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Write Your Resume


Step 1:  Start with Your Personal Information


Name




Address




City, State, Zip




Phone




Email


Step 2:  Choose a Target Job 

Job you are applying for 


Step 3:  Brainstorm necessary skills for target job

Carefully read the job description and make a list of skills required for the job. These may include qualities such as computer or technical skills, communication or interpersonal skills.  

Examples:

· Bilingual - English and Spanish

· Equally effective working in self-managed projects and as member of a team

· Completed Medical Assistant Certificate program

· Excellent computer skills

· Retail sales experience

· Phone and reception experience

· Must enjoy working with people

· Taking and preparing customer orders

· Making customer appointments

· Maintaining inventory

· Cleaning sales and reception area

· General office skills

List Skills Needed for Target Job:

1.


2.


3.


4.


5. 


6. 


7.  _________________________________________________________________________________
Step 4:  From step 3 above, select the skills/abilities/qualities that you possess. Then list any others from your experience that will strengthen your chances of getting the job.

1.


2.


3.


4.


5. 


6. 


7.  _________________________________________________________________________________

Step 5:  Work History
Next make a list of current and past jobs you have had. List them with the most recent jobs first. Include name and location of employer, job title and date from and to. Include your job duties and accomplishments that demonstrate your skills. Use action verbs and avoid writing in the first person (I, My).

Action Verbs:

Administered
Diagnosed
Expedited
Improved

Attained
Upgraded
Facilitated
Planned

Chaired
Advised
Rehabilitated
Wrote

Consolidated
Enabled
Generated
Trained

Coordinated
Expanded
Implemented
Created

Directed
Established
Reorganized
Supported

Increased
Developed
Strengthened
Founded

Produced
Researched
Achieved
Collaborated

Initiated
Improved
Reconciled
Instituted

Pioneered
Restored
Revitalized
Exhibited

Reduced (losses)
Resolved (problems)
Designed
Supervised


Examples:
Starbucks
3/2001-Present

San Luis Obispo, CA

Counter Person

Duties include: Taking and preparing customer orders, maintaining Starbucks’ high standards of quality and efficiency. Cleaning and stocking store. Received Employee of the Month Award for five different months.

Barnes and Noble
12/1999-2/2001

San Luis Obispo, CA

Cashier/Stocker/Inventory Control

Duties included: Front counter, cashier, gift-wrapping, providing customer information, stocking shelves and maintaining inventory. Recognized for reorganizing front counter area including gift-wrap area.

Latest Job
Dates of Employment: ____________               


Company Name: ______________________________________________________________ 


City, State:
_______________________________________________________________


Position:
_______________________________________________________________


Duties Include: _______________________________________________________________

Prior Job
Dates of Employment: ____________               


Company Name: ______________________________________________________________


City, State:
_______________________________________________________________


Position:
_______________________________________________________________


Duties:

_______________________________________________________________

Prior Job
Dates of Employment: ____________               


Company Name: ______________________________________________________________


City, State:
_______________________________________________________________


Position:
_______________________________________________________________


Duties:

_______________________________________________________________

Step 6:  Education/Training
List your most recent education or training first. Include name and location of institution, dates of attendance and degree/certificate or coursework. You may also include coursework related to your Target Job.

Example:
Cuesta College, San Luis Obispo, CA


AA General Studies, May 2003

Education/Certificates

Step 7:  Volunteer/Community Work and/or Organization Memberships

List volunteer and community work that you have done and/or organization memberships and any positions you have held in the course of the work or memberships. This information is optional. You may want to include it, however, to strengthen your work history, if you haven’t held many jobs.
Examples:

4-H Club, Atascadero
1/2000-Present

Currently Secretary for the club. Prior positions included: Treasurer and Publicity Chairman.

Beach Clean Up Day
8/2003

Volunteered for Clean Up Day at Morro Strand.

Step 8:  Now you are ready to write your resume!

An effective way to start a resume is to begin with an objective statement. Matching your objective to the job you are applying for maximizes the relevance of your resume. Your objective should be modified as needed on future resumes.

Examples:

Seeking a position in public relations utilizing sales experience, communication skills, and leadership abilities.

Position as Field Service Representative with World Hydro Systems.

Project Coordinator position in a non-profit organization.

Receptionist/Office Assistant position in a medical office.

What is your Job Objective?   

Place your Job Objective at the top of your resume after your personal information.

Several samples of resumes are attached. Use the information you have provided in this packet to follow one of the formats provided.

Remember to . . .

Proofread for grammar and punctuation.

Check the spelling; use all your tools, spellcheckers, dictionaries, and even the help of someone who spells well.

Get feedback from someone with resume writing experience.  Career Connections staff will review your resume and give you their feedback on its effectiveness and ideas on how to make it even better!

What do Employers Look For? 

Top Ten List:


Communication Skills


Self-Confidence


Honesty/Integrity



Computer Skills


Interpersonal Skills



Teamwork Skills


Motivation/Initiative



Strong Work Ethic


Analytical Skills



Flexibility/Adaptability

Other Helpful Hints:

When picking up an application dress as if for an interview, even if the job setting is casual. This is your first opportunity to impress the employer.

Type your applications whenever possible. If not possible, print legibly.

Attach professional references or type in “References Available Upon Request”.

Make sure you have permission from the individual you have listed to use him/her as a reference. They may be contacted. Be selective.

Have a generic application completed and with you when job hunting. This will have all the information needed and you can just transfer the information.

Keep your resume simple- no flashy paper color or fonts.


Whenever possible keep your resume to one page. 


Update your resume continuously; you never know when you’ll need it.


Keep an ongoing resume as well. Some jobs require information from the last ten years or more!

Include a cover letter. This is your opportunity before the interview to sell yourself! Tell them exactly why you are the right person for the job.

Carry resume copies with you when job hunting. It may be helpful to bring an extra copy to the interview as well or bring a portfolio. Your portfolio should include cover letter, resume, reference list or letters of reference. You can include certificates or other pertinent documents.

DEE ANN JACKSON

00 Majestic Drive N

Santa Barbara, CA 00000

Phone 000-000-0000       Email daj@xyz.com
Objective

Position as Assistant Manager Trainee in a restaurant

Restaurant Experience

Business Management

· Prepared payroll for staff of 10; light bookkeeping

· Opened and closed cash registers, prepared and made bank deposits

· Wrote all correspondence and maintained records for taxes

· Decorated and cleaned restaurant; arranged equipment maintenance

Personnel, Supervision, Training

· Supervised and taught 15 waitresses and 4 bartenders

· Mediated employee relationships to maintain cooperative working atmosphere

· Interviewed, hired and terminated staff

· Successfully taught inexperienced staff to deal effectively with public

Food Handling, Preparation and Presentation

· Ordered food and supplies, organized stockroom, maintained inventory

· Monitored orderliness and cleanliness in preparation areas 

· Planned menus, did comparative food shopping, oversaw quality and accuracy of deliveries

· Supervised the preparation, arrangement and serving of food

Work History

2000-2004
Coffee Roy’s Inc., San Jose, CA 00000


Owner, Co-Manager

1990-2000 Willetts Livestock, Inc., Little Rock, Arkansas 00000

Assistant Manager

Duties included: Cataloging livestock, settling sales between buyers and sellers; publishing monthly newsletter for customers, managing three-person office.

1988-1990 Fort Marks Fire Department, Fort Marks, Arkansas 00000

Administrative Assistant

Duties included: Preparing payroll for staff of 118, making appointments, correspondence.

Education

Fort Marks Community College, Fort Marks, Arkansas

AA General Studies, May 1988

SHARI MILTON

000 Centerfield Road

Berkeley, CA 00000

Phone 000-000-000  Email smilton@xyz.com

JOB OBJECTIVE

Department Manager trainee for direct sales and customer service 

in a quality women’s clothing store

SKILLS AND EXPERIENCE

Sales and Customer Service
Demonstrated jewelry and advised customers about style; researched market availability of customer preferred merchandise.

Organization and Planning
Organized fashion shows; planned selections of merchandise appropriate to customers’ age groups, tastes, and in response to public fashion trends; worked within a budget as assistant buyer.

Leadership and Management
Coordinated program of Service Club, for fashion, speech and community activities; acted as President of Girls Club.

EMPLOYMENT HISTORY

Lilly Enterprises, Berkeley, CA 
6/2000-Present

Salesperson and Assistant Buyer

Milton & Hesse Insurance Company, Berkeley, CA 
7/1998-6/2000

Broker’s Assistant

Duties included: Handling claims, endorsements, and incoming client calls.

Nathan Harbin, DDS, Berkeley, CA 
6/1996-7/1998

Dental Chairside Assistant

Duties included: Seating patients, assisting doctor, cleaning room and maintaining inventory.

EDUCATION

Merritt College, Berkeley, CA

AA General Studies, May 2000

College of Alameda, Alameda, CA

Dental Assistant Program, Certificate and License, May 1996

ESTELLE GADE

0000 Thirty-Second Avenue

Oakland, CA 00000

Phone 000-000-0000  Email egade@xyz.com

Current Objective: 
Part time entry-level position in Bookkeeping

2006 Objective:
Full time Bookkeeping position after college graduation

Highlights of Qualifications

· Earned an Outstanding Achievement raise at MacDonald’s
· Excellent problem solving, people and communication skills
· Completed Accounting and Law classes with high grades
· Successful experience in Bookkeeping and Cashier at MacDonald’s
Experience

Bookkeeping

· Accurately and quickly completed bookkeeping task at MacDonald’s 

· Recorded daily sales including tally of total items sold and total daily revenues, totals of wasted food and paper products, audited cash register records for each employee to produces monthly report

· Earned Outstanding Achievement raise at MacDonald’s for consistently accurate money handling and excellent customer relationships

· Assisted in computing employee hours on time card and verifying accuracy of vendor statements

Administrative Assistance

· Assisted store manager in orienting and assigning employees by preparing new employee personnel folders and calling substitutes to fill in during illness or rush hours
· Monitored minors’ work permits
· Filed personnel records and manager’s test results
· Posted and filed official documents
· Maintained correspondence; answered phone, scheduled interviews; made reservations
Work History

MacDonald’s, Oakland, CA
3/2002-Present

Bookkeeper

MacDonald’s, Hayward, CA
3/2001-3/2002

Cashier

Education

Cuesta College, San Luis Obispo, CA

Currently pursuing AA Bookkeeping




























