurately entered data into spreadsheets and filed for professional staff’s references

Student Admissions Counselor August 2012 - May 2015
Mount St. Mary’s University Emmitsburg, MD

» Advised and counseled students and families on college decisions

» Presented information about the college and conducted campus tours

» Planned visits for families of prospective students

+ Served as a liaison between prospective students and families and the college

Service Activities

Volunteered at Mount St. Mary’s University Family Fun Day June 2014
Upper Room Fellowship, Silver Spring, MD Fall 2014
Attended and Participated in Bible study and Harp and Bowl Events 2010 - 2013
Student Cell Group Leader 2012 - 2013

 Directed ministry-oriented meetings for junior and senior high school students
 Planned activities to promote community and build relationships

Short-term Mission Team Member

Norristown, PA June 2005 and 2006
Navajo Nation, Window Rock, AZ June - July 2012
Camp Counselor Positions
Fresh Start Summer Camp June- July 2011
+ Facilitated small group activities for junior high students
Junior High Snow Camp January 2011-2014
» Led small group discussions and activities for junior high students
Student Leadership in Church Youth 2011- 2015
» Led, presented, created learning and instructional experiences for junior and senior high school students

Honors
Member of Alpha Chi — Honor Society for the top scholars in several fields Inducted Fall 2012
Listed in Who'’s Who Among Students in American Universities and Colleges Fall 2012
Wilda Mae Roberts Elementary Education Award Commencement May 2015
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(Sample Resume — Education #2)

Name
email@email.msmary.edu
Phone

16300 Old Emmitsburg Rd Street
Emmitsburg, MD 21727 City, State Zip
Objective: To obtain an entry-level elementary teaching position with a leading school district.
Education: Mount St. Mary’s University Emmitsburg, MD

Bachelor of Science-Elementary Education May 2016

GPA3.3

Related Course Work: Foundations of Education, Concepts of Math for Teachers | & I, Materials for Teaching Reading,
Human Development, Educational Technology | & Il & Ill, Educational Psychology, Process/Acquisition of Reading,
Behavior Management, Exceptional Children, Instruction of Reading, Teaching Science, Teaching Social Studies, Teaching
Math, Reading Assessment/Intervention, Professional Seminar, Internship | & I, Foundations of Sociology, Death and
Dying

Praxis | Scores:

C-PPST: Reading — 183 C-PPST: Writing— 172 C-PPST: Mathematics — 181
Praxis II:

Elementary Ed Content Area Exercises: 169

Elementary Ed Content Knowledge: 161

Internship Experience:
Waverley Elementary School 5" Grade, Frederick, MD Fall 2015
e Developed over 50 lessons and instructed the five main subject areas: math, reading, social studies, science, and
writing.
e Established a communicative relationship with faculty, parents, and administration.
e Participated and was involved in team meetings, ELO activities, back to school night, parent teacher conferences,
and special education meetings.
Waverley Elementary School 1% Grade, Frederick, MD Spring 2014
e Designed and taught 16 lessons including a thematic unit plan.
e Assisted in after school tutoring and lunch and recess duty.
e Fostered a reliable communication with the parents through newsletters, Friday folders, and conferences.
Woodsboro Elementary Pre-K Grade, Woodsboro, MD Spring 2013
e Directed and developed a behavioral plan focused on one individual student.
e Closely examined phonological awareness, phonics, and word recognition.
e Guided read alouds, hands on activities, and centers.
Teachers Aid Stone Harbor Elementary School, Stone Harbor, NJ 2013-2015
e Instructed small reading groups, read alouds, and show and tell.
e Controlled centers and helped during lunch duty.
Emmitsburg Elementary School 1% Grade, Emmitsburg, MD Fall 2013
e Observed the classroom and kept a journal of the activities.
e Conducted an interest survey and created a center activity.
Fredrick Middle School 6 Grade, Frederick, MD Spring 2012
e Monitored teaching methods.
e Designed behavior management strategies.
e Worked one on one with students.
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Related Experience:

Children’s Fresh Beginnings Home, North Wildwood, NJ

Counselor

Last Name, 2

Summer 2011 & 2012

e Volunteered to help serve young girls ages 5-10 who were from broken homes.
e Supported young girls and provided them a stress-free summer.
e Motivated children that had been through abuse, alcohol and drug upbringings, single parent homes, incarcerated

parents, etc.
o Influenced young girls’ lives for the better.

Mara Stella Parish, Religious Education, Avalon, NJ

Volunteer

e Volunteered and taught first grade Catechism classes.

Fall 2010-Spring 2012

e Demonstrated basic prayers, outlined the Ten Commandments, sign of the cross, sacrament of reconciliation, and

created a nativity play.
e (Created and administered a children’s choir.

Related Activities:

Secretary of Big Brother Big Sister: 2005-2008

e Collaborated with members and controlled our

budget and expenses.

e Created a well-educated environment for students

who needed an after school activity.

Fall Retreat: October 8t"-13t

e Volunteered with Habitat for Humanity.

e Helped sort clothing in a thrift store.

e Worked with an after school program for inner city
children.

Hope Alive: 2007-2008

e Volunteered at an abused women’s shelter.
e Watched and facilitated activities with their children
when they were in meetings.

Tutor at Thurmont Primary: 2007

e Volunteered weekly, worked with 15-5t" graders to
increase their reading and math skills.

Work Experience:

President’s Office- Mount St. Mary’s University, Secretary, Emmitsburg, MD

Activities:

Happy Helpers/Daily Bread: 2005-current

e Made and bagged lunches and brought them to the
homeless in Washington, DC.

e Volunteered at a Soup Kitchen in Washington, DC
and Frederick, MD.

Chorale/Gospel Choir: 2005-current

e Participated in the Women’s Ensemble at my
University.

e Attended practice three days a week, performed in
concert, and traveled to Canada to sing in cathedrals.
Theatre/Plays: 2005-current

e Performed and received starring roles in: Celebration,
Naomi in the Living Room, Leader of the Pack, Bat

Boy, and From Rags to Riches.

e Demanded routine schedule and countless practices.
Residence Life Advisory Board for Student
Government: 2007

¢ Nominated for advisory board.

e Attended weekly meetings, spoke with head faculty
members as the voice of the students, and achieved
many set goals for the year.

Fall 2012-Present

Organized data, scheduled events, answered phone calls, and delivered information to others.

The Pancake House, Head Waitress, North Wildwood, NJ

Opened/closed the restaurant.
Monitored and trained waitresses.

Summer 2010-Present

Exemplified role model qualities in customer service.

Computer Skills: Microsoft Office Suite, Audacity, Power Point, Web Cams, Online Texts, Smart Board
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Education:

Work
Experience:

(Sample Resume - English Major)

Name
Street Address
City, State Zip
Phone Email

Mount St. Mary’s University Emmitsburg, MD
Bachelors of Arts in English Dec 2014
College of Southern Maryland La Plata, MD
Associates of Arts Degree in General Studies May 2012
State Farm Insurance Randallstown, MD
Sales Representative Jan 2016 - Present

Receive and handle incoming calls.

Service client accounts.

Initiate follow-ups to a lead by corresponding in writing to obtain more information
regarding a potential client’s insurance need.

Prepare written correspondence to clarify questions regarding details of an account.
Create written material to explain the company’s products and services.

Maintain customer accounts.

File appropriate data entries in a computer database.

Use these databases to analyze and provide technical assistance to a customer’s inquiry
regarding their financial accounts. Search and analyze their accounts to resolve any
discrepancies.

Email receipts and general service documents.

Sports Authority Frederick, MD
Sales Associate Dec 2015 - Present

Establish rapport with customers to find specific needs.
Answer any questions regarding equipment within the store.
File proper work order paperwork for pick-ups and repairs.
Set out and take down promotional offers.

Maintain clean sales environment.

Frederick County Division of Parks and Recreation Frederick, MD
Assistant Coordinator Sept 2015 — Dec 2015

Administered local recreation centers.

Implemented established policies at centers.

Researched and applied the organizations operating procedures when administering
programs to be held at the center.

Liaised between Parks and Recreations and the general public using various facilities.
Interpreted written guidelines to assist in determinations of provisions that applied to the
use of the facilities.

Part-time Head Office Administrator.

Filed Program documentation.

Identified any problems with use of the centers and determined the correct course of action
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Work Experience (continued) Last Name, 2

Skills:

Volunteer:

Colonial Life Frederick, MD
New Sales Representative Aug 2015 - Dec 2015
e Reached out to the general public via phone and in person about company products.

e Answered questions over the phone from prospective customers.

e Learned specifics and individual Colonial products.

e Handled inquiries orally regarding claims. Clarified details of insurance policies.
Interpreted the companies written guidelines and procedures in response to questions of a
claims process.

e Advised of Colonial’s products.

e Filed proper documents for individual policies.

e Performed follow up actions to individual accounts after communication with the
costumer by use of the personal computer.

e Used the company’s computer database to maintain a costumer’s account and to resolve
any discrepancies.

Davis Community Center Waldorf, MD
Community Center Aide/Facility Attendant Fall 2010 - Winter 2012
e Established an after school program for children.

Organized activities for the children in attendance.

Maintained the Center for programs that used the facilities.

Responsible for clean-up and organization of equipment.

Collected and financially accounted all money for programs at the facility. Adhered to
their written guidelines and looked for any financial discrepancies.

Microsoft Office Suite (Excel, Word, PowerPoint, Access, Outlook)
Licensed in State of Maryland for Health, Life, Property and Casualty Insurance  July 2015

CPR/First Aid Certified Aug 2015
Radio Show Co-Host for WMTB 89.9 Emmitsburg Aug 2013 - May 2014
Committee on Youth of Episcopal Diocese of Washington Aug 2006 - May 2009
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(Sample Resume - Federal Agency)

Name
Email
CURRENT ADDRESS: PERMANENT ADDRESS:
Mount St. Mary’s University Street
16300 Old Emmitsburg Rd City, State Zip
Emmitsburg, MD 21727 Phone
EDUCATION: Mount St. Mary’s University Emmitsburg, MD
Bachelors of Arts, Criminal Justice May 2012
Bachelors of Arts, Sociology May 2012
Dean’s List Fall 2008 — Spring 2011
Cumulative GPA: 3.86
HONOR Delta Epsilon Sigma (Catholic Universities), Alpha Phi Sigma (Criminal Justice),
SOCIETIES: Alpha Kappa Delta (Sociology), George Henry Miles (Mount St. Mary’s Honor Society)
WORK Intern January 2011 — May 2011
EXPERIENCE: Frederick (Maryland) Police Department Frederick, MD

Completed a background investigation which included a 36-page “Personal History
Questionnaire”, a fingerprint check, and a polygraph examination
Hired to create a database of clients selected for the CSAFE program
o CSAFE clients are criminal offenders identified by the Department as having a high-risk of
re-offending or being a victim
Granted access to sensitive data after agreeing to confidentiality
Taught myself how to use Microsoft Access, compiled a potential database layout, and finished
by transferring the current list into the new database
Presented the final product to members of the Department and led five separate training
sessions for the individual responsible with future data entry.
Produced a 24-page protocol detailing how to use the database
Completed one ride-along shift with patrol officers

Cooperating Underage Witness
Frederick Police Department August 18, 2010
Delaware Department of safety and Homeland Security 11/24/2010, 3/6/2011, 3/9/2011

Volunteered with both Departments to assist with their Alcohol Compliance Check operations
Participated in the briefing presented by the supervising officer

Worked 6-8 hour shifts going to various alcohol distributing businesses and attempting to
purchase alcohol underage on behalf of the Department

Learned the differences between each Department’s operating procedures

Assisted with the entering of evidence and narrative compilation for each sale

Agreed to testify in court if subpoenaed

Area Coordinator/Resident Assistant, Apartments/Horning Tower Emmitsburg, MD
Mount St. Mary’s University June 2010 — Present

Maintained dual responsibilities of both a Resident Assistant (see below) as well as an Area
Coordinator

Served as the supervisor for eight other Resident Assistants stationed in the three Apartment
complexes on campus, wherein over 300 upperclassmen reside
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WORK EXPERIENCE (continued) Last Name, 2

Fulfilled ten work hours per week for the Office of Residence Life performing administrative tasks
such as: approving hall activity proposals and evaluations, putting together monthly schedules for
evening shifts, assisting with mediations, and working on various office tasks

Organized bi-weekly staff meetings which involved making an agenda of topics to be discussed
and then leading the meeting discussion

Founded and worked on the development of new living-learning community option for on-
campus housing, titled the Faith Development Community

Co-authored a protocol for Resident Assistants living with freshmen, titled Freshman Experience
program

Resident Assistant, Pangborn Hall (LOFT Community) Emmitsburg, MD
Mount St. Mary’s University August 2009 — May 2010

Intern

Directly responsible for the ensuring a safe and healthy living environment for 33 residents by
hosting hall programs, resolving conflicts and monitoring conduct

Promoted the Lifestyles of Opportunity, Fortitude, and Temperance community (LOFT), dedicated
to a substance and alcohol free community living hall

Hosted a minimum number of educational programs based on the four Pillars of the university’s
Mission Statement: faith, community, leadership, and discovery.

Monitored Pangborn Hall and the area surrounding the building for 4-6 hour shifts at night six
times per month while on “rounds”

Responsible for enforcing the student Code of Conduct and documenting violations in a detailed
report that included a narrative recount of events

Posted informative and educational bulletin boards once per month

Worked for the Residence Life Selection Committee with a focus on recruiting and hiring new
Residence Assistants through an application and interview process.

Skills learned included: compiling detailed program proposals, writing analytical evaluations,
resolving roommate conflicts, handling Code of Conduct violations, interacting with different
types of people, and managing a spending budget

Newark, DE

City of Newark Police Department June, 2009

Shadowed and assisted two detectives from the Crime Investigation Division with an ongoing
homicide investigation

Analyzed personal banking records of a suspect looking for anomalies

Participated in a meeting with the Medical Examiner’s Office, reviewing pictures of the victim
from the crime scene and images taken during the autopsy

Witnessed the process of obtaining a search warrant and then partook in the execution of that
warrant at a residential home by searching for evidence

Witnessed several interviews of people connected with the ongoing investigation

Shadowed several ten-hour shifts in a patrol car in addition to one shift with the Street Crimes
Unit working undercover surveillance

Front-Desk Assistant Wilmington, DE
Salesianum School Summer 2009. 2010

Assisted high school administrators in various task, including: reviewing student class schedules,
editing school documents, and compiling teacher schedules

Answered questions of parents and students both in-person and over the phone

Operated the building’s electronic security system opening doors for visitors

Prepared outgoing letters for mailing and sorted incoming mail
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AWARDS:

ACTIVITIES:

SKILLS:

Last Name, 3

“Most Valuable Resident Assistant” Award Mount St. Mary’s University
Peer (Resident Assistant) nominated and selected award May 2011
Silver Anniversary Scholarship Recipient Mount St. Mary’s University
Selected by university professor of 25 years for academic excellence May 2010
“Rookie of the Year” Award Mount St. Mary’s University
Peer (Resident Assistant) nominated and selected award May 2010
Bishop W. Francis Malooly Scholarship Recipient Mount St. Mary’s University
Four Year, $64,000 merit-based scholarship 2008-2009

Troop 50 Woody Award Recipient
Rarely distributed award for commitment to scouting February 2007
Eagle Scout, Gold Palm: Boy Scout Troop 50 Newark, DE
Served as Senior Patrol Leader for a Troop of 90 youth scouts 2006 — 2007
Criminal Justice Student Association Emmitsburg, MD
Mount St. Mary’s University September 2008 — Present
e Peer-elected President 2011 — Present
e Peer-elected Treasurer 2010 -2011
e Compliance Check Project Manager 2010 -2011

o Organized groups of volunteers to assist the FPD with ongoing operations
e Communications and Archiving Project Manager 2009 - 2010
o Supervised a group of students in collecting research projects for future use

e Participant in the Police Physical Agility Training Program 2009 - 2010
Mount Mentors 4 Kids September 2008 — 2010
e Big Brothers Big Sisters of Frederick County volunteer group through Mount St. Mary’s University
Assistant Scoutmaster, Boy Scouts of America, Troop 50 March 2008 — Present

Microsoft Office Suite and Yakabod 3.2
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(Sample Resume - Non-Profit)

Name
Street
City, State Zip
Phone Email

EDUCATION: Mount St. Mary’s University Emmitsburg, MD

Bachelors of Arts in International Studies and Spanish May 2015
EXPERIENCE: Mount St. Mary’s University

Pan Africa (Student Organization) Dec 2011 — Present

President Emmitsburg, MD

HONORS
AND

SCHOLARSHIP:

ACTIVITIES:

SKILLS:

Lead weekly discussions, group meetings, and executive board meetings.

e Institute new transition plan to facilitate changes in leadership positions.
¢ Initiate fundraising programs for schools in Cameroon, Ghana, and Ivory Coast.
e Form partnership with other organizations on campus to give back to the community.
e Revitalize group’s social media presence, including the addition of Facebook, Twitter, and
Instagram, leading to improved involvement.
e Teach dance classes to increase cultural awareness on campus.
e Represent the organization on various on-campus and off-campus events and committees.
e Organize events and interact with people of diverse backgrounds.
Learning Services Sept 2012 - Present
Spanish Tutor Emmitsburg, MD
e Assist in training new tutors and proctor student exams.
o Develop action plans based on student academic performance and goals.
e Coordinate schedules with 10 students to provide weekly tutoring sessions.
e Participate in training sessions and training workshops offered.
o Work effectively with students with diverse learning needs and cultural backgrounds.
o Develop and present materials that allow for full understanding of intended audience.
Relay for Life Jan 2015 - Present
Team Leader Emmitsburg, MD
e Recruit team members and motivate them to help raise funds for the American
Cancer Society.
e Work with team members to set fundraising goal and provide fundraising tools to
members
o Communicate regularly via email, phone calls, text, and social media to coach and
motivate team members and spread awareness to the community about cancer.
WMTB 89.9FM Sept 2014 — Present
Radio Show Host “African Spice” Talk Show Emmitsburg, MD
Educational Systems FCU Scholarship Aug 2011 — Present
Dean’s Scholarship and Diversity Scholarship Aug 2011 — Present
Star Scholarship, Montgomery County, MD Aug 2011 — Present
Certified Level 1 Tutor Dec 2012 — Present
Member, ENACTUS - Created Award Winning app for BizHack Sept 2011 — Present
Member, ROTARY, Ritmo Para La Paz, and RCIA Sept 2013 — Present

Google Docs, Microsoft Office (Word, Excel, Publisher, Power Point)
Conversational Spanish
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CAREER CENTER

HOURS WALK-INS SERVICES LOCATION
RESUME REVIEW CAREER ASSESSMENT
MONDAY- FRIDAY TUES & WED  WORKSHOPS MAJOR EXPLORATION ~ MCGOWAN CENTER,
9AM-5PM 1-2PM SEMINARS JOB/INTERNSHIP SEARCH SUITE 240

MOCK INTERVIEWS GRADUATE SCHOOL

College Central Network | College Career Exploration (FOCUSWZ

You have been pre-registered for “ E’iﬁﬁ:‘k

this service using your student ID Take the Focus Assessment to learn
and your Mount email. College Central Network more about yourself, as well as possible
allows students to search internship and job major and career interests.
opportunities posted to Mount students and utilize a

national search engine feature. www.msmary.edu/focus

Access ID: themount

To Access Your Account:

* Visit https://www.collegecentral.com/msmary/
Student.cfm Follow us on Check our

» Select the "Forgot Password" link upcoming events!

* Enter your Student ID in the User ID field
* Enter your Mount email address
* Select the “Find Account” button

* You will receive an email to recover your account
which will allow you to set your password and
finish your registration

@MSMUCareer

MOUNT ST. MARY'S UNIVERSITY

301-447-5202 C RE E R

careercenter@msmary.edu CENTER
www.msmary.edu/career
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