Resume Handout
Resume 
· A resume is a 1 to 2 page summary of one's experience, education, skills and qualifications. 

· Unless you have a lot of experience, keep your resume to only 1 page.

· Purpose: to get you an interview, or to the next stage in the application process.

Three Common Resume Formats
1) Basic Resume (includes basic education experience and personal information)
· Focuses on the “Education” section which includes: degree, major, university, department, date, main courses, special electives, scholarships, honors, extracurricular activities, certifications and skills.
· Often used by graduates who have limited work experience. 
2) Chronological Resume (arranged in time order)
· Most popular resume for people with steady work experience. 
· Should include a work objective that reflects both what you’ve done and what you want to do in the future. 
· The work experience section should list your employment history in time order 
· often presented in reverse chronological order with the most recent job first 
· includes the names of former employers, job titles, employment dates and a brief description of accomplishments, skills, and responsibilities
3) Functional Resume (based on particular skills for a certain purpose)
· Used by people making a significant career change or re-entering the job market after a long time out of it. 
· Stresses your accomplishments and transferable skills in an “Areas of Effectiveness” or “Experience” section. 
· Previous employers and job titles are briefly mentioned in a “Work History” or “Employment History” section.
Guidelines

“Your resume is scanned, not read.” You’ve generally got 10 to 20 seconds to catch the reader’s attention.

· relate your experience to what the employer needs.

· use facts and figures to support your statements.

· be positive

· be brief – incomplete sentences are allowed in resumes.

· don’t refer to yourself as “I”
· always proofread – spelling and grammar mistakes can lose you a job.
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RESUME
Zhang Yang (John)
Room 430, No. 563, Xu Dong Avenue, Wuhan 430000

(027) 6896 3332
zhangyang_87@yahoo.com
OBJECTIVE:

To work in the Marketing department of an international company.

EDUCATION:

B.A., Hubei Technical College (2003)



Wuhan 15th High School (1999)
Major:

Marketing
Main courses:
Marketing Theory and Practice



Marketing Department Management




Marketing Statistics




Business Communications

Honors and Awards:
First-class college scholarship (2002)



Third prize in college English Speech Contest (June, 2002)




First prize in the College’s “Visual Art Competition (2000)

Certifications:
CET 6 (Excellent)



BEC Level 2 (achieved EXCELLENCE in Spoken English Exam)




National Computer Rank Examination Certificate Grade 2

SKILLS:


Excellent written and spoken English 



Skillful in operating Word, Excel




Proficient in Microsoft PowerPoint, Microsoft Outlook




Knowledge of and experience with Photoshop, FreeHand

WORK EXPERIENCE:



Sales Representative, Kuanta Food Company (Summer 2001)
Sold food to retail customers. Conducted customer surveys to obtain feedback and identify potential customer needs. In two months sales increased by 10% through effective marketing.

CHARACTER PROFILE:


 

Outgoing, hardworking and team-oriented

REFERENCES:

Available upon request
Melody Cantata
1812 Overture Ave.
Frederick, MD 21701
(301) 555-1212
melody@earthweb.com
OBJECTIVE

To obtain a music teaching position in a school and develop or build on an existing music program.
EDUCATION
Westminster College, New Wilmington, PA



December 2000
Bachelor of Music Education
Cumulative GPA: 3.35/4.0

Certifications

Pennsylvania certification






December 2000
National Teacher Examination qualified




December 2000
Pre-professional Skills Test qualified




May 2000
EXPERIENCE
Student Teacher







Spring 2000
Stephen Foster High School, Sharon, PA
Taught music theory and music appreciation to 12 classes. 
Assisted with chorale and glee club which had 27 students.

Enrichment Program Leader





Summer 1999
Harmony Elementary School, Frederick, MD
Led summer music program for children in grades 1 through 6.
Created curriculum for over 100 hours of music program.
Student Observer







Spring 1999

Woody Guthrie Middle School, New Wilmington
Observed music teacher work with music classes, band, and 

chorus two mornings a week. Assisted with music-related 
activities.

CHARACTER PROFILE

Thorough, creative, enthusiastic and well-organized.

References available upon request

Shelly Fisher

1105 Poseidon St.

Northridge, CA 91330

805/555-8051

shellfish@watermark.com
OBJECTIVE

To obtain a position in marine biology.

EDUCATION

Bachelor of Science Degree in Marine Biology, 1998

California State university-Northridge, Northridge, CA

Summer research work, Washington Institute of Marine Biology, 1996 and 1997

University of Washington, Seattle, WA

RELATED EXPERIENCE

Marine Biology

· Researched and collected data for a one-week study on Santa Cruz Island.

· Investigated existence and population of Caprilao family invertebrae in Morro Bay.

· Gained thorough knowledge of identification of marine species during summer studies at Washington Institute of Marine Biology. Projects included:

· Preparing study skins of marine birds.

· Reconstructing bone skeletons of marine fish and mammals.

Organization/Coordination

· Coordinated and wrote marine biology research projects.

· Designed a study of kelp flies in a marine biology research project; located species and measured quantity.

· Photographed, through a microscope, coverage of an animal behaviour study.

· Organized projects for an aviation company, working closely with engineers and customers: project involved blueprints, correspondence, and manual updates.

Professional Profile

· Highly organized and dedicated, with a positive attitude.

· Able to handle multiple assignments under high pressure and consistently meet tight deadlines.

· Have excellent written, oral and interpersonal communication skill.

· Thrive on working in a challenging environment.

EMPLOYMENT HISTORY

Cashier, Norita’s Corner Store, Los Angeles, CA, 1995-present.

Assistant Manager, Katchur Development Inc., Seattle, WA, summers 1996 and 1997.

Documentation Clerk, Mackles Aircraft, El Segundo, CA, summer 1995.




Example Basic Resume (adapted from Shi 75) 





Example Functional Resume from: http://www.jobweb.com/resources/library/Samples/Four_Sample_Resumes_68_01.htm





Example Chronological Resume adapted from:  http://www.jobweb.com/resources/library/samples/melodyresume.htm
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