Sample Resumes

The job description for this position as an academic advisor included the following requirements: “Requires good communication skills and experience with word processing and spreadsheet applications...  The individual should be a self-starter and willing to make a 2-3 year time commitment.”  Note how the applicant tailored the resume to this description.

Chronological

ALICE N. WONDERLAND

1234 SW 18th Street 

Gainesville, FL 32612

Phone (352) 555-1234

whiterabbit@tunnel.com
Profile

· Well-trained in word processing and desk top publishing.  Over four years of experience using Microsoft Word, Excel, Access, and Windows.

· Researched current issues for Congressional office staff, utilizing the Library of Congress and online information sources.

· Increased the rate of reply to constituent mail by Congressional office from 2 weeks to four days.

· Created original templates for letters sent to thousands of voters.  Worked well with tight deadlines.

Education
University of Florida, Bachelor of Arts in English, Bachelor of Science in Political Science, December 1999. Cumulative GPA: 3.96.  One hundred percent of education funded through scholarships, jobs, and internships.  Honors include: Presidential Scholar, Coca-Cola Scholar and National Council of Teachers of English Commendation.

Experience
Assistant Manager, Griffin Village, Family Housing, Gainesville, FL August 1999-December 1999

Assisted students in a family housing facility of over 200 residents.  Utilized Microsoft Access database to compile and track resident information.  Proposed a system to reduce time involved in mandatory resident surveys.   

Congressional Intern, The Hon. Dave Weldon, Cannon House Office Building, Washington, D.C. June 1999-July 1999

Researched current and accurate information sources for congressional office staff.  Assisted in developing and editing form letters in response to constituent mail.  Improved system for replying to constituent needs and comments, prepared bulk mailings by specific deadlines, established processing priorities for overlapping projects.  Served as a mentor for another intern.

Office Assistant, HealthSouth Hospital Patient Financial Services, Litigation Department, Gainesville, FL, April 1998-June 1998

Wrote letters to clients for two lawyers in a patient financial services department.  Designed various spreadsheets in Microsoft Excel.  Answered questions and resolved problems for patients.

Additional
Able to commit for three years (or more.)

Information


FUNCTIONAL FORMAT

ALICE N. WONDERLAND

1234 SW 18th Street 

Gainesville, FL 32612

Phone (352) 555-1234

whiterabbit@tunnel.com
Profile

· Well-trained in word processing and desk top publishing.  Over four years of experience using Microsoft Word, Excel, Access, and Windows.

· Researched current issues for Congressional office staff, utilizing the Library of Congress and online information sources.

· Increased the rate of reply to constituent mail by Congressional office from 2 weeks to four days.

· Created original templates for letters sent to thousands of voters.  Worked well with tight deadlines.

Education
University of Florida, Bachelor of Arts in English, Bachelor of Science in Political Science, December 1999. Cumulative GPA: 3.96.  One hundred percent of education funded through scholarships, jobs, and internships.  Honors include: Presidential Scholar, Coca-Cola Scholar and National Council of Teachers of English Commendation.

Experience
Communication: Assisted students in a family housing facility of over 200 residents.  Researched current and accurate information sources for congressional office staff.  Assisted in developing and editing form letters in response to constituent mail.  Wrote letters to clients for two lawyers in a patient financial services department. 

Computing: Utilized Microsoft Access database to compile and track resident information.  Used Microsoft Word, various drawing programs to manipulate and create diagrams/illustrations.  Designed various spreadsheets in Microsoft Excel.   

Problem Solving: Proposed a system to reduce time involved in mandatory resident surveys.  Improved system for replying to constituent needs and comments, prepared bulk mailings by specific deadlines, established processing priorities for overlapping projects.  Served as a mentor for another intern.  Answered questions and resolved problems for patients.

Additional
Able to commit for three years (or more.)

Information


