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RESUMES

Use active language to describe your work experience, skl and
mplishments. Using acton verbs o begin bullet points will

allow an employer to see your accomplishments with just a lance.
atyour esume.
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RESUME HEADER CATEGORIES:

‘CHOOSE THE RESUME HEADERS THAT BEST REFLECT YOU!

Education: Education, Education and Credentials,
Related Training, Study Abroad, Professional Semin
Licenses and Certifications, Acadeic Projects,
Coursework, Publications, Presentations

Skills and Qualifications: Languages, Relevant Skils,
Technical Expertse, Areas of Expertise, Capabiltes,
Key Qualfications, Skils and Qualifications, Marketing
Stills, Core Competencies, Summary of Abiltes, Career
Highlights

Experience: Work History, Work Experience, Recent
Experience, Relevant Experience, Tezching Experience,
Volunteer Experience, Campus Leadership, Community
Invalvement, Career Highiights, Academic Experience,
International Experience, Career Profe, ntemships,
Military Service, Extracurricular Involvement

Affiliations, Memberships and Awards:
Professional Memberships, Professional Associations,
Achievements, Awards/Recognitions, Notable
Achievements, Honors, Fellowships, Awards

JOB DESCRIPTION LANGUAGE VS. RESUME LANGUAGE

Language used ina resume should differ from that in a ob description.
Ajob descripton defines what the job does while a resume needs

to summarize your skills and accompiishments n that ob. Take fime
0 "comvert” job descriptons o resume enfres. Here are examples:

Job Descrition: » Manage office appointment schedile
Resume: Scheduied appointments for 12.

consultats using Microsoft Outook,
‘averaging 120 appaintments per week.

Job Description: » Supenvise work crew

Resume: Managed a team of 20 craftsmen
including carpenters, plumbers and
masons, while completing a $20 milion
‘condominium project
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