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Writing a Resume

A resume is a tailored marketing document designed to showcase your relevant education, experience, anc
skills as they relate to your targeted industry. While writing a resume is a subjective process, this handout
presents guidelines that are applicable to most situations. Talk to a Career Team member about your own
particular situation to help create an even more effective marketing piece for you.
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Your goal in writing this document is to advance to the next stage in the prqt¢lkssnterview. The employer
will only spend about 120 seconds examining your resume, so make it count!

Objectives and Profiles

Many people choose to start their resume with an introductory statengegither an Objective or Profilein

order to position them toward a certain type of opportunity or career direction.

A This statement should be positioned below the contact information.
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employer.

A Use keywords that appear in the job description or from the targeted industry.

The Objective Statement:

Youshould only use an objective if you are very clear about the job you seek; otherwise do not include one.
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objectives, or you may use the cover letter accompanying your resume to state your career goals.

Example:
A Desire a position as a financial analyst intern.

The Profile Statement:

Similar to an objective statement, a profile will go into more depth about your knowledge, skills, and experien
they relate to the job description and industry. These are used to spell out why you qualify for a particular po
or to help redirect your career towards another direction. Transferrable skills and experiences are often desc
in a profile statement.

Example:

A Athlete with strong team leadership skills, ability to multitask, andselfivation. Excellent customer
service skills with 3+ years of direct experience.
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Section Header Examples

Aside from your introductory statement and the education section, your resume will incorporate additional
sections to help an employer understand what you are marketing. Below are some suggestions to get you
started. Make sure to talk with a Career Team member for more options as they relate to your profile.

A Experience _ A International Experiences
A Relevant Projects A Internship Experiences

A Publications A Leadership

A Presentations A Campus Activities

A Awards/Honors_ A Memberships & Affiliations
A Volunteer Experience A Relevant Coursework

A Certifications A Research

A skills A Accomplishments

Styles of Resume

ChronologicalList your employment in reverse chronological order. Give position held, employer, and dates ©
employment. Describe each position according to job duties: list tasks performed, emphasizing those requirin
highest level of skill, responsibility and judgement. Begin each phrasamvihtion verb.Quantify and qualify
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Functional:Group your work accomplishments, responsibilities, and duties into 2 to 5 categories according to
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according to your job objective and briefly describe, using action statements, the work you did in each of the k
categories you identify.

Combined Both functional and chronological features appear in a combined resume. Functional skills should
highlighted at the top. Work experience should be described briefly in reverse chronological order.

Action Verbs

Communicationadvised, advocated, authored, consulted, counseled, edited, guided, marketed, published, wi
Administration:appointed, contracted, delegated, completed, initiated, launched, offered, distributed, recruitec
Management administered, assigned, chaired, coordinated, contracted, managed, organized, planned, organ
Teachingadapted, addressed, clarified, coached, communicated, enabled, guided, instructed
Researchassessed, analyzed, classified, documented, examined, identified, inspected, observed, reviewed

Technicalcalculated, computed, constructed, designed, fabricated, gathered, input, maintained, modified
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Resume Approval Process in HifeNiner

Before you can begin applying for positions in Hifliner, they must have an approved resume in the system.
The first time you add a resume to your HkNinerl 002 dzy 1= G KS R2O0dzyYSyd gAf f
Center staff member reviews the resume. The criteria we use to review resume is listed below in the Resum
Approval ChecklistResume reviews take2lbusiness days.

Once we have reviewed your resume, you will receive an email letting you know one of two things:

A Resume is approved your resume has met our basic requirements, and you are welcome to apply for jobs
and upload more documents (which will not have to go through the approval process). In your approval
email, you may receive comments from our staff with suggestions for improvement.

Even if your resume is approved, you are encouraged to tailor and strengthen your resume using the
information provided in this guide or through working with our Career Team.
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receive comments from our staff about what needs to be changed. In addition, please review the Resume
Approval Checklist. Once you have made changes to your resume, you can resubmit it for review.

Resume Approval Checklist

For approval on Hire-A-Niner, your resume must consist of the following elements:
REQUIRED

Heading/Contact Info:

-Contact Info: Email, Phone

-Contact information is listed at the top of the document
-Email Address is professional

Education:

-Full name of institution is listed (i.e. the University of North Carolina at Charlotte or UNC Charlotte)
-Title of your degree is spelled out (i.e. Bachelor of Science); major is included if declared

-Your expected graduation date is included

Experience:

-Job title, company/organization name, city, state and date range are present for each responsibility/activity

-A bulleted description of responsibilities, accomplishments and/or transferable skills are incorporated for each experience provided
-Experiences are listed in reverse chronological order in each section

Formatting:

-Resume is one page (if you have significant professional or leadership experience, or you are a graduate student, two pages can be
appropriate)

-Document is free of spelling errors and grammatical issues

-Easy-to-read, professional looking font is used

-Font size is in the 10-12 pt. range (headers can be 14-16pt font)

-Consistency is present throughout the resume; headers and font styles are the same across the document

CAREER.UNCC.EDU




INTERNSHIP SEARCH RESUME

Norm J. Niner
123 University Drive
Charlotte, NC 28207

(704) 555-5555
normjniner@email.com

OBJECTIVE:
To obtain an internship in the area of public relations where coursework in business marketing
and communication skills may be utilized

EDUCATION:
Bachelor of Science in Business Administration May 2018
The University of North Carolina at Charlotte, Charlotte, NC
Major: Marketing Minor: Communication Studies
GPA 3.3/4.0

RELATED COURSEWORK:
Business Writing Technical Writing Media Relations
Public Speaking Marketing Strategies Journalism

WORK EXPERIENCE:
Retail Associate May 2015-Present
Kohl’s Department Store, Pineville, NC
¢ Promote apparel and home décor products to existing and new clientele
o Assist with visual marketing displays and restock items as needed to upkeep store

organization
e Develop communication and customer service skills in a high volume retail
environment
Server June 2013-May 2014

Red Lobster Restaurant, Charlotte, NC
¢ Ensured customer satisfaction by delivering food and beverages to customers in a
timely manner
¢ Promoted from hostess to server within 3 months
Assisted management in training of 10+ new servers

COMPUTER SKILLS:
e Proficient in FrontPage and Microsoft Office (Word, Excel, Publisher, PowerPoint)

COMMUNITY INVOLVMENT:
Member, American Marketing Association May 2015-Present
Volunteer, Humane Society of Charlotte October 2015-Present

Publicity Chair, UNC Charlotte Student Government (SGA) September 2015-August 2016
e Managed the SGA social media accounts; grew Twitter followers by 140%

A Use this as an example to get started. Tailor your resume more specifically as it relates to your target.
A Get this reviewed by our Career Team
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COMPUTER SCIENCE RESUME

PAUL M. LEONE
3241 Graduate Lane, Charlotte, North Carolina 22222 (704) 321-9872 pleone@uncc.edu

CAREER OBJECTIVE
To obtain an entry-level position as a webmaster utilizing strong problem solving and analytical skills, as well as
effective communication of technical concepts to both technical and non-technical staff members.

EDUCATION

Bachelor of Science in Computer Science Graduation: May 2017
University of North Caroline Charlotte, Charlotte, North Carolina

College of Computing and Informatics

3.25/4.00 GPA

Responsible for 60% of college expenses.

TECHNICAL SKILLS
Programming; Operating Systems: Network Technologies:
C++, Java, Servlets, XML, PHP Unix, Mac OS and Windows TCP/IP, SS7 protocol stack

CAREER-RELATED EXPERIENCE

TransGlobe Communications, Los Angeles, California May 2015 — August 2016
Assistant Webmaster 49ership (Served two semesters — part-time/full-time summers)

e In concert with the webmaster, orchestrated design, development and launch of TransGlobe
website (www.transglobe.org). Helped perform the development from concept through full-scale
global implementation and all subsequent website upgrades and enhancements.

e Created and launched first-ever TransGlobe Communications Webcast (viewed by 2,000+
members live and archived).

¢ Developed and published electronic newsletter “E-Lines” with 4000 subscribers world-wide.
¢ Designed and currently maintain the online Discussion Board with 1300 registered users.
e  Write articles and submit photographs for publication in quarterly newsletter, “Union Update.”
e Consult/advise 20 Local Council Presidents on a variety of communication issues (e.g., member
communications, crisis communications, industry information, national union affairs).
OTHER EMPLOYMENT
Best Buy, Inc., Charlotte, North Carolina (Part-time/Seasonal), September 2013 — present

Sales Associates
s Responsible for customer service, merchandise display, inventory, and training of new associates.
e Continually demonstrated outstanding selling ability and product knowledge by establishing and
maintaining an excellent productivity record.

McDonald’s Restaurants, Charlotte, North Carolina. (Summer/Part-Time), June 2012 - August 2013
Customer Service Representative

» Efficiently organized food preparation activities for a staff of three.

s  Other duties entailed accurate accounting of cash register receipts, inventory control.

»  Gained valuable experience from relating to the public.

HONORS AND AFFILIATIONS

President, Association for Computing Machinery (ACM), UNC Charlotte, Charlotte, NC, August 2013 - May 2014
Relay For Life (Volunteer Recruitment Committee Member), UNC Charlotte, Charlotte, NC, December 2012-Present.

A Notice the Technical Skills section that is towards the top of the resuimese skills are very relevant.
A Creating two Experience sections allows you to highlight your most relevant experience earlier in the resum
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ENGINEERING RESUME

A The profile statement helps to summarize the deep experience level of the candidate
A Notice the additional experience and project experience sections. Great way to show depth towards new te
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