UNIVERSITY OF
SAINT JOSEPH
CONNECTICUT

1678 Asylum Avenue . West Hartford, CT 06117 . 860.231.5231 . careercenter@usj.edu

The Resume Guide
The When, Where, How and Why of a Resume

Your resume is an advertisement of you: a picture of you when you are not there to represent yourself. It includes
your work history, education and interests. It is a marketing tool, showcasing all of the fabulous accomplishments
and skills which set you apart from the crowd.

The Ins and Outs of a Resume

Format
1. Font - Acceptable fonts are Garamond, Arial, Times New Roman, and Verdana. Size should be 10.5-12.
2. Margins - .5 to 1 inch square
3. Lines under Section Title - Put cursor at end of Section Heading (ex. EXPERIENCE) and select “Bottom
Border”
4. Options for Section Headings
e Education e Honors & Awards e Relevant Coursework
e Skills e Leadership Experience e Technical Skills
e Related Projects e Relevant Experience e Community Service
e Interests e Activities
5. Honors & Awards - If you have both academic and athletic awards, a separate section can be created after
EDUCATION. Otherwise put each award in the appropriate section.
6. Relevant Experience/Research Experience/Teaching Experience/Writing Experience
e [f you have relevant experience that falls under several sections, or perhaps is not the most recent, a
separate section can be created to pull the relevant experiences together.
7. SKills - This category can be moved after EDUCATION when research, technical or language skills are critical to
the position being sought.
Content
1. Contact
e Include your name, address, phone numbers and e-mail address
e Use only one phone number and one email address to avoid confusion
e Keep your email address conservative and professional
2. Objective/Profile
e Optional based on space. Can be included in the first paragraph of the cover letter
e Needs to be specific to be of value
Examples:
A Legislative Staff internship for Spring2006 with the State of Connecticut General Assembly where motivation
and a strong desire to learn would be appreciated.
A Patient Care Assistant position at Connecticut Children’s Medical Center where a CNA Certificate from the
State of Connecticut and extensive patient/child care experience would be valued.
An entry-level position in a hospital setting where a where a CNA Certificate from the State of Connecticut and
extensive patient/child care experience would be needed.
3. Education

e Listyour US] education first
e Listrelevant coursework



e Include your GPA if it is 3.0 or better. Include your major GPA if it is .5 higher than your overall GPA
e Include academic honors and awards

Clinical Placements
Experience

e Experience includes internships, full-time or paid work experiences

e Each experience needs a job title, employer name, city, state, dates you worked there and bullets
highlighting the skills used in the position

e Utilize bullet points vs. complete sentences or paragraphs.

e Start each bullet with an action verb to highlight the skills that you have that are relevant to the
position. Use present tense if you are still involved in the experience, past tense if the experience has
ended. Quantify your entries when possible (ex. Increased sales by 8%)

Leadership

e Include your involvement in clubs, athletics or community service again using bullets to highlight your
skills in the same manner as you did in the Experience category

e Highlight positions where you have held or shown leadership

e Include athletic honors

Skills
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e Computer: List software and hardware systems, applications and programs you are proficient in
e Language: State degree of proficiency (fluent, proficient, conversational) in writing and speaking
foreign languages

Technical Construction Tips
Use white or off- white 8 %2 X 11” resume paper
Print on one side of the paper
Use a professional font (Times New Roman, Arial) of10 %2-14points
Choose one font and use it for both the resume and cover letter
Do not fold or staple your resume
If you must mail your resume, put it in a large envelope
If your resume is two pages, place your first initial and last name, page number on the second page, top
right corner. i.e. C.Leachp.2

Sending Your Resume Electronically
Name your resume when you attach it. i.e. Last name resume
Convert your resume to a PDF before emailing it
The cover letter can be the body of the email or an attachment. If attaching, name it Last name cover
letter
Don't write a cover letter that's more than 1 page using an 11 or 12 font.



Action Words
It is crucial to use powerful action words throughout your resume to describe your work, academic,
extracurricular and volunteer experiences. Effective use of action words will catch an employer’s attention and
provide a clear and concise picture of your background. Always use the present tense when describing
present jobs/experiences and past tense for past jobs/experiences

Administrative/Organizational

« approved +« distributed ¢ inspected ¢ purchased % streamlined
« arranged ¢ enlisted ¢ integrated % recorded < targeted

+ catalogued < executed ¢ monitored ¢ reorganized « updated

« classified %  expedited * operated ¢ retrieved « validated
¢ collaborated % extracted ¢ organized % revised

% collected « generated + prepared « scheduled

« compiled ¢ identified ¢+ prioritized ¢ screened

¢ consolidated + implemented « processed ¢ specified

Analytical /Financial

+ administered « developed « planned « reformed < staffed

+ allocated ¢ estimated ¢ procured ¢ regarded % strengthened
< analyzed « financed ¢ projected ¢ researched < submitted
¢ appraised « forecasted < provided % reserved ¢ substantiated
% audited “* managed ¢ purchased % revived % suggested
+« balanced + marketed ¢ raised « satisfied ¢ supplemented
« budgeted «* minimized < rated ¢ scrutinized ¢ sustained
% calculated % monitored % reconciled % secured % tailored
< controlled < multiplied « refined < settled ¢ transferred
Communication

+ addressed * corresponded + informed “ motivated ¢ published

« arranged « developed « interpreted “* negotiated ¢ reconciled
+« authored % directed % interviewed % networked % recruited

% communicated < drafted ¢ lectured « persuaded s referred

« composed < edited + marketed + presented % reported

¢ contacted « formulated « mediated ¢ promoted ¢ translated
« convinced +« influenced + moderated ¢ publicized

Creative

« composed < drafted ¢ instituted « performed « revitalized
% conceived ¢ established ¢ integrated «+ pioneered « shaped

« conducted «  executed +« introduced « planned « sketched
“ created +« fashioned ¢ invented ¢ redesigned « started

« designed « founded + marketed « remodeled < stimulated
« developed ¢ illustrated ¢ modernized “ renovated % strategized
« directed < improvised ¢ originated % replaced ¢ transformed
Management/Leadership

+« administered % condensed % determined % hired % recommended
< analyzed « confirmed « developed % managed ¢ recruited

¢ centralized « consented « employed % maintained « regulated

« certified ¢ contracted « evaluated ¢ organized % reviewed

% chaired % consolidated % executed % oversaw % revitalized

+ changed ¢ consulted « formulated « planned ¢ scheduled

« commissioned ¢ correlated « founded ¢+ prioritized ¢ supervised

< committed ¢ cultivated < fulfilled « produced

¢ concluded « delegated + headed ¢ proposed



Quantitative /Research

¢ acquired « compared « identified < involved % reviewed
< amplified « conducted + indexed % issued ¢ researched
< analyzed « diagnosed +« inferred % judged < studied

“ approximated « designed ¢ innovated ¢ justified “ summarized
¢+ ascertained « determined ¢ inspected < lead ¢ surveyed
% authorized % evaluated % instituted % linked % tested

% boosted % examined % interested % minimized

¢ calculated % extracted « interpreted « modified

¢ charted « formulated ¢ interviewed ¢ organized

% collected « guaranteed + investigated « processed

Teaching/Counseling

« adapted “ cooperated + enabled ¢ initiated ¢ praised

% advised % coordinated % evaluated % instructed % reinforced
« analyzed ¢ corrected « explained ¢ interacted « rewarded
% applied « defined « facilitated ¢ integrated < simplified
¢ appraised « demonstrated « generated ¢ investigated ¢ solicited
+ assessed + designated < guided « modeled ¢ structured
« assigned « developed ¢ identified « modified ¢ synthesized
% categorized « directed + implemented “ motivated < taught

< clarified + educated ¢ incorporated « observed « trained

¢ coached « elaborated +« indicated ¢ organized % tutored

“ communicated < elicited + informed + postulated

Technical

¢ activated « dedicated + endorsed « finalized ¢ repaired
% assembled +« deliberated + enforced % formed % resolved
« built « delivered < engineered ¢ installed ¢ retrieved
« calculated « designed ¢ enhanced % maintained ¢ screened
« computed < detected « enriched ¢ navigated ¢ serviced
¢ constructed « devaluated < excelled ¢ operated « solved

« converted s devised ¢ exercised « overhauled « supplied
% customized « dispersed « exhibited ¢ participated ¢ trained

« debugged « displayed « fabricated % programmed % upgr

+ deciphered < elevated +« familiarized « remodeled

ONCE YOU HAVE A DRAFT RESUME, CONTACT THE CAREER
DEVELOPMENT OFFICE
TO HAVE YOUR RESUME REVIEWED VIA EMAIL OR AN
APPOINTMENT!



Patricia E. First Year

1278 Appalachian Road e Franklin, MA 05082 + (508)875.3365 ¢ pmurphy@usj.edu
EDUCATION
University of Saint Joseph, West Hartford, CT Degree Expected May 2019
e Academic Interests: Public Health, Business
e GPA:3.18
The Best School, Anywhere, ME Graduated June 2015

e AP Courses: U.S. History, Biology, Calculus, English
e GPA:3.7/4.0
e Honors: National Honor Society, Principal’s Citizen of the Year Award

EXPERIENCE

Boston Magazine, Boston, MA Summer 2015
Advertising Intern
e Drafted PowerPoint presentations for meetings with potential clients
e Updated Excel databases with contact data
e Performed a wide range of general administrative duties
e Participated in sales meetings and contributed ideas for advertising proposals
Metro Cuisine, Bedford, NY Summers 2013, 2014
Waitress
e Communicated with customers while serving food and ensuring quality dining experience
e Cooperated with peers to provide excellent service to customers in hectic setting
e Resolved customer concerns and unique requrests
Private Childcare, Plattsburgh, NY Spring 2012 - Summer 2013
e Cared for two children aged 4 and 7 after school and during vacation periods
e C(Created activities to entertain and teach children
e Prepared healthy meals and snacks

LEADERSHIP & COMMUNITY SERVICE

University of Saint Joseph Varsity Soccer Team Fall 2015-Present
Member

e Devote 25+ hours throughout the entire academic year balancing commitment with academics
American Red Cross, Farmington, CT 2013-Present

Blood Drive Volunteer

e Participated in the organization and promotion of 14 blood drives since June of 2000.

e Honored by the president of American Red Cross as “Most Valuable Volunteer, 2012”
The Best School Varsity Soccer, Captain Fall 2014 Fall 2011 - Fall 2014
Member

e Led team through off season conditioning and practice

e Selected to receive Coach’s Award for most dedicated player 2012

e Led by example and acted as liaison between team and coaching staff
The Best School’s Community Service Team Spring 2012 - Spring 2015
President/Member

e Led meetings to plan community service initiatives

e Recruited students to participate in community service activities

SKILLS

Computer: Microsoft Excel, Word, PowerPoint; Adobe Photoshop, File Maker Pro
Language: Proficient in Spanish



NANCY NURSE GRADUATE

B HebronRoad - [HEENEM cT 06232 « 860[f 1868 o

-@yahoo.com

OBJECTIVE

A Nurse Residency position in the Neonatal Intensive Care Unit.

EDUCATION

University of Saint Joseph, West Hartford, CT, May 2017

Bachelor of Science, Nursing
GPA 3.49/4.0/Dean’s List

RELATED COURSEWORK
Pathophysiology Pharmacology Medical-Surgical Nursing Pediatric Nursing
Psychiatric Nursing Community Health Nursing Research
CLINICAL EXPERIENCE
NICU UCONN Health Center, Farmington, CT Spring 2015
Geriatrics Harborside Healthcare, West Hartford, CT Spring 2015
Medical-Surgical Hartford Hospital, Hartford, CT Fall 2014 /Spring 2015
Obstetrics Hartford Hospital, Hartford, CT Fall 2014
Pediatrics M. D. Fox Elementary, Hartford, CT Spring 2014
Community Health Interim Healthcare, Farmington, CT Fall 2013
Mental Health Mount Sinai Campus, Hartford, CT Fall 2013
EMPLOYMENT
Windham Community Memorial Hospital, Willimantic, CT Summer 2015

Patient Care Technician |

e Assisted patients in performing activities of daily living, including bathing, toileting, feeding,

dressing, and oral hygiene

e Obtained and recorded patient vital signs, blood glucose readings, intake and output and EKG’s

and reported abnormalities immediately

e Assisted and supported nursing staff with patient care as needed including patient ambulation and

transfers

Windham Community Memorial Hospital, Willimantic, CT
Student Nurse Intern

Summer 2014

e Managed 4 to 5 patient assignment under the direction of a preceptor on a medical-surgical floor
e Performed patient assessments thoroughly and accurately communicated report of patients’

status in an organized and concise fashion

e Handled patients and families’ questions professionally and in a caring manner

CERTIFICATIONS

Licensed Practical Nurse

Cardiopulmonary Resuscitation and Automated External Defibrillator



SUSAN SCHOOL COUNSELOR
Street 860.XXX.XXXX
City, CT, 06XXX name@gmail.com

PROFESSIONAL COUNSELING PROFILE

School counseling professional with excellent organizational, interpersonal, and communication skills. Known as
an action oriented critical thinker with a keen ability to recognize and identify students developmental areas and
design appropriate activities and interventions to help students develop a plan to achieve their personal and career
goals. Experienced in using counseling theories and techniques for individual and group counseling. Skilled in the
development and presentation of educational workshops that are developmentally appropriate to meet student
needs. Key knowledge areas include:

Assessment/Interpretation Bullying/Prevention College Advising

Individual/Group Counseling 504/IEP Planning Mediation

Curriculum Development Substance Abuse Facilitation

Occupational Exploration Crisis Counseling Advocacy
EDUCATION

Master of Arts, School Counseling
University of Saint Joseph, West Hartford, CT, May 20XX

Bachelor of Arts, Psychology
Central Connecticut State University, New Britain, CT, May 20XX

CERTIFICATION

Connecticut School Counseling (068) K-12, Pending

SELECTED ACCOMPLISHMENTS

e Delivered classroom presentations to eleventh and twelfth grade students on post-secondary planning, the
college application process, financial aid, FAFSA, and applying for scholarships.

e Designed a lesson on new course selection process for counseling department; taught this lesson to several
ninth and tenth grade classes

e Developed an informational guidance newsletter for parents regarding upcoming events, available
programs, and opportunities for students.

e Reorganized and updated the Guidance Department website to include current information on colleges,
scholarship information, and summer programs.

PROFESSIONAL EXPERIENCE

School, City, CT 8/XX-Present
School Counselor Intern
e Provide one to one counseling for students of all grade levels on personal, social, and academic issues and
offer students the necessary guidance to overcome personal challenges.
e Participate in planning and placement team (PPT) meetings as well as Student Assistance Team (SAT)
meetings to advocate for students and discuss methods of assisting students.
e Complete crisis counseling with at risk students; determine appropriate action and refer to proper service.
e C(ollaborate with counseling department to implement M.E.A.S.U.R.E. to reduce the ninth grade failure rate.
e Conduct ninth grade developmental guidance seminars; present lessons on guidance services, career
planning, conflict resolution, and risky behaviors.
e Facilitate post-secondary planning and the college application process for individual twelfth grade
students; wrote letters of recommendation.
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Name (BOLD/all caps/14 pt font)
Page 2

PROFESSIONAL EXPERIENCE - Continued

School, City, CT 1/XX-6/XX
Practicum (italicize)
e Organized and led two weekly eighth grade groups to focus on improving organizational and study skills.
e Counseled four students on a weekly basis discussing goals, grades, organizational skills, and peer

relationships.
e (Co-led a weekly lunch group for four sixth grade boys with a focus on goal setting and improving peer
relationships.
School, City, CT 8/XX-6/XX

Substitute Teacher
e Followed teacher’s lesson plans and taught Science, Mathematics, Literature, and Geography.
e Facilitated classroom discussion to keep students centered, entertained and focused on daily lesson plan.
e (Gained recognition for flexibility, dependability and organization resulting in higher than average rate of
calls to work.

e Performed administrative duties outside the classroom including library and cafeteria supervision.

OTHER EXPERIENCE
Customer Service, Verizon Wireless, West Hartford, CT XX/XX-XX/XX
Receptionist, Dowey, Cheatum & Howe, Hartford, CT XX/XX-XX /XX
Sales Associate, Best Buy, Canton, CT XX/XX-XX /XX
PRESENTATIONS

Last Name, First, Middle, (20XX) “The Power of Positive Thinking,” Peacemakers Summit”, a workshop for students
to discover the impact of positive thinking, Simmons College, (June), Greenfield, MA.

SKILLS
Microsoft Office SASI CHOICES Naviance Blackboard
COMMUNITY INVOLVEMENT

Youth Empowered by Service (Y.E.S.), West Hartford, CT
Guyana Immersion Experience, Georgetown, Guyana
Prudence Crandall, New Britain, CT
Catherine’s Place, Hartford, CT

ASSOCIATIONS

American Counseling Association (ACA)
American School Counselor Association (ASCA)
Connecticut School Counselor Association (CSCA)

ACTIVITIES

Assistant Basketball Coach, University of Saint Joseph, West Hartford, CT
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MARCIA MASTER SOCIAL WORKER
Street 860. XXX XXXX
City, CT 06XXX name@gmail.com

PROFESSIONAL PROFILE
Skilled in building community support, key coalitions and strategic interagency partnerships. Backed by solid credentials (MSW) and
equal strengths in program, personnel and case management. Excel in program and organizational planning, with documented
success overcoming challenges of limited resources and financial constraints to design high-quality, cost-effective and comprehensive
service offerings. Key knowledge areas include:

Case Management and Planning Client Advocacy Community-Client Relations
Community Outreach Client Needs Assessment Program Administration
EDUCATION

Master of Social Work, May 20XX
University of Connecticut
GPA: 3.8

Bachelor of Arts in Psychology, May 20XX
University of Saint Joseph, West Hartford, CT
GPA: 3.56

SELECTED HIGHLIGHTS AND ACHIEVEMENTS

e Demonstrated outstanding case management (caseload of up to 78) and dedication to clients, as evidenced by repeated
promotions throughout tenure.

e Achieved a record of 95 percent enroliment in college/job-training programs among clients, propelling both individual and
program success through subsequent income generation.

e  Provided highly visible, caring client service that resulted in 100 percent of assigned clients remaining eligible for housing
during tenure (zero evictions).

e Led turnaround of emancipated youth program from a 90 percent monthly turnover rate to a 10 percent monthly turnover rate
within three months. Motivated program participants to earn high school diplomas/GEDs, enroll in community college or
secure full-time employment.

PROFESSIONAL EXPERIENCE

Company, City, CT 8/15 - Present
Field Placement Intern

o Diagnose, evaluate, and treat children, adolescents, adults, and families.

o Conduct evaluations and support clients.
Hartford Healthcare, Hartford, CT 9/15-5/15
Pediatric Social Work Intern

e Provided clinical services, family counseling, and referrals for patients and families.

e Conducted home visits and completed follow-up evaluations.

o Participated in classroom-based education program for potential kidney transplant patients.

OTHER EXPERIENCE & COMMUNITY INVOLVEMENT

Customer Service, Verizon Wireless, West Hartford, CT XXIXX = XXIXX
Making Strides of Hartford — Breast Cancer Walks October 2015

PROFESSIONAL AFFILIATIONS

Association of Professional Social Workers

ADDITIONAL INFORMATION

Computer Knowledge- MS. Word, Excel, and Outlook
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