
Writing Your Résumé

The purpose of your résumé is to create enough interest to warrant an interview.  Bear in mind that your résumé will probably be scanned for about 20 or 30 seconds, but may be the key to opening the door to your career.  It must provide a concise, skimmable outline of your abilities and accomplishments while portraying a positive and professional first impression.  It is one of the most important steps in your job search strategy and should receive a significant amount of your time and energy.

Before you start . . .
The best résumés are written by people who have clear employment objectives.  Explore suitable entry-level occupational possibilities before beginning the actual job search.  Focus your résumé so that it effectively communicates that you have an employment objective and the experience, training, and personal qualities that reflect that objective.

Determining what you would like to do with your degree once you graduate can be frustrating since each major allows you to choose many occupational paths.  Career counseling is available to ABAC students for assistance in targeting occupational goals.  To make an appointment for career counseling, call 391-5135 or come by the Counseling office on the second floor of the Student Center to make an appointment with the Career Counselor.

Layout

The layout must be visually attractive, well organized, very easy to read, and free of grammatical or typographical errors.  Factors that enhance the appearance are even, wide margins (minimum of 1" wide), spacing between major headings, and good use of highlighting techniques such as underlining, capitalization, and boldface.  Use 8 ½" x 11" size bond paper, with a high fiber content, and choose a light color such as white, ivory, or pale gray.  Select envelopes and paper for letters in the same color and texture.  Résumés and all letters of correspondence to potential employers should be saved on a computer disk and printed on laser jet printer. 

Résumé Preparation
Document your education, employment history, and personal aspects of your background relevant to your career objective on a worksheet first.  Arrange the information on your résumé, putting your strongest qualifications first.  For example, if you have a college degree and lots of skills but your experience has been in unrelated jobs, list education first, then skills, then experience. Include headings that best portray your marketable skills, abilities, and qualifications.  Remember, there is no one single résumé format which works for everyone.  

Résumé Components
Heading
Position your name, address(es) and phone number(s) with area code(s)--both campus and permanent--at the top portion of your résumé.  This information may be centered or placed at the left margin, with your name highlighted.  Point to remember:  advise your roommates/family, etc. that employers may be calling and to please write down all messages.  Also, check your answering machine to be sure it is polite and appropriate.

Objective
To have a true employment objective, you should know what specific type of position you are seeking and for what kind of company you are most interested in working.  The objective should match the job opening if there is one.  

Education

Include the following, listing the most recent degree received first.  (Note:  Cite high school only if you were in the upper 10% of your graduating class.)

*
Your degree and major

*
School from which degree received (or will be received), city and state

*
Graduation date (month and year if present or future year, year only otherwise)

*
Grade point average, if it is in your favor to do so (usually 3.0 or better)

*
Honors and awards

*
Relevant course work, as it applies to your specific career objective

*
Special projects or practical experience achieved through education, as they apply to your specific career objective

*
Extracurricular activities

*
Percentage of education expenses earned by you (if in your favor to do so)
Work Experience
Job experience will include full-time and/or part-time work, internships, summer jobs, and volunteer positions.  List employers in reverse chronological order (most recent first).  Include job title, company name, city, state, and employment dates, along with a brief, clear and strong job description, emphasizing problem-solving skills, communication skills, and accomplishments.  

The body of the description can be in a point-by-point basis or in paragraph format.  Phrase each item in the format of an action verb (designed, operated, supervised, organized, etc.).  Avoid "responsibilities included," or "duties were . . ."

College Honors & Activities
College honors and activities should convey an ability to take initiative, assume leadership, utilize good time management and develop strong organizational skills.  Some organizations may not be recognizable to everyone, so you may want to identify in parentheses the organization or what is required to be a member of an honorary.

Special Sections
Occasionally, students feel that the traditional résumé format does not adequately portray their skills, abilities, and qualifications.  For this reason, you may see a heading in a résumé entitled "Areas of Emphasis," or "Summary of Qualifications."  The purpose of these sections is to bring together several items, whether they be skills, equipment/language proficiency, or achievements that would be major selling points in terms of fulfilling the objective.  To highlight each entry, use some type of graphic highlight such as an asterisk (*) or hyphen (-).

Personal Data
This section is also optional and may be used to indicate what special skills or interests you have that may be pertinent to the job being sought.  Do not list information on height, weight, health, age/date of birth, marital status, or ethnicity.

References
List references on a separate sheet from your résumé and only send if requested to do so by the potential employer.  List identifying information at the top of the page identical to the top of your résumé.  Place a heading for "REFERENCES" and list each reference's name, title, organization, address, and phone number.

Three to five references is the standard.  Potential references may include previous employers, teachers, or organizational advisors.  Be sure to ask permission to use someone’s name as a reference; discuss whether they can give you a favorable reference.

Action Words For Résumés

Accelerated

Accompanied

Achieved

Acquired

Active

Administered

Advised

Affected

Ambition

Analyzed

Appreciate

Arranged

Aspired

Assembled

Assisted

Budgeted

Built

Capable

Clarified

Commanded

Completed

Composed

Comprehensive

Conceived

Conducted

Confidence

Conscientious

Constructed

Controlled

Converted

Cooperated

Coordinated

Correlated

Created

Decided

Delegated

Demonstrated

Designed

Detailed

Determined

Developed

Devised

Directed

Discovered

Displayed

Earned

Effective

Eliminated

Enacted

Encouraged

Engineered

Enhanced

Established

Evaluated

Exceeded

Executed

Exhibited

Expanded

Facilitated

Finalized

Financed

Formalized

Formed

Formulated

Founded

Generated

Governed

Handled

Headed

Hired

Honest

Identified

Implemented

Improved

Increased

Influenced

Initiated

Innovated

Inspired

Installed

Instructed

Insured

Integrated

Intensified

Interpreted

Invented

Justified

Keyed

Keynoted

Launched

Led

Maintained

Managed

Manufactured

Marketed

Mastered

Monitored

Negotiated

Nominated

Obtained

Officiated

Operated

Ordered

Organized

Oriented

Participated

Perfected

Performed

Piloted

Pinpointed

Pioneered

Placed

Planned

Prepared

Presided

Produced

Promoted

Proposed

Provided

Recommended

Reconciled

Reduced

Regulated

Reinforced

Reorganized

Reported

Researched

Revamped

Reviewed

Revised

Satisfied

Scheduled

Secured

Served

Serviced

Simplified

Solved

Sparked


YOUR NAME

Permanent Address:





School Address:
Street
Address or P. O. Box #



Street Address or P. O. Box #

City, State   Zip





City, State   Zip

Telephone #






Telephone #


OBJECTIVE

Best expressed with the fewest words possible (i.e. Opportunity to work as an entry level . . . . ).

EDUCATION

A.--in whatever



ABRAHAM BALDWIN AGRICULTURAL COLLEGE, Tifton, Georgia

Expected month, year of graduation





GPA:
if above 3.0

Scholarships (if appropriate)

Related Courses (6-8 courses listed in 2 columns) 

Choose important classes in your major, plus communication and computer classes.

(Don’t list Computers 101 but the name of the program you learned in that class.) 

WORK EXPERIENCE
Job Title





   



      Month/Year to Month/Year

Name of Company, City, State

-
Describe what you have done with action verbs.

- 
List 3-5 duties you performed, begin each with a dash (-).

-
List duties which relate to the job for which you are applying.
Job Title









         Month/Year to Month/Year

Name of Company, City, State                        
-
List jobs you’ve held in past 10 years in reverse chronological order
-
Work experience does not necessarily have to be a paid job, it could be an internship, volunteer work, holding an office in a campus organization, etc.

ACTIVITIES/HONORS

-
An activity is something you join--sports, clubs, etc.

-
An honor is something you’ve earned--Dean's List, an office in student government, etc.

-
This section is optional and other headings may be used to communicate your assets, such as

 
Skills, Volunteer Positions, Interests (if they relate to the job you’re applying for), etc.

YOUR NAME

Permanent Address:






School Address:
Street Address or P. O. Box #




Street Address or P. O. Box #


City, State  Zip






Tifton, GA     Zip

Telephone #







Telephone #

REFERENCES
Name, Title

Organization

Business Address

Phone Number (including area code)

Name, Title

Organization

Business Address

Phone Number (including area code)

Name, Title

Organization

Business Address

Phone Number (including area code)


Writing Your Cover Letter

A cover letter stimulates an employer's interest in you and should always accompany your résumé or application.  Remember, your cover letter is a business letter in every sense and is designed to establish you as a competent and motivated person.  Always address the letter to a person rather than to a title, office, department or company.  If the name of the person is not available, call the organization, explain what you are doing, and ask for the name of someone to whom your correspondence should be addressed.

Format
Like the résumé, the cover letter must be visually attractive, well organized, very easy to read, and free of grammatical or typographical errors.  The same high quality, high rag content paper should be used for the cover letter as was used for the résumé.  

Type each letter individually--NEVER send photocopies of a “standard” cover letter.  Do not submit handwritten letters unless specifically asked to do so.

Single space within each blocked paragraph and double space between paragraphs.  In most cases, the cover letter has four main goals.

 1.
Make direct contact between you and the person to whom you are writing.  This can range from simply stating the source and date of the advertisement you are responding to through mentioning mutual acquaintances or past conversation.  The more personal the connection, the better.  Also indicate why you are applying for this particular position.

 2.
Present your skills, experiences, and special attributes as they relate to the need of the employer.  This is a time to highlight material not necessarily on the résumé, such as commitment to a common goal, special experiences supporting that goal, product knowledge, etc.  Do not repeat the same information listed in your résumé.

 3.
Refer the reader to the enclosed résumé.  This summarizes your qualifications, training, and experiences, or whatever medium you may be using to present yourself.

 4.
Initiate direct contact with the person reading the letter.  The "contact me at your convenience" phrase common in cover letters presents a positive attitude.  Stating a date on which you will contact the recipient of the letter for the purpose of confirming receipt of the materials or time frame for the interview process virtually assures some level of direct interaction and presents you as an individual willing to show an appropriate level of initiative.


Type your name after your closing.  Sign your letter using a fine blue or black ink pen.  An enclosure notation follows, two lines down from your typed name and at the left margin.

COVER LETTER FORMAT:

Your address

Your phone number

Date of letter

Employer’s Name and Title

Company Name

Address

City, State   Zip

Dear _____________:

OPENING PARAGRAPH - Why you are writing, name of position or type of work about which you are inquiring, how you heard of the organization.

MIDDLE PARAGRAPH(S) - Make the employer want to read your résumé, explain why you are interested in working for this employer.  Specify relevant education and work experience, but do not reiterate your résumé.  Be personable and enthusiastic, communicate in a confident manner, use action words, and remember that the reader will view your letter of inquiry as an example of your writing skills.  Refer the reader to your enclosed resume, application, etc.  

CLOSING PARAGRAPH -   Have an appropriate closing to pave the way for the interview by indicating the action or steps you will take to arrange an interview date.

Sincerely,

(signature)
Your name

Enclosure


The Successful Interview
The single most crucial part of the job hunt process is the job interview.  Your résumé alone will not get you a job.  Only by excelling during the interview will you succeed in being selected by an employer for the job.  Make every interview count by being prepared and expecting the unexpected.

A successful individual will have developed a concise, well thought-out personal presentation.  By giving considerable thought to your career and job goals, you can develop a presentation that will demonstrate your knowledge, experience, attitudes, and skills as related to the job you are seeking.

For successful interviewing, you must do homework on the employer as well as on yourself.  Knowing the company's history, growth philosophy, organizational structure, products and services provides valuable information to discuss in the interview.

A good recruiter will be attempting to evaluate those qualities you have that are not revealed in your résumé:  what your behavior is like, what motivates you, what kind of personality you have, whether you are a leader or a follower, what your ambitions are, how well you communicate, how much career planning you have really done.  The interview will be a test of the preparation you have done and your ability to communicate it.

Thinking about what you might say in an interview and saying it are two different things.  Take sample interview questions and role play an actual job interview.  Try to answer orally all the questions without stopping, then go back and work on the rough spots.  "Mock" interviews help you feel more comfortable when it is time for the real interview and provides valuable feedback.  

In a practice interview or in a real interview, you should also be conscious of your non-verbal behavior (erect posture, enthusiastic tone of voice, good eye contact, firm handshake, arms on chair or resting on legs rather than folded across chest).  The major way recruiters determine your energy and motivation level is through non-verbal cues.

If the salary question comes up in the interview, your best response is that you expect a fair offer based on your educational background, skills, and employment experience.  Salary should not be discussed in the initial interview unless the subject is brought up by the recruiter.

Most initial interviews last from 30 to 40 minutes.  Immediately after your interview, write down your impressions and thoughts in a short summary.  In the event of a follow-up interview, you will be in a better position to recall events from the initial interview.

Always send a typed thank you letter after the interview, restating your interest in the job, summarizing the key points discussed and any additional pertinent information.  Do not call the employer until the specified time period has elapsed as this may appear pushy or over anxious.  

Questions Frequently Asked During the Employment Interview

 1.
Tell me about yourself.

 2.
Tell me about your work history, kind of work you did, reasons for leaving.

 3.
Why are you applying for this job with our company?

 4.
What interests you about our products (or services)?

 5.
In what ways do you think you can make a valuable contribution to our company?

 6.
What position do you want to hold ten years from now?

 7.
What are your plans for achieving this goal?

 8.
How would you describe your ideal job after graduation?

 9.
What criteria should determine a person's progress in a company?

10.
What are the most important rewards you expect in your career?

11.
What have you done in the past that demonstrates your initiative and willingness to work?

12.
What two or three things are most important to you in a work setting?

13.
What qualities should a successful manager possess?

14.
Describe the type of relationship that should exist between a supervisor and an employee.

15.
Describe your work habits

16.
How do you work under pressure?

17.
What do you believe to be your weak points?

18.
What do you believe to be your strong points?

19.
What qualities do you admire in other people?

20.
What irritates or displeases you most in other people?

21.
What portion of your educational expense did you earn?

22.
How do you feel about relocating and traveling away from home?


Possible Questions To Ask the Recruiter

 1.
What kind of work can I expect to be doing my first year?

 2.
How much guidance or assistance is made available to an individual developing skills.

 3.
What is your management philosophy?

 4.
Are there any negative aspects of the job?

 5.
Is there time set aside for annual reviews?

 6.
Where could I be in five years with this organization?

 7.
What are the company's future growth plans?

 8.
What are the organization's strengths and weaknesses?

 9.
If hired, would I be filling a newly created position or replacing someone?  If replacing someone, was this person promoted?

10.
How is the job important to the company, how does it contribute?

11.
If hired, would I report directly to you or someone else?

12.
Could you give me a tour?  I'd enjoy seeing where your people work.


NOTE:  Never ask about salary and benefits during the first interview.
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