





Resumes
The Goal

Win an interview
Inform, interest and excite the reader

Ask yourselfz What would make someone the perfect
candidate?

Caveats

Partly science, partly art
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Exceptions to Every Rule

Personal Experience
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Resumes

Perfect. Honest.

Nice to look at & Easy to use
One full page

Simple and Consistent formatting

Line up and left justify z invisible table or set tabs

NO Microsoft Word templates

Consider White Space & Balance

Times New Roman, Arial or Calibri (1012 pt), Name (18 pt)

20-22 Ib bond, neutral colored paper on a good printer
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The WMD Warehouse Manager




Resumes

Name
Large (18pt font)
For professional use
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Consider your on-line presence

Mailing Addresses
Current and Permanent

Phone Numbers

Current and Permanent with area codes
Consider who/what answers the phone



Resumes

Objective:
ConciSezANSE 00 Q@S BV O EAT PDOT 1 1 (
language

Internship or Permanent; Part or Full-Time?

Employer-focused: what do you bring to the table? (unique
knowledge, skills, experience)

Great way for employers to screery be careful



Resumes
Education:

Name and location of school
(Calvin College, Grand Rapids, MI)
Degree (spelled out) and month, year of expected graduation
(Bachelor of Art in Business, Marketing concentration, expected May 2010)

List your accountancy program (including 124 or 150 credits)

GPA--cumulative or major GPA (3.0 or above) & honors

May include relevant coursework, international experience,
other colleges

Do not include high schoolz OT | AOOS8 8



Resumes
Experience:

Most relevant and most recent first
Include jobs, internships, class projects and volunteer positions

Position title
Company and location
Dates

Bullet List of Accomplishments/Job Duties
Concise, Specific, Quantifiable
Begin with Action Verb
Short phrases/fragments; No personal pronouns
Consider transferable skills and key/buzz words



Resumes

Skills and/or Activities:
Simply list relevant skills, such as computer programs,

languages, etc.
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Activities/Hobbies/Interests/Awards:

Keep concise and interesting

Volunteering , Community Involvement, Student
Organization Memberships (if not included elsewhere)

Why valuable?
Why dangerous?



Resumes

References:

3-4 individuals z past supervisors are best
Consider what they will say about you

Get permission from all references first

Last item on resume or make separate page

Include name, position, company, phone and/or emalil






