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2. Position-Focused Objective. T'ollowing arc cxamples of objectives focusing
on a specific position:

To obtain the position of Conference Coordinator at State College

To obtain a position as Assistant Editor at 7ime magazine

When a student applies for an advertised job opening, this type of focus can
be very effective. The employer knows that the applicant has taken the time
to tailor the resume specifically for this position.

3. Industry-Focused Objective. Focusing on a particular industry in an
objective could be stated as follows:

To begin a career as a sales representative in the cruise line industry

4. Summary of Qualifications Statement. The summary of qualifications
can be used instead of an objective or in conjunction with an objective. The
purpose of this type of statement is to highlight relevant qualifications gained
through a variety of experiences. This type of statement is often used by indi-
viduals with extensive and diversified work experience. An example of a qual-
ifications statement follows:

A degree in communications and four years of progressively
increasing job responsibility within the publishing industry
have prepared me to begin a career as an editor with an

organization that values hard work and dedication.

Support Your Objective. A resumc that contains any one of these types of objec-
tive statements should then go on to demonstrate why you are qualified to get the
position. Listing academic degrees can be one way to indicate qualifications. An-
other demonstration would be in the way previous experiences, both volunteer and
paid, arc described. Without this kind of documentation in the body of the re-
sume, the objective looks unsupported. Think of the resume as telling a connected
story about you. All the elements should work together to form a coherent picture
that idcally should relate to your statement of objective.

.
Education

This section of your resume should indicate the exact name of the degree you
will receive or have received, spelied out completely with no abbreviations.

The degree is generally listed after the objective, followed by the institution
name and address, and then the month and year of graduation. This section
could also include your academic minor, grade point average (GPA), and ap-
pearance on the Dean's List or President’s List.

If you have enough space, you might want to include a section listing
courses related to the field in which you are seeking work. The best use of a
"related courses” section would be to list some course work that is not tradi-
tionally associated with the major. Perhaps you took several computer courses
outside your degree that will be helpful and related to the job prospects you
arc entertaining. Several education section examples are shown here:

Bachelor of Arts Degree in Communication Studies
UCILA, Los Angeles, CA, December 1994
Minor: Community Health

Bachelor of Arts Degree in Communication Disorders,
specializing in industrial settings, Tufts University, Medford,
MA, May 1995

Bachelor of Arts Degree in Health Communications,

Columbia University, New York City, NY, May 1995

An example of a format for a related courses section follows:

RELATED COURSES

Campaign Promotions Public Relations
Public Speaking Group Interaction
Intercollegiate Forensics Problem Solving

The experience section of your resume should be the most substantial part
and should take up most of the space on the page. Employers want to see what
kind of work history you have. They will fook at your range of experiences,
longevity in jobs, and specific tasks you arc able to complete. 'This section may

also be called "work experience,” "related experience,” "employment histo-
ry," or "employment.” No macter what you call this section, some important

points to remember are the following:

I. Describe your duties as they relate to the position you are secking.




IO e~

2. Emphasize major responsibilities and indicate increases in

responsibility. Include all relevant employment experiences: summer,
part-time, internships, cooperative education, or self-employment.

3. Emphasize skills, espectally those that transfer from one situation 1o
another. The fact that you coordinared a student organization, chaired
meetings, supervised ochers, and managed a budger leads one to suspect

that you could coordinate other things as well.

4. Use descriptive job titles that provide information about what you did.
A "Student Incern” should be more specifically stated as, for example,
" . . "non "o . .
Magazine Operations Intern.” "Volunceer" js also too general; a ritle like
g £ g
"Peer Writing Tutor” would be more appropriate,

5. Create word pictures by using active verbs to start sentences, Describe
resulrs you have produced in the work you have done.

A limp description would say something like the following: "My duties in-
cluded helping with production, proofreading, and editing. I used a word
processing package to alter text.” An action statement would be stared as fol-
lows: "Coordinated and assisted in the creative marketing of brochures and
seminar promotions, becoming proficient in WordPerfect."

Remember, an accomplishment is simply a result, a final measurable prod-
uct that people can relare to. A duty is not a resul, it is an obligation—every
job holder has duties. For an effective resume, list as many results as you can.
To make the most of the limited space you have and ro give your description

impact, carefully select appropriate and accurate descriptors from the list of
action words in Exhibir 2.2.

Exhibit22

mm,chm\yozo: Verbs ,

Achieved Collected Converted
Acted Communicated Coordinated
Administered Compiled Corrected
Advised Completed Created
Analyzed Composed Decreased
Assessed Conceptualized Defined
Assisted Condensed Demonstrated
Attained Conducted Designed
Balanced Consolidated Determined
Budgeted Constructed Developed
Calculated Controlled Directed

L continued

e g

R ars o e

o g

AR SR avdra SRS

continued .
ted Learned Receive
Ww%ﬂmﬁm: Lectured Recommended
Edited Led Recorded
Eliminated Maintained mmncoma
Ensured Managed Reinforced
Established Mapped Reported
Estimated Marketed Represented
Evaluated Met- Researched
Examined Modified mmmo_<ma
Explained Monitored Reviewed
Facilitated Negotiated Scheduled
Finalized Observed Selected
Generated Obtained Served
Handled Operated m:oé.m.a
Headed Organized Simplified
Helped Participated Sketched
Identified Performed Sold
llustrated Planned Solved
Implemented Predicted Staffed .
Improved Prepared m:mmB__:ma
Increased Presented wEQ_m.Q
Influenced Processed mcc::zm.a
Informed Produced m:BBm:wmQ
Initiated Projected Systematized
Innovated Proposed Tabulated
instituted Provided Tested
Instructed Qualified Transacted
Integrated Quantified cEw”ma
interpreted Questioned Verified

Introduced

Realized

Here are some traits that employers tell us they like to see:

Teamwork

Energy and motivation

Learning and-using new skills
Demonstrated versatility

Critical thinking

Understanding how profits are created

Displaying organizational acumen
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