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WRITING A RÉSUMÉ  
!
"#!!!$%&'!&'!()*+!,-+')./0!1)+23!')!4+-/5-!/!+6'*76!5%/5!+-,+-'-.5'!()*!1-00!/.8!5%/5!()*!0&2-#!9%&0-!5%-+-!&'!.)!,-+:-45!
:)+7/53!/!1-00;)+</.&=-8!+6'*76!1&5%!/!,+):-''&)./0!/,,-/+/.4-!1&00!/55+/45!7)+-!/55-.5&).!:+)7!,)5-.5&/0!-7,0)(-+'!
>)1-?-+3!@-!'*+-!5%/5!()*!:)00)1!@/'&4!<*&8-0&.-'A!
!!!!!B#!!C/2-!'*+-!()*+!+6'*76!'/('!5%-!7)'5!/@)*5!()*!&.!5%-!:-1-'5!.*7@-+!):!1)+8'!D).-!,/<-!&'!+-4)77-.8-8!:)+!!!
!!!!!!!!!!Bachelor’s level students, but there are some exceptions, e#<#!7)+-!5%/.!5-.!(-/+'!):!-7,0)(7-.5!-E,-+&-.4-F#!!!

G:!+6'*76!is two pages long, add name and “page 2” at the top of second page.  !
!!!!!H#!!H-!4).'&'5-.5!1&5%!()*+!:)+7/5I!!C/+!<&.'3!@)08&.<3!4/,&5/0&=/5&).3!'5(0-!7*'5!@-!4).'&'5-.5#!
!!!!!J#!!K+)):+-/8!:)+!5(,&.<!/.8!',-00&.<!/44*+/4(#!
!
L#!!Only items leading directly to setting up an interview should be included. Salary reAuirements, supervisor’s names, 
/@@+-?&/5&).'3!40&4%6'3!+-/').'!:)+!0-/?&.<!M)@'3!,-+')./0!),&.&).'!/.8!,-+')./0!&.:)+7/5&).!'*4%!/'!%-&<%53!1-&<%53!
/<-3!7/+&5/0!'5/5*'3!-54#!'%)*08!@-!-E40*8-8#!
B#!!N-O*&+-8!J/5-<)+&-'A!D>-/8&.<F!P/7-3!B88+-''3!K%).-!P*7@-+3!Q7/&0!B88+-''R!DH)8(F!Q8*4/5&).3!QE,-+&-.4-!
D9)+2!!!
!!!!!!/.8S)+!B45&?&5&-'F#!

!!!!!H#!!T,5&)./0!J/5-<)+&-'A!DH)8(F!T@M-45&?-3!N-0-?/.5!J)*+'-1)+23!>).)+'!U!B1/+8'3!B45&?&5&-'3!J+-8-.5&/0'3!V2&00'3!!!
!!!!!!!!!!!J)7,*5-+!V2&00'3!K*@0&4/5&).'!)+!K+-'-.5/5&).'3!K+):-''&)./0!B::&0&/5&).'3!/.8!T5%-+#!
!!!!!J#!!G.40*8-!WKB!).0(!&:!X#Y!)+!%&<%-+!/.8!*'-!'4/0-#!QE/7,0-A!!WKBA!X#XSZ#Y!
!!!!![#!N-7)?-!%&<%!'4%))0!&.:)+7/5&).3!*.0-''!Q8*4/5&).!7/M)+!/,,0(&.<!5)!'4%))0!8&'5+&45'!)+!:+-'%7/.!)+!

'),%)7)+-!/,,0(&.<!:)+!,/+5;5&7-!M)@'!
!
X#!!H)5%!5%-!+6'*76!/.8!4)?-+!0-55-+!'%)*08!@-!-E/7,0-'!):!()*+!@-'5!1)+2I!C/&.5/&.!/!,)'&5&?-!5).-!@(!-E40*8&.<!
.-</5&?-!/',-45'!):!()*+!-E,-+&-.4-#!
!
Z#!!\'-!/!4)7,*5-+I!J%))'-!/!4).'-+?/5&?-!:).5!'*4%!/'!>-0?-5&4/3!$&7-'3!J)*+&-+3!W-.-?/3!P-1!])+23!K/0/5&.)3!)+!/!
'/.'!'-+&:!:).5!.)!'7/00-+!5%/.!"Y!/.8!.)!0/+<-+!5%/.!"L#!!!
!
^#!!C/2-!()*+!+6'*76!0))2!,+):-''&)./0#!\'-!).0(!/!0/'-+!,+&.5-+!).!<))8!O*/0&5(!@).8!,/,-+#!\'-!1%&5-3!)::!1%&5-3!_!
"SL`!E!""`!@).8!,/,-+#!DN-7-7@-+!5%/5!()*+!,)5-.5&/0!-7,0)(-+!7/(!,%)5)4),(!()*+!+6'*763!')!@-!'*+-!5%/5!5%-!
,/,-+!&'!.)5!5))!8/+2!5)!,%)5)4),(!1-00IF#!
!
a#!!K*5!()*+![-<+--!/.8!W+/8*/5&).![/5-!@-:)+-!()*+!'4%))0!./7-#!!!
!
b#!!K)'&5&).'!.--8!5)!@-!0&'5-8!&.!+-?-+'-!4%+).)0)<&4/0!)+8-+#!!H-!',-4&:&4!1&5%!8/5-'3!M)@!5&50-'3!-7,0)(-+'3!&.5-+-'5'3!
/.8!/44)7,0&'%7-.5'#!!H-!4)7,0-5-!/.8!8-'4+&,5&?-!1&5%)*5!@-&.<!5))!0).<#!!B01/('!@-!4)7,0-5-0(!/44*+/5-!/.8!
5+*5%:*0I!!H-!4).'&'5-.5!&.!()*+!:)+7/5#!!QE/7,0-A!!V/0-'!B'')4&/5-3!c*.-!LYYa;[-4-7@-+!LYYa!

!!!!!!!! ! Susie’s Discount Store, Clorence, AL!
!
_#!!\'-!1%/5!&'!4/00-8!5-0-<+/,%&4!'5(0-#!T7&5!/00!,-+')./0!,+).)*.'!DG3!1-3!5%-(3!()*3!-54#F!\'-!&.4)7,0-5-!'-.5-.4-'!&.!
0&'5!:)+7!D.)!,/+/<+/,%'IF!1&5%)*5!,*.45*/5&).#!
!
d#!!\'-!+-'*05'!)+&-.5-83!`/45&).!?-+@'`!&.!8-'4+&@&.<!()*+!-E,-+&-.4-!D'--!0&'5!).!:)00)1&.<!,/<-F#!!9)+8'!'*4%!/'!
/87&.&'5-+-83!4))+8&./5-83!8-?-0),-83!4+-/5-83!&7,0-7-.5-83!7/./<-83!/.8!,+-,/+-8!/+-!2-('!&.!5-00&.<!-7,0)(-+'!
1%/5!()*!%/?-!/44)7,0&'%-8#!\'-!,/'5!5-.'-!*.0-''!()*!/+-!8-'4+&@&.<!/!M)@!()*!/+-!4*++-.50(!8)&.<!D&.!1%&4%!4/'-!
,+-'-.5!)+!,/'5!5-.'-!&'!/44-,5/@0-F#!!
!
"Y#!e&'5!/.(!,+):-''&)./0!)+</.&=/5&).'!/.8!%).)+!')4&-5&-'!):!1%&4%!()*!/+-!/.!/45&?-!7-7@-+#!!>&<%0&<%5!/.(!/1/+8'!
/.8S)+!%).)+'3!-',-4&/00(!&:!5%-(!/+-!+-0-?/.5!5)!5%-!,)'&5&).#!!!
TOP 10 ITEMS EMPLOYERS LOOK FOR ON A RESUME 
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"F!J).5/45!&.:)+7/5&).!D,-+7/.-.5!/88+-''3!-7/&0F!
LF!K+-?&)*'SN-0-?/.5!9)+2!QE,-+&-.4-!
XF!Q8*4/5&).!G.:)+7/5&).!DP/7-!):!*.&?-+'&5(3!7/M)+3!/.8!<+/8*/5&).!8/5-F!
ZF!QE5+/4*++&4*0/+!B45&?&5&-'!
^F!e-/8-+'%&,!G.?)0?-7-.5!
!
TOP 10 ITEMS EMPLOYERS PREFER TO BE LEFT OFF A RESUME 
"F!K-+')./0!V5/5&'5&4'!D%-&<%53!1-&<%53!7/+&5/0!'5/5*'3!%-/05%3!')4&/0!'-4*+&5(!.*7@-+3!-54F!
LF!G++-0-?/.5!J)*+'-1)+2Se&'5!):!J0/''-'!$/2-.!
XF!\.+-0/5-8!>)@@&-'!
ZF!K%)5)'!):!/.(!5(,-!
^F!B.!T@M-45&?-SB!P).;B,,0&4/@0-!T@M-45&?-!
aF!B.(5%&.<!N-0/5-8!5)!>&<%!V4%))0!D-E4-,5!:)+!Q8*4/5&).!7/M)+'F!
bF!N-0&<&)*'SK)0&5&4/0!G.:)+7/5&).!
_F!References or “References Available Upon ReAuest” !
dF!WKB3!&:!@-0)1!/!X#Y!
"YF!G++-0-?/.5!c)@!K)'&5&).'!
 
Use the space below to make notes about information to include in your resume7  
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COLLEGE OF BUSINESS RESUME SAMPLE 
 
 
 
 
 
 
 
  

JO H N B . G O O D 
jbg@aol.com 

 
 

Current Address        Permanent Address 
400 Spruce Street        10 Beach Drive 
Florence, AL 35630        Port St. Joe, FL 55555 
(256) 555-1234         (551) 444-3322 
 
O BJE C T I V E   To obtain an entry level management position with JFK Marketing 
 
E DU C A T I O N  Bachelor of Business Administration, May 20xx 
   University of North Alabama, Florence, AL  
   Major: Management 
   GPA: 3.7/4.0 
 
C O MPU T E R  MicroSoft Word, Excel, PowerPoint, Publisher, QuickBooks 
SK I L LS 
 
R E L E V A N T  Assistant Manager Intern, Summer 20xx 
E XPE RI E N C E Roberts Restaurant, Tallahassee, FL 

! Prepared work schedules for six waiters and six bus boys 
! Presented a monthly training session on improving customer service 
! Entered payroll information for all employees unto QuickBooks 

 
Sales and Marketing Intern, Summer 20xx 
Aetna Life & Casualty, Dallas, TX 
! Created marketing brochures for a new insurance product 
! Developed presentation materials for a pre-staff of 46 members 
! Submitted marketing analysis reports for actuarial associates to develop future 

projection reports 
 
O T H E R   Sales Representative, Summer 20xx 
E XPE RI E N C E Cutie Pie’s Children’s Shop, Tuscumbia, AL 

! Fitted toddlers in shoes designed for their age group 
! Completed a daily sales report 
! Suggested latest baby and toddler fashions to grandparents 

 
H O NO RS/  Gamma Beta Phi Honor Society 
A C T I V I T I ES  Who’s Who of American Business Students 20xx 
   American Management Association, Student Chapter 
   Student Government Association, member 
!
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COLLEGE OF EDUCATION RESUME SAMPLE 
  

SUSI E Q . PUB L I C 
Susie@una.edu 
567 12th Street 

Florence, AL 35630 
256-111-1122 

 
E DU C A T I O N   Bachelor of Science in Education, May 20xx 
    The University of North Alabama, Florence, AL 
    Major: Secondary Education, Language Arts 
    GPA: 3.7/4.0 
 
C E R T I F I C A T I O N  Class B, Language Arts Education (6-12) 
    HIGHLY QUALIFIED 
 
R E L E V A N T   Intern, Peabrain Middle School, Fall 20xx    
E XPE RI E N C E  8th and 9th Grade English 

! Prepared daily classroom lessons 
! Instructed approximately 110 students 
! Configured student grades and averages 
! Maintained creative and informative bulletin boards 
! Developed activities incorporating multiple learning styles 
 
Practicum Student, Alabama High School, Spring 20xx 
11th grade English 
! Observed teacher’s performance in daily classroom activities 
! Participated in meetings with teachers and principal 
! Gained insight about personal teaching style and preferences 

 
C O MPU T E R   Microsoft Word, PowerPoint, Excel, Access 
SK I L LS 
 
H O NO RS A ND  Dean’s List, 2 semesters  
A C T I V I T I ES   Kappa Delta Epsilon 
 
V O L UN T E E R 
E XPE RI E N C E  Baptist Student Union, 20xx-20xx 

! Taught lessons to under privileged children to broaden their horizons 
! Promoted activities that encouraged creative learning skills 
 
Adopt-A-H ighway, 20xx-20xx 
! Rehabilitated roadside through trash pickup four times annually 
! Recycled to improve roadway and environment 
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COLLEGE OF NURSING AND ALLIED HEALTH RESUME SAMPLE 
 
 
  

Susan A . Blankenship 
(Name as it appears on Nursing License) 

sab@hotmail.com 
 

Current Address               Permanent Address 
123 Old Navy Highway              111 South Smith Street 
Florence, AL 35555               Somewhere, USA 11111 
(256) 777-7777                (123) 444-4444 
 
O BJE C T I V E  To practice nursing in the surgical department of St. Mark’s Hospital  
 
E DU C A T I O N  Bachelor of Science in Nursing, May 20xx 
   University of North Alabama, Florence, AL 
   Minor 1: Biology 
   Minor 2: Psychology 
   GPA: 3.5/4.0 
 
C E R T I F I C A T I O N Alabama Board of Nursing 
L I C E NSUR E  Eligible to take National Council of Licensure Exam (NCLEX) for Registered Nurse 
   Basic Life Support 
   Cardiac Life Support 
 
E XPE RI E N C E Preceptorship, January 20xx-Present 
   XYZ Hospital, Anywhere, FL (225 hours) 

! Monitor patients progress immediately following surgical procedures 
! Coordinate discharge procedures with patients 

 
Nursing Student, January 20xx-December 20xx 
Alabama Health Department, Somewhere, AL 
SBS Home Health, Decatur, AL 
PQR Regional Center, Anywhere, AL 
Highside Middle School, Somewhere, AL 
! Performed nursing assessments 
! Planned patient care through detailed nursing care plans 
! Taught health promotion to elementary students 

 
C O MPU T E R  Meditech, Electronic Medication Administration Record,  
SK I L LS  Microsoft Office 
 
H O NO RS/  Dean’s List, 4 semesters 
A C T I V I T I ES  Association of Nursing Students 
   Alabama Association of Nursing Students 
   National Student Nurses’ Association 
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COLLEGE OF ARTS AND SCIENCES RESUME SAMPLE 
 
   

James T ee 
James.tee@hotmail.com 

1495 Lion Street 
Florence, AL 35630 

(256) 555-8234 
 
O BJE C T I V E   To obtain the Assistant Arts and Entertainment Editor position with the Times Daily. 
 
E DU C A T I O N   Bachelor of A rts, August 20xx  

University of North Alabama, Florence, AL  
Major: English  
Minor: Journalism  
GPA: 3.4/4.0  

 
R E L E V A N T  Internship, F eature Columnist, Summer 20xx  
E XPE RI E N C E  The F ranklin County Times, Russellville, AL  

! Shadowed each department to gain insight and knowledge of operational procedures  
! Wrote feature articles on local events including elections, entertainment and 

community issues  
 
Contributing Journalist, August 20xx – May 20xx  
The Birmingham News, Birmingham, AL  
! Wrote feature articles on campus, community, activities and events  
! Photographed interviews and sporting events including captions for publications  

 
Student Assistant, October 20xx – March 20xx  
University of North Alabama Office of Advancement, Florence, AL  
! Wrote script and produced layout for Alumni Relations yearly brochure for annual 

contributions campaign  
! Researched past donation information and use for alumni funds  

 
PR O F ESSI O N A L  Society of Professional Journalists, President, 20xx  
A F F I L I A T I O NS  Public Relations Society of America, 20xx – 20xx  

American Society of Newspaper Editors, 20xx - Present  
The Newspaper Guild, 20xx – Present  

 
C O MPU T E R   Microsoft Word, Corel, WordPerfect, PowerPoint, PhotoShop, InDesign, 
SK I L LS   QuarkXpress, Microsoft Photo Editor 
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ACTION VERBS 
Q/4%!M)@!8*5(!).!/!+6'*76!.--8'!5)!@-<&.!1&5%!/.!/45&).!?-+@#!!\'-!,/'5!5-.'-!/45&).!?-+@'!:)+!,+-?&)*'!M)@'!/.8!
,+-'-.5!5-.'-!/45&).!?-+@'!:)+!4*++-.5!,)'&5&).'#!!H-0)1!&'!/!0&'5!):!/45&).!?-+@'!5)!%-0,!()*!<-5!'5/+5-8A!
!
B4%&-?-8!
B4O*&+-8!
B8/,5-8!
B88+-''-8!
B87&.&'5-+-8!
B8?-+5&'-8!
B8?)4/5-8!
B&8-8!
B./0(=-8!!
B,,0&-8!
B,,+)?-8!
B++/.<-8!
B''-7@0-8!
B''-''-8!
B''&'5-8!
B55-.8-8!
H+)*<%5!
H*&05!
J/04*0/5-8!
J%/+<-8!
J%-42-8!
J0/+&:&-8!
J0/''&:&-8!
J)/4%-8!
J)00-45-8!
J)77*.&4/5-8!
J)7,/+-8!
J)7,)'-8!
J)7,*5-8!
J).8*45-8!
J).'5+*45-8!
J).5+&@*5-8!
J).5+)00-8!
J)),-+/5-8!
J))+8&./5-8!
J+-/5-8!
J+&5&O*-8!
[-@/5-8!
[-4&8-8!
[-:&.-8!
[-0-</5-8!
[-0&?-+-8!
[-7).'5+/5-8!
[-'&<.-8!
[-5/&0-8!
[-5-+7&.-8!
[-?-0),-8!

[&+-45-8!
[&'4)?-+-8!
[&',0/(-8!
[&''-45-8!
[&'5+&@*5-8!
[)4*7-.5-8!
[+/:5-8!
Q/+.-8!
Q8&5-8!
Q0&7&./5-8!
Q./@0-8!
Q.:)+4-8!
Q.<&.--+-8!
Q.0&'5-8!
Q.'*+-8!
Q'5/@0&'%-8!
Q'5&7/5-8!
Q?/0*/5-8!
QE/7&.-8!
QE4--8-8!
QE-4*5-8!
QE,/.8-8!
QE,-+&-.4-8!
QE,-+&7-.5-8!
QE,0/&.-8!
QE,0)+-8!
QE5+/45-8!
f/4&0&5/5-8!
f&./.4-8!
f&E-8!
f)00)1-8!
f)+7-8!
f)+7*0/5-8!
f)'5-+-8!
f)*.8-8!
W/&.-8!
W/5%-+-8!
W-.-+/5-8!
W+)*,-8!
W*&8-8!
>/.80-8!
>-0,-8!
>&+-8!
G8-.5&:&-8!
G00*'5+/5-8!
G7,0-7-.5-8!
G7,+)?-8!

G7,+)?&'-8!
G.4+-/'-8!
G.8-E-8!
G.8&4/5-8!
G.:0*-.4-8!
G.&5&/5-8!
G..)?/5-8!
G.',-45-8!
G.',&+-8!
G.'5/00-8!
G.5-<+/5-8!
G.5-+,+-5-8!
G.5-+?&-1-8!
G.5+)8*4-8!
G.?-.5)+&-8!
c*8<-8!
c*'5&:&-8!
g-,5!
e/*.4%-8!
e-/+.-8!
e-45*+-8!
e-8!
e&:5-8!
e)4/5-8!
C/8-!
C/&.5/&.-8!
C/./<-8!
C/.&,*0/5-8!
C/'5-+-8!
C/E&7&=-8!
C-5!
C)8-0-8!
C)8&:&-8!
C)5&?/5-8!
P/++/5-8!
P-<)5&/5-8!
T@'-+?-8!
T@5/&.-8!
T::-+-8!
T,-+/5-8!
T+8-+-8!
T+</.&=-8!
T+&<&./5-8!
T?-+4/7-!
K/+5&4&,/5-8!
K-+4-&?-8!
K-+:)+7-8!

K0/..-8!
K+/45&4-8!
K+-,/+-8!
K+-'-.5-8!
K+)8*4-8!
K+)M-45-8!
K+)?&8-8!
h*-'5&).-8!
N/&'-8!
N/.!
N-/8!
N-/').-8!
N-4-&?-8!
N-4).4&0-8!
N-8*4-8!
N-:-++-8!
N-0/5-8!
N-,)+5-8!
N-'-/+4%-8!
N-',).8-8!
V4/..-8!
V4%-8*0-8!
V-+?-8!
V-5!<)/0'!
V)08!
V)0?-8!
V,-4&/0&=-8!
V&7*0/5-8!
V5+-.<5%-.-8!
V*44--8-8!
V*77/+&=-8!
V*,-+?&'-8!
V*,,)+5-8!
$/@*0/5-8!
$/&0)+-8!
$/*<%5!
$+/&.-8!
$+/.':)+7-8!
$+/.'0/5-8!
\.&:&-8!
\,<+/8-8!
\5&0&=-8!
i/0&8/5-8!
i-+&:&-8!
9+)5-!
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REFERENCES 
"# !Remove “References Available Upon ReAuest” since it is assumed that references will be provided!
L# !>/?-!'-,/+/5-!,/<-!:)+!+-:-+-.4-'!1&5%!5%-!'/7-!%-/8&.<!/'!()*+!+6'*76!
X# !G.40*8-!5%-!:)00)1&.<!:)+!-/4%!+-:-+-.4-A!!./7-3!5&50-3!,0/4-!):!-7,0)(7-.53!@*'&.-''!/88+-''3!4&5(3!'5/5-3!=&,!4)8-3!

-7/&0!/88+-''!/.8!@*'&.-''!5-0-,%).-!.*7@-+#!!!!!!!!!
Z# ])*!'%)*08!%/?-!X;^!+-:-+-.4-'!0&'5-8#!!B5!0-/'5!).-!D5%)*<%!()*!7/(!*'-!7)+-!5%/.!).-F!'%)*08!@-!/.!B4/8-7&4!

N-:-+-.4-!D,+):-'')+3!/8?&')+3!-54#F#!!B5!0-/'5!).-!+-:-+-.4-!D5%)*<%!()*!7/(!*'-!7)+-!5%/.!).-F!'%)*08!@-!/!
K+):-''&)./0!N-:-+-.4-!D-7,0)(-+3!'*,-+?&')+3!-54#F#!!$%-!+-7/&.8-+!):!()*+!+-:-+-.4-!4/.!@-!):!()*+!)1.!
4%))'&.<#!!B?)&8!K-+')./0!N-:-+-.4-'!*.0-''!5%-(!/+-!',-4&:&4/00(!+-O*-'5-8#!!!

!!
!!

!
!

  

  
R E F E R E N C ES 

for 
John Smith 

 
 
  

  
Mr. John Doe 

President 
Alpine Camp for Boys 

1234 Maple Street 
Mentone, AL 35555 

(256) 555-5555 
john.doe@mentonecamp.com 

 
 
 

Dr. Jane Smith 
Professor 

University of North Alabama 
UNA Box 5066 

Florence, AL 35632 
(256) 765-5555 

janesmith133@una.edu 
 
 
 

Miss Susan Johnson 
Store Manager 

Logan’s Roadhouse 
5555 Florence Blvd. 
Florence, AL 35630 

(256) 767-5555 
susanjohnson@logans.com 

!
 


