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What is a résumé?
A résumé is a professional introduction of you! The term résumé is French and means “summary.” It is a brief
document highlighting your experience and qualifications, designed to give the potential employer a
positive first impression of you. It’s your opportunity to entice a potential employer with your abilities so you
will be invited to interview. A résumé is not an autobiography, but a summary of your qualifications. Since
your résumé is the employer’s chance to learn about you, it should represent your best thought and effort.
Potential employers will get a representation of you not only from the content of your résumé, but also from
its organizational style and appearance. A well-constructed résumé indicates an organized mind.
Therefore, it is important to spend the necessary time, energy, and thought it takes to produce your best
résumé.

When do I need a résumé?

Most commonly, you will need a résumé when applying for a part-time job, internship, or full-time job. You
may also need a résumé when applying for graduate school. Many scholarship requirements also request
that a résumé accompany the application. Most students begin constructing a résumé their first year in
college, and as semesters go by they add new highlights to their document.

What is the purpose of a résumé?
The goal of your résumé is not to get the job, but to get the interview!
Having a visually striking and well thought-out résumé is key to scoring the interview. Employers spend
approximately 15-20 seconds skimming a résumé; therefore your document must be a clear, concise
summary of your qualifications. Set a good first impression! Keep your résumé focused, use the right
language for your industry, and effectively communicate how your skills and strengths prepare you for the
job for which you are applying.

When am I ready to write my résumé?
1.
2.
3.

When you know what the purpose of your résumé will be! Ex. internship, a job, entrance to graduate
school, a scholarship.
When you have researched the requirements for your résumé! Ex. Job description, graduate admission
requirements, scholarship requirements.
When you know why you are qualified AND you can identify when and where you have developed
and demonstrated the relevant skills, knowledge, and experience required.

CONTENT: WHAT’S APPROPRIATE?
Information to include

Information to leave off

Contact information
Objective
Summary of qualifications
Education
Related/relevant coursework
Honors/awards
Experience (work, internship)
Skills (ex. computer, technical, foreign language)
Involvement/extracurricular activities
Volunteer work
Certifications/professional Associations

Gender
Race
Marital status (Mrs., Mr., Miss)
Religion
Sexual orientation
Political affiliation
Personal descriptions (ex. height, hair)/Pictures
References – they belong on their own page!
High school information
Health condition
Age
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Why is a cover letter important?

Every résumé that you submit to an employer should be accompanied by a cover letter! A cover letter is
formal, customized correspondence officially stating your interest in a job. The cover letter is your
opportunity to highlight your abilities, expand on your qualifications, and explain why you are the ideal
candidate for the job. The letter should be one page in length, 3-4 paragraphs long, written in professional
business format, and printed on the same paper and in the same font as your résumé.

Who do you send the letter to?
Cover letters are more effective if addressed to a specific person, rather than “To whom it may concern” or
“Dear Sir or Madam”. Look on the job description for the individual to whom to address the letter. If none is
listed, do some research on the organization and determine who is likely to make the hiring decision.
Address females as Ms. or Miss since you are unaware of their marital status. Double check the spelling of
the person’s name and never assume spelling, example: John vs. Jon or Jenny vs. Ginny.

Cover letter format
Utilize the same heading as your résumé. Copy and paste here.
Today’s Date
(space down 4 spaces)
Cosmo Spacely
Owner
Spacely Space Sprockets
123 Galaxy Way
Orbit City, Texas 77777
Dear Mr. Spacely:
Why are you writing? The opening paragraph should arouse the interest of the employer. Clearly identify the
position for which you are applying. If you are answering an ad or job posting, state where you heard about the
vacancy. If you have been told about the position from a current or former employee, mention their name. If
you don’t know whether the employer has an opening, indicate the type of position you are seeking and ask
about the availability. Give information to show your interest in the position.
How do your qualifications fit this job? Explain your achievements and qualifications, especially those that meet
the requirements listed on the job description. Here is where you expand on details in your résumé. Refer the
reader to your general qualifications on your enclosed résumé. Also, highlight any points that will be of specific
interest to this employer. Incorporate information that reflects your knowledge of the company and industry.
Ask about the next step. In the last paragraph, ask the employer to follow-up by contacting you or scheduling
an interview. You may also state your intentions to call him/her to request a meeting or interview.
Sincerely,

George Jetson
George Jetson
Enclosure (this notes you have enclosed your résumé)
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Who should serve as your references?

When determining who to ask to serve as a reference, it is important to select people who can attest to
your work-related qualities. Try your best not to ask people who only know you in a social setting (i.e. family
and friends). While those people may have pleasant things to say about you, employers don’t place value
on those kinds of recommendations.

Type of reference

What they can say about you

Past & present employers

Your honesty, integrity, reliability, initiative, ability to grasp new
concepts, willingness to take on responsibility, and work as part of a
team – all valuable, transferable skills you can take with you to the new
position
Your academic ability, productivity, punctuality, honesty, and integrity

Faculty members
Advisors & coaches

Your honesty, integrity, maturity, initiative, interpersonal skills, ability to
work as part of a team, and leadership qualities

Get permission from your references in advance!
One of the biggest mistakes you can make is listing someone as a reference without seeking their
permission first. Reasons to contact an individual in advance:
•
•
•
•
•
•

Confirm that individual remembers who you are
Confirm that individual will speak favorably on your behalf
Verify their contact information to ensure accurate information on your reference page
Provide your reference a copy of your résumé so they can become familiar with other facets of your
background
If possible, give your reference a copy of the job description(s), so they can be better prepared to
explain how you are a good fit for the position
Encourage reference to mention: the capacity in which they know you, how long they’ve known you
and positive qualities you’ve demonstrated (even better if they can relate them to the position you’re
applying for)

Maintain contact with references. Keep references posted on your job search progress and let them know
names of employers who might be calling to ask about you. Remember your manners; write thank you
letters to your references!

What information to include on your reference page

Remember, information regarding your references should be listed on a separate page, NOT on your
résumé! Most employers prefer to see 3-4 individuals listed as references. You should provide the same
header as you did on your résumé complete with contact information. Maintain a consistent format;
provide the same set of information on each reference:
•
Full name
•
Title
•
Organization with which the person is affiliated
•
Mailing address
•
Phone number
•
Email address
Always use proper salutation when naming a reference if he/she possesses a doctoral degree. Salutations
such as “Mr.” or “Ms.” are not necessary, but may serve useful if gender is not obvious by name of the
reference.

When to provide your reference list to an employer
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Supply your reference page to an employer when you are asked. Come to an interview prepared with
several copies of your reference page. If you have reached the close of the interview and have not been
asked for them, then you may offer this document. As a general rule of thumb, when sending out your
résumé, do not accompany it with your reference page unless specified. Many employers don’t contact
references until after they have screened candidates.
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Have writer’s block? Don’t know where to begin? For some, résumé writing can seem a daunting task.
Don’t let yourself get overwhelmed! Use the résumé toolbox and accompanying tools to help you get your
basic thoughts on paper.
Keep in mind that the contents and order of a résumé will vary from person to person. Résumés don’t all
have to be the same. However, formats are somewhat standardized so that employers can easily scan and
find the information they are looking for. After your heading, sequence the information on your résumé
from most important to least important with regard to supporting your career objective.

Heading
Include your contact information: name, mailing address, and professional email address. You can list both
your current (local) address as well as your permanent home address if you like. Do not use abbreviations!
Name: _________________________________________________________
Street Address (Permanent): ___________________________________________________________________________
City: __________________________________________

State: ________________

Zip Code: ____________

Street Address (Current): ______________________________________________________________________________
City: __________________________________________

State: ________________

Zip Code: ____________

Email: ________________________________________________________________________________________________
Ready to get started? For tips and examples in completing this section see Résumé Tool: Heading.

Objective
Construct a brief statement clearly stating what type of position, industry, or specific job you are seeking. If
you choose to elaborate, be sure to emphasize what skills, experience, or knowledge you have to offer, NOT
what you want from the position. It is recommended that you tailor this statement to fit each position you are
seeking. (Hint: Use job description for clues) The remainder of your résumé must support your Objective.
Objective: __________________________________________________________________________________

____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
Ready to get started? For tips and examples in completing this section see Résumé Tool: Objective.
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Education
List your education in reverse chronological order (most recent first). If you have previously attended other
educational institutions be sure to include this information in the same format. Standard rule: GPAs (listing
both cumulative and major GPA is fine) should only be included preferably if they are a 3.0 or better. Again,
no abbreviations, spell out everything! Do not include high school information unless you are a freshman.
Name of School, City, State: ___________________________________________________________________________
Degree, expected graduation date: __________________________________________________________________
Major, Minor: _________________________________________________________________________________________
Cumulative GPA (Overall GPA): _____________

Major GPA : _____________

Ready to get started? For tips and examples in completing this section see Résumé Tool: Education.

Honors & Awards
List any notable honors and/or awards received through academics, scholarships, sports, community service,
work, or other achievements.
•

____________________________________________________________________________________________________

•

____________________________________________________________________________________________________

•

____________________________________________________________________________________________________

•

____________________________________________________________________________________________________
Ready to get started? For tips and examples in completing this section see Résumé Tool: Other.

Involvement
List any memberships in organizations (on or off campus). Be sure to include any leadership roles.
•

____________________________________________________________________________________________________

•

____________________________________________________________________________________________________

•

____________________________________________________________________________________________________

•

____________________________________________________________________________________________________
Ready to get started? For tips and examples in completing this section see Résumé Tool: Other.

Skills
List any skills relevant to the position or industry.
•

____________________________________________________________________________________________________

•

____________________________________________________________________________________________________

•

____________________________________________________________________________________________________
Ready to get started? For tips and examples in completing this section see Résumé Tool: Other.
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Experience
List work and internship experiences in this section. This includes places you’ve worked, job titles, dates of
employment, job duties, and accomplishments. Try to select skills and duties that directly relate to the position
you are seeking. Remember, unpaid experiences related to your field can be as valuable as those you
received payment for! List experience entries in reverse chronological order. When describing your
duties/responsibilities use short, bulleted phrases and focus on transferrable skills. Begin each bullet with an
action verb (remember to use correct tense). Do not include any high school jobs unless you are a freshman.
Job Title #1: __________________________________________________________________________________________
Employer: ____________________________________________________________________________________________
Location (City, State): ____________________________

Dates Employed (Month/Year): _________________

Description of responsibilities, duties, accomplishments, transferable skills:
•

__________________________________________________________________________________________________

•

__________________________________________________________________________________________________

•

__________________________________________________________________________________________________

Job Title #2: __________________________________________________________________________________________
Employer: ____________________________________________________________________________________________
Location (City, State): ____________________________

Dates Employed (Month/Year): _________________

Description of responsibilities, duties, accomplishments, transferable skills:
•

__________________________________________________________________________________________________

•

__________________________________________________________________________________________________

•

__________________________________________________________________________________________________

Job Title #3: __________________________________________________________________________________________
Employer: ____________________________________________________________________________________________
Location (City, State): ____________________________

Dates Employed (Month/Year): _________________

Description of responsibilities, duties, accomplishments, transferable skills:
•

__________________________________________________________________________________________________

•

__________________________________________________________________________________________________

•

__________________________________________________________________________________________________
Ready to get started? For tips and examples in completing this section see Résumé Tool: Experience.
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References
DO NOT list references on your résumé. References need to be on a separate sheet of paper. Some people
make the statement ‘references furnished upon request’ at the bottom of their résumé. This statement is not
necessary because an employer that wants your references will ask for them regardless. See References 101 for
more information.

Additional/Optional sections
•
•
•
•
•
•
•
•

Certifications
Summary of qualifications
Volunteer work/community service
Licensure
Related class projects
Relevant skills/strengths
Professional associations
Anything else that supports your objective!

Common order of sections
For students & recent graduates
•
•
•
•
•
•

Heading
Objective
Education
Honors & Awards
Experience
Involvement

For experienced alumni
•
•
•
•
•
•

Heading
Objective
Experience
Education
Honors & Awards
Professional affiliations

Information to leave off
•
•
•
•
•
•
•
•
•
•
•
•

Gender
Race
Marital status
Religion
Sexual orientation
Political affiliation
Personal description (height, hair, etc.)
Pictures
References
High school information
Health condition
Age
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A résumé heading houses your contact information. It should be clean, simple, and contain current
information. Your heading is located at the very top of the document. Avoid overly decorative fonts and
word art. Your heading should be professional and striking!

Your full name

Use your full name as it appears on academic records and other documents that an employer may ask
you to provide. If you go by a nickname or middle name, you can emphasize this such as: Jillian (Jill) N.
Smith or Jack Bradley (Brad) Jones. Your name should be in a larger font size than the rest of your heading
information.

Phone number(s)
List the number(s) that you can be reached at (home, cell, or both). Make sure any numbers that you list
are accompanied by a professional voicemail!

Mailing address(es)

If you are student, list both current/local and permanent addresses. Employers may contact you during
school breaks or after graduation; make it possible and easy for them to find you.

Email address(es)
Do you have a professional email address? Consider creating one that you can include on your
professional documents. It’s a good idea to set up an email using your full name such as
michael.davis@mail.com, that way an employer can easily associate the address to your name.

EXAMPLES
Chicago, Illinois

Oprah G. Winfrey

312.555.4088

oprah_winfrey@mail.com

Lucille Desiree Ball
________________________________________________________________________________________________________________________________________________________

New York, New York (202) 555.5055 ldball@mail.com

George Harvey Strait
________________________________________________________________________________________________________________________________________________________

Current:
Nacogdoches, Texas

214.555.6222
straightgh@mail.com

Permanent:
Dallas, Texas
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The objective statement is the introduction of your résumé; your first chance to communicate you
and your career interests. A good objective statement verbalizes the job and/or field you are
pursuing, AND demonstrates the relevant value you bring to the position. Consider the objective as
the heart of your résumé; all other content should support it. An objective statement should be
tailored to each specific position you are seeking. Remember, this is your opening statement –
make it short, sweet, and focused!

Tips for writing an objective statement
•

If you choose to elaborate, be sure to emphasize what skills, experience, or knowledge you have to
offer, NOT what you want from the position

•

The rest of your résumé should be designed to support your objective statement

•

If the purpose of your résumé is for admission into graduate school or a scholarship, state this in your
objective

•

Be sure your objective communicates to the employer what type of work you want to do, the industry
you want to work in, the skills you want to apply, or some combination

•

Avoid objectives like “position which utilizes my skills and abilities” without specifying your skills and
abilities.

•

Avoid objectives like, “position related to (name of your major),”when your major does not describe a
job/career field or is too vague to be meaningful. For example, a “position in business” is unclear,
leaving the employer clueless of what specifically you want to do. Moreover, an employer won’t take
the time to search through your résumé to find out what you are interested in doing.

•

If you are seeking an internship, summer job, or some other non-permanent position, be sure to state
this in your objective so that an employer will not misinterpret that you are a graduating student
seeking full-time work.

•

If when creating your résumé, you find you have several different areas of focus, create more than one
version of your résumé. Each version can be slightly different to support its objective.

EXAMPLES
POOR Objective: A position which allows me to use my skills and experience
GOOD Objective: Seeking a human resources assistant position utilizing knowledge of affirmative action
policies in the human resources department of a technical organization
POOR Objective: A management training position with a bank or large retail organization
GOOD Objective: To obtain a position in a bank management training program leading to the position of
lending officer
POOR Objective: A challenging, creative opportunity where I can apply my skills in a dynamic
organization with plenty of room for advancement
GOOD Objective: To apply the knowledge acquired through a bachelor’s degree in Marketing and
summer internship at a public relations agency to an entry-level position on the PR team of a major
financial institution
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For most students and recent college graduates the education section almost always
immediately follows the objective statement. Reason being: your education is your most recent,
significant accomplishment which needs to be displayed near the top of your résumé. For
alumni who have been in the work force for some time, and now feel as though your work
experience is your greatest achievement relevant to your objective, then you can flip flop the
education and experience sections, so that the experience is listed before education.

Essential information
1.
2.

Name of institution, City & State
Official degree title(s), Major/Minor, Graduation Month and Year

•
•
•

Because this is a formal document, it is recommended that you do not abbreviate
If you have more than one degree, list the most recent first (reverse chronological order)
Either the degree or the university can be listed first, and either line can be bolded, depending on
whether you want to call attention to your degree or the university
Bachelor of Science vs. Bachelor of Arts. Not sure what degree you are earning? Sometimes the titles
can be confusing! Log into mySFA and view your unofficial transcript for details related to your degree
title and major.

•

Optional information
1.
2.
3.
4.
5.
6.
7.

Cumulative GPA and/or Major GPA
General rule of thumb is: if your GPA is a 3.0 or higher, then list it on your résumé. If lower than a 3.0,
then leave it off
Percentage of money you contributed towards your education
Statement such as “Earned and financed 60% of college tuition and living expenses”
Study abroad
Include this information if you have already completed the study abroad program or have been
accepted.
Academic awards, scholarships, and scholastic achievements
These accomplishments can be included in the education section or listed in their own ‘Honors &
Awards’ section
Memberships in campus organizations
You may list your memberships (and leadership roles) in the education section or you may choose to list
them in their own ‘Involvement’ section
Career-related coursework
Class projects/Independent studies

Don’t include
1.

High School information
If you are in college, the employer knows you have completed high school and you need to be
showcasing your college accomplishments. Really, unless you are a freshman with little college
experience or you attended a special, well-known high school for outstanding students, then it is best
to leave it off

Rusk Building, 3rd Floor 936.468.3305 ccpd@sfasu.edu www.sfasu.edu/ccpd

Examples
One degree:
Stephen F. Austin State University, Nacogdoches, Texas
Bachelor of Science in Kinesiology, May 2020
Minor: Secondary Education
•
Cumulative GPA: 3.2

Two degrees from same institution:
Stephen F. Austin State University, Nacogdoches, Texas
Master of Arts in Rehabilitation Counseling, May 2020
Bachelor of Arts in Psychology, December 2016

Two degrees from different institutions:
Stephen F. Austin State University, Nacogdoches, Texas
Bachelor of Science in Nursing, May 2017
•
Cumulative GPA: 3.78; Magna Cum Laude
•
President’s Honor Roll: 4 semesters; Dean’s List: 4 semesters
Angelina College, Lufkin, Texas
Associate of Science, December 2008

Transferring credits:
Stephen F. Austin State University, Nacogdoches, Texas
Bachelor of Business Administration, December 2017
•
Major GPA: 3.4
Tarrant County College, Fort Worth, Texas
Coursework completed towards undergraduate degree
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How have the positions you’ve held in the past prepared you for the job you are applying for? That is what
the potential employer wants to know. The experience section is where you can explain this!

Essential information
1.
2.
3.
4.
5.

Position title
Employer (or organization name)
Location (city and state)
Dates of employment (month and year)
Concise description of duties, responsibilities, and accomplishments on the job

Suggestions for describing experiences
•
•
•
•
•
•
•

Use bulleted phrases, not complete sentences
Each bullet should begin with an action verb (use correct tense)
Focus on accomplishments/outcomes
Qualify and quantify the scope of your experience using numbers
Do not use personal pronouns (I, me, my, etc.)
Avoid phrases like “duties included” or “responsible for”
Do not repeat the same action at the beginning of your accomplishment statement

Take a look at the chart below. Regardless of your major or work experience, employers are looking for
these skills in any new hire (NACE). If at all possible, use relevant experience to support your objective.
Relevant experience can be gained through jobs (part-time, full-time, and temporary), internships,
volunteering, extracurricular activities, academic projects, and the military. Remember, experiences can
be paid or unpaid positions. If you have no related experience, you should still list your employment
background. Then, when describing your duties on the job, list transferable skills that are important to any
work environment.

Skill/Quality

Where did you develop this
skill? (Work Experience,
Internship, Co-curricular
involvement, Volunteer, Study
Abroad, Classroom Projects)

Give specific examples
of this skill/quality?

How would you write this
on your résumé?

Communication: The
ability to write, speak,
and listen well to others.
Teamwork/Collaboration:
The ability to work
together and effectively
use the strengths of each
individual to meet a
common goal.
Problem
Solving/Analytical Skills:
The ability to evaluate
and understand options
and effects of decisions.
Decision Making
(Leadership): The ability
to recognize, understand,
and define problems and
effectively choose
between different options
to implement change.
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Skill/Quality

Where did you develop this
skill? (Work Experience,
Internship, Co-curricular
involvement, Volunteer, Study
Abroad, Classroom Projects)

Give specific examples
of this skill/quality?

How would you write this
on your résumé?

Innovation and
Creativity/Initiative: The
ability to develop new
ideas or methods to
complete tasks/projects.
Global Issues/Cultural
Competence: The ability
to stand back from
yourself and become
aware of cultural values,
beliefs, and perceptions,
and how they are
relevant to global issues
and interact effectively.
Organization: The ability
to effectively plan the
work of a group and to
provide structure to a
project so that goals are
clear and understood.
Influence: The ability to
motivate, convince, or
persuade a group to do
something.
Technical Knowledge:
The ability to use
common applications
and technical software
specific to career.
If your experience seems to break into two distinct categories of ‘related’ and ‘other’, you can use these two headings
and divide your experience this way. If you do this, list your related experience first and devote more detail to this section.
Then below you can list other experience. Remember to list your experience entries in reverse chronological order!

Examples
Supplemental Instruction Leader
January 2015 – Present
Academic Assistance Resource Center, Stephen F. Austin State University, Nacogdoches, Texas
• Mentor group of up to 17 college students on US History course
• Attend course lectures with students and take notes for purpose of educating clients
• Prepare study questions and reviews for traditional and non-traditional students
• Created educational interactive activities for history study group, including bingo and jeopardy
• Assist students in developing quality note taking and studying skills; proficiencies needed in any class
Recreation Specialist
Summer 2017
City of LaPorte, LaPorte, Texas
• Planned and implemented recreational activities for children ages 5-11 at camp “Lotta Funna”
• Supervised approximately 20 children on various field trips, including bowling, the movie theatre, and
swimming
• Developed educational programming on public safety, pet awareness, “Young Savers” banking, and
library policies
• Organized and distributed camp calendar which included all summer activities and events
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After creating the standard heading, objective, education, and experience sections of your résumé, think about
what other qualifications you have that relate to the job. If you have accomplishments that support your career
objective, then create a section to house those credentials! Customize your résumé to reflect YOU!
See below tips and examples for Honors & Awards, Involvement, Skills, and Certifications sections.

OTHER SECTIONS FOUND ON A RÉSUMÉ
Honors and awards
Involvement
Skills
Certifications
Summary of qualifications
Volunteer work/community service
Licensure
Related class projects
Relevant skills/strengths
Professional associations

•
•
•
•
•
•
•
•
•
•

Honors & Awards
List any notable honors and/or awards received through academics, scholarships, sports, community
service, work, or other achievements. If you only have one or two items to put under this category and they
are purely academic, you may want to consider doing away with this section and listing those items under
your education section.

Example
•
•
•
•
•

Baker Pattillo Student Leader of the Year Award, 2017-2018
April E. Azalea Academic Scholarship, 2016-2018
Presidential Service Award, 2015
President’s List, two semesters
Dean’s List, three semesters

Involvement

List any memberships in organizations on or off-campus. Below are some tips for listing your involvement:
•
Do not abbreviate organization name on its own. Ex: Organization of Latin Americans (OLA)
•
If the purpose of the organization is not clear from the name, then provide brief explanation
Ex: Pi Kappa Delta (PKD), Debate Fraternity
•
Do not precede each organization name with “Member of…” If you list the organization, then it is self
explanatory that you are a member
•
Be sure to include any leadership roles
•
Think twice before listing any political or religious organizations, as it may unintentionally alienate a
potential employer who may not share the same political or religious philosophy

Example
•
•
•

Big Jacks Mentoring Organization, 2009-2010
Alpha Psi Omega Theater Fraternity, Vice-President, 2008-2009
American Marketing Association (AMA), Treasurer, 2007-2008
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Skills

List any skills relevant to the position, field, or industry. Note the three main types of skills/competencies:
1. Technical/professional skills are performed in a job, task, or class, and are acquired by reading,
training, or education. Ex: Proficient in InDesign, Photoshop, AutoCAD, and Oracle.
2. Functional skills are related to people, information, or things transferable from one field or occupation
to another. Ex: Recruit, interview, and hire employees. Plan, organize, and host events.
3. Personal/adaptive skills represent your style of working coordinating with your personal traits. Ex:
Described by your supervisor as motivated, determined, persistent, and persuasive.
Below are some tips for listing your skills:
•
If all your skills are one type, such as computer skills or foreign language skills, you can head the section
“Computer Skills” or “Foreign Language Skills”
•
Weigh the importance of your skills section in regard to your career objective. If your skills are directly
related to your objective, than consider moving higher on your résumé.
•
No need to list Microsoft Word as skill. If you don’t have experience with this application, than you have
bigger problems!

Example
Computer: SPSS, Oracle, Java, FrontPage, Adobe Photoshop and Illustrator, QuickBooks
Language: Fluent in Spanish, knowledge of German

Certifications

List any certifications relevant to your career objective, such as teaching certifications, certified athletic
trainer, CPR, etc. Weigh the importance of your certification section in regard to your career objective. If
your certifications are directly related to your objective (like teaching certifications), then consider moving
higher on your résumé.
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Increase the strength of your résumé with action verbs! These key words will help your résumé get noticed
by employers and résumé scanners. Consult the list of verbs below to give your résumé power and
direction.

Communication
Addressed
Advertised
Arbitrated
Arranged
Articulated
Authored
Clarified
Collaborated
Communicated
Composed
Condensed
Conferred
Consulted
Contacted

Conveyed
Convinced
Corresponded
Debated
Defined
Developed
Directed
Discussed
Drafted
Edited
Elicited
Enlisted
Explained
Expressed

Formulated
Furnished
Incorporated
Influenced
Interacted
Interpreted
Interviewed
Involved
Joined
Judged
Lectured
Listened
Marketed
Mediated

Moderated
Negotiated
Networked
Observed
Outlined
Participated
Persuaded
Presented
Promoted
Proposed
Publicized
Reconciled
Recruited

Referred
Reinforced
Reported
Resolved
Responded
Solicited
Specified
Spoke
Suggested
Summarized
Synthesized
Translated
Wrote

Created
Customized
Designed
Developed
Directed
Displayed
Drew

Entertained
Established
Fashioned
Formulated
Founded
Illustrated
Initiated

Instituted
Integrated
Introduced
Invented
Modeled
Modified
Originated

Performed
Photographed
Planned
Revised
Revitalized
Shaped
Solved

Audited
Balanced
Budgeted
Calculated
Computed
Conserved

Corrected
Determined
Developed
Estimated
Forecasted
Managed

Marketed
Measured
Netted
Planned
Prepared
Programmed

Projected
Qualified
Reconciled
Reduced
Researched
Retrieved

Coached
Collaborated
Contributed
Cooperated
Counseled
Demonstrated
Diagnosed
Educated

Encouraged
Ensured
Expedited
Facilitated
Familiarized
Furthered
Guided

Helped
Insured
Intervened
Motivated
Prevented
Provided
Referred

Rehabilitated
Represented
Resolved
Simplified
Supplied
Supported
Volunteered

Creative
Acted
Adapted
Began
Combined
Composed
Conceptualized
Condensed

Data/Financial
Administered
Adjusted
Allocated
Analyzed
Appraised
Assessed

Helping
Adapted
Advocated
Aided
Answered
Arranged
Assessed
Assisted
Clarified
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Stephen F. Austin State University
Center for Career and Professional Development

Cover Letter Critique Checklist
Management/Leadership
Administered
Analyzed
Appointed
Approved
Assigned
Attained
Authorized
Chaired
Considered
Consolidated
Contracted
Controlled

Converted
Coordinated
Decided
Delegated
Developed
Directed
Eliminated
Emphasized
Enforced
Enhanced
Established
Executed

Generated
Handled
Headed
Hired
Hosted
Improved
Incorporated
Increased
Initiated
Inspected
Instituted
Led

Managed
Merged
Motivated
Navigated
Organized
Originated
Overhauled
Oversaw
Planned
Presided
Prioritized
Produced

Recommended
Reorganized
Replaced
Restored
Reviewed
Scheduled
Secured
Selected
Streamlined
Strengthened
Supervised
Terminated

Corrected
Corresponded
Distributed
Executed
Filed
Generated
Incorporated
Inspected
Logged

Maintained
Monitored
Obtained
Operated
Ordered
Organized
Prepared
Processed
Provided

Purchased
Recorded
Registered
Reserved
Responded
Reviewed
Routed
Scheduled

Screened
Submitted
Supplied
Standardized
Systematized
Updated
Validated
Verified

Determined
Diagnosed
Evaluated
Examined
Experimented
Explored

Extracted
Formulated
Gathered
Inspected
Interviewed
Invented

Investigated
Located
Measured
Organized
Researched
Reviewed

Searched
Solved
Summarized
Surveyed
Systematized
Tested

Coordinated
Critiqued
Developed
Enabled
Encouraged
Evaluated

Explained
Facilitated
Focused
Guided
Individualized
Informed

Instilled
Instructed
Motivated
Persuaded
Simulated
Stimulated

Taught
Tested
Trained
Transmitted
Tutored

Constructed
Converted
Debugged
Designed
Determined
Developed
Engineered

Fabricated
Fortified
Installed
Maintained
Operated
Overhauled
Printed

Programmed
Rectified
Regulated
Remodeled
Repaired
Replaced
Restored

Solved
Specialized
Standardized
Studied
Upgraded
Utilized

Organization
Approved
Arranged
Catalogued
Categorized
Charted
Classified
Coded
Collected
Compiled

Research
Analyzed
Clarified
Collected
Compared
Conducted
Critiqued
Detected

Teaching
Adapted
Advised
Clarified
Coached
Communicated
Conducted

Technical
Adapted
Applied
Assembled
Built
Calculated
Computed
Conserved
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Opening

Formatting

□ Identify the position to which you are applying for and state how you learned about the opening.
□ Provide brief information on any qualifications, skills, education, etc. you possess that are relevant to show your interest in the position.
□ Ensure wording is creative and catches an employer’s attention quickly
□ Indicate why you are interested in the position

The Body

Content

□ Indicate why you would be a good candidate for the job by
providing concrete examples of your abilities, skills, accomplishments,
etc. as evidence of how your qualifications match the job.
□ Include your educational history and any other training you have that
is applicable to the position.
□ Use strong action verbs to highlight tasks you can do, responsibilities,
and accomplishments.
□ Expand on your accomplishment statements/job duties to include the
5 w’s: who, what, when, where, and why. Whenever possible, try to
quantify information by adding numbers, percentages, etc. as this is a
great way to provide that extra bit of detail to employers.

Closing

Core Competencies

Are these transferable core competencies reflected in your document?
Check all that apply.
□ Communication: The ability to write, speak, and listen well to others.
□ Teamwork/Collaboration: The ability to work together and
effectively use the strengths of each individual to meet a common goal.
□ Decision Making (Leadership): The ability to recognize, understand,
and define problems and effectively choose between different
options to implement change.
□ Problem Solving/Analytical Skills: The ability to evaluate and
understand options and the effects of decisions.
□ Innovation and Creativity/Initiative: The ability to develop a new
idea or method and do it before others do.
□ Technical Knowledge: The ability to possess technical knowledge of
a job/field and the capability to learn new technology quickly and
accurately.
□ Organization: The ability to effectively plan the work of a group
and to provide structure so that it is systematic.
□ Influence: The ability to motivate, convince, or persuade a group to
do something.
□ Global Issues/Cultural Competence: The ability to stand back from
yourself and become aware of other cultural values, beliefs, and
perceptions and how they are relevant to global issues.
□ Confidently request an interview and state your intentions to contact
him/her in a certain timeframe to follow up. This will end your letter
with a direct call to action.
□ Refer to your enclosed résumé without copying it verbatim; your goal
is to entice the reader to review your résumé!
□ Provide information as to how you can be most readily be
contacted: cell phone | email address
□ Thank the recipient for their time in considering you for the position.
□ Ending salutation: include a professional closing, such as “sincerely.”
□ Include the word “Enclosure(s)” on the line beneath your typed name
to indicate an attached résumé or other supporting documents.

Make sure to include all requested information: job reference number,
employment availability dates(s), salary requirements, etc.
□ Tailor the letter to the reader to reflect your knowledge of the
organization and industry, and your interest in the job.

Where did you develop
these skills? (Work
Experience, Internship,
Co-curricular Involvement,
Volunteer, Study Abroad,
Classroom Projects, etc.)

Give specific
examples of this
skill/quality.

How would you write
this on your
cover letter?

□ Skip 3 lines between your salutation and your typed name; if you print
the letter, sign it in this space.
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Formatting

□ Font type/size and margin width should be the same as your résumé and references.
□ Utilize the same heading as is on your résumé. This will provide a clean, consistent look across your documents.
□ Use standard business letter format when creating your cover letter.
Your document is missing the following: □ date □ recipient’s name □ recipient’s title □ address of the organization
□ Address the letter to a person. If the recipient’s name is not on the job posting, research and find the name of the person most likely to receive the
information. Check for spelling of the person’s name, correct prefix and exact title.
□ Cover letter is too generic. Do not use a generic letter for every job you apply to; make sure your cover letter is personalized to each and every
position and organization.
□ Spell out acronyms to keep your résumé looking formal. (ex: Stephen F. Austin State University (SFASU))
□ Reduce or expand to produce a concise document that sells you best. (Length depends on quality and quantity of experiences and accomplishments)
□ Omit information that could cause someone to discriminate against you. (ex: pictures, religious/political affiliations, marital status, etc.)
□ Spelling and grammatical errors are present. Professional documents can be discarded for just one mistake, make yours error free!
□ Vary sentence structure; avoid starting many sentences with “I” or My” and include both simple and complex sentences to keep your reader engaged.

**See suggestions below as well as resources in email to help you with your revisions.
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Content
□ Missing contact information: □ email □phone □ mailing address
Include 3 ways an employer can contact you.
□ Email address is NOT professional. Use an email address you
check often. Make sure it is free of slang or profanity and is easily
associated with you. (johndoe@abc.com or doe.jane@xyz.com)

Stephen F. Austin State University
Center for Career and Professional Development
Formatting
□ Avoid large/distracting heading elements (lines, bars, graphics, etc.)
Your name should dominate the heading.

□ OPTIONAL: Introductory statement is vague or unclear. A good
statement demonstrates clear employment goals that show you are a
strong match for the position.

□ There is no introductory section. It is important that you research your
industry to see what types of introductory statements other professionals
are using on their document. (ex: objective statement, summary of
qualifications, career highlights, professional summary, etc.)

□ Write out the official title of your degree you are receiving
(ex: Bachelor of Science, Master of Arts).
□ Omit listing related/relevant coursework. Recruiters know the
coursework involved with standard degrees; therefore listing this
information may only take up space.
□ GPA. Specify whether you are listing cumulative or major GPA
(listing either or both is fine; preferably 3.0 or higher)

□ List in reverse chronological order. Start with the most recent degree
and work backward.
□ List Education before Experience. Your degree is your most recent
accomplishment and is a big selling point; you want it to be front and
center.

Where are these transferable core competencies reflected in your
document? Check all that apply.

Where did you develop
these skills? (Work
Experience, Internship,
Co-curricular Involvement,
Volunteer, Study Abroad,
Classroom Projects, etc.)

Give specific
examples of this
skill/quality.

How would you write
this on your résumé?

□ Communication: The ability to write, speak, and listen well to others.
□ Teamwork/Collaboration: The ability to work together and
effectively use the strengths of each individual to meet a common goal.
□ Decision Making (Leadership): The ability to recognize, understand,
and define problems and effectively choose between different
options to implement change.
□ Problem Solving/Analytical Skills: The ability to evaluate and
understand options and the effects of decisions.
□ Innovation and Creativity/Initiative: The ability to develop new ideas
or methods to complete tasks/projects.
□ Technical Knowledge: The ability to use common applications and
technical software specific to career.
□ Organization: The ability to effectively plan the work of a group and
to provide structure to a project so that goals are clear & understood.
□ Influence: The ability to motivate, convince, or persuade a group to
do something.
□ Global Issues/Cultural Competence: The ability to stand back from
yourself and become aware of cultural values, beliefs, and perceptions
and how they are relevant to global issues and interact effectively.
□ Action verbs should be used to begin each bulleted accomplishment
statement/job duty.
□ Avoid using statements such as “duties included” or “responsible for.”
□ Use present tense verbs for current jobs and past tense verbs for
previous jobs.
□ Avoid repeating action verbs.
□ Expand on your accomplishment statements/job duties to include the
5 w’s: who, what, when, where, and why. Whenever possible, try to
quantify information by adding numbers, percentages, etc. as this is a
great way to provide that extra bit of detail to employers.

Co-Curricular
Involvement

Experience

Core Competencies

Education

Career/Job
Objective

Heading

Résumé Critique Checklist

□ Highlight honors, co-curricular involvement and/or volunteerism.
No need to state “member of” in front of organization name. Include
leadership positions.

□ Consistency in entries. Each entry should have the same format and
information provided.
Your document is missing the following:
□ Job/Position Title □ Dates of employment/involvement (month & year)
□ Company/Organization Name □ Location (city & state)
□ 3-5 bulleted accomplishment statements/job duties
□ Bullet points were not used. Bullet points aid in the readability and flow
of your résumé.
□ Periods should not be used at the end of bulleted statements.
□ Dates should be aligned on the right-hand side of the page. They
are less important than other experience information.
□ Volunteerism: Indicate the company name, location, and number of hours
volunteered.
□ Honors/Awards: list scholarships, Dean’s List, President’s Honor Roll, etc.
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Formatting

□ Avoid using a résumé template. Many employers share that they are over-used and show lack of creativity.
□ Résumé is not consistent in style and/or formatting. For example, the use of font size/style, upper and lower case letters, bullets vs. narrative
format, and section layout.
□ Reduce or expand to produce a concise document that sells you best. (Length depends on quality and quantity of experiences and accomplishments)
□ Spell out acronyms to keep your résumé looking formal. (ex: Stephen F. Austin State University (SFASU))
□ Omit all high school information by your sophomore year of college. From this point on, your résumé should focus on accomplishments at
the college level and beyond.
□ Omit references and/or the unnecessary phrase “references available upon request.” Provide on a separate page by request only.
□ Omit information that could cause someone to discriminate against you. (ex: pictures, religious/political affiliations, marital status, etc.)
□ Spelling and grammatical errors are present. Professional documents can be discarded for just one mistake, make yours error free!
□ Avoid using personal pronouns such as I, me, my, and mine.

**See suggestions below as well as resources in email to help you with your revisions.
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Other

Formatting

Your References

Preparation

Reference Critique Checklist

Stephen F. Austin State University
Center for Career and Professional Development

□ Utilize the same heading as is on your résumé. This will provide a clean, consistent look across your documents.
□ Omit the unnecessary phrase “references available upon request” on your résumé.
□ Your references should be listed on a separate document, not your résumé.
□ Supply your reference page to an employer only when you are asked to do so. Do not accompany your résumé with your reference page, but
do come to an interview prepared with several copies.
□ Select references who can attest to your work-related qualities. While people who only know you in a social setting (i.e. family, friends, etc.) may
have pleasant things to say about you, employers don’t place value on those kinds of recommendations.
Get permission from your references in advance, preferably 2-3 weeks prior to applying. Also, make sure you provide a copy of your résumé and
the position you are applying for, to remind them of your experience and skills.
□ Have 3-5 individuals listed as references who have worked with you in a variety of capacities (ex. past employer, professor, internship site
coordinator, club advisor, etc.).
Do your references know what to say on your behalf? Encourage them to mention (1) the capacity in which they know you, (2) the timeframe of the
relationship and (3) the positive qualities you demonstrated.
□ Consistency of reference information. Each entry should have the same format and contain the same set of information:
Your document is MISSING:
□ Full name (Include Dr., Mr., Mrs., or Ms. if applicable)
□ Job Title
□ Organization with which the person is affiliated
□ Mailing address
□ City, State Zip Code
□ Phone Number(s)
□ Email Address
□ Reference page is NOT consistent with résumé and cover letter in the following ways:
□ Font size/style □ Upper and lower case letters
□ Spelling and grammatical errors are present. Documents can be discarded for just one mistake, make yours error free!
Write your references a thank you note for recommending you for positions. In addition, consider/offer to keep them updated on the status of your
job search outcomes.

**See suggestions below as well as resources in email to help you with your revisions.
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Don’t make any major résumé blunders. Do read these pointers before you hand your résumé to a
potential employer!

Do

Don’t

• Do create your own résumé in Microsoft Word

• Don’t use a premade template

• Do keep your résumé layout simple and clean

• Don’t use an overly complicated format

• Do research the job requirements and put
information on your résumé relevant to the
position
• Do target your résumé to a specific position or
industry
• Do organize your content so that the most
important information is at the top
• Do use concise phrase(s) in your objective
statement and when describing your
experiences
• Do use the full name of the university
• Do use bullets to help organize information
• Do use a font size that is easy to read (10-12
point)
• Do use a font that is easy to read (a sans serif
font such as Arial or Calibri)
• Do set your margins between ½ and 1 inch

• Don’t view the résumé as an opportunity to
write your autobiography
• Don’t depend on the employer to determine
the job for which you qualify
• Don’t expect employers to spend more than
10-15 seconds glancing at your résumé
• Don’t use full sentences or long wordy
descriptions in your objective statement or
experience section
• Don’t abbreviate or make up a new name for
the university
• Don’t arrange content in paragraph form
• Don’t use a font size too small (below 10 point)
• Don’t use any decorative fonts that appear
unprofessional or are difficult to read
• Don’t set your margins extremely wide so that
content is squeezed in the middle

• Do use a separate page for your references

• Don’t list references on your résumé

• Do have someone proofread your document

• Don’t solely depend on spell checker

• Do maintain consistency throughout the
résumé

• Don’t change format from one section to the
next

• Do keep information on your résumé current

• Don’t let your résumé become outdated

• Do be truthful

• Don’t Lie

• Do seize your opportunity for a free service; don’t forget to have CCPD critique your résumé!
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Printing your résumé
Tips for a good first impression!
•
•
•
•
•
•

Use a laser printer and avoid smudging ink
Choose résumé bond paper, preferably white or ivory in color
Use matching paper for both your résumé and cover letter
Print only on one side of the paper
Include page numbers on the bottom of each page if résumé is more than one page in length
Place résumé in a folder to avoid wrinkling or bended corners

Emailing your résumé
You’ve got the résumé polished and ready to go; now it’s time to send it to the employer! It’s important to
follow a company’s instructions on how to email the document: a Word attachment, PDF attachment, in
the body of the email? If you are sending the résumé as an attachment, make sure it is in a format that
employers can read and is virus free. Some email systems will not view or accept email messages with
attachments, so always, always follow up with employers to ensure they received your credentials!

But, what if the employer is unclear?
• Option 1: Submit your cover letter in the body of the email and make your résumé the attachment. Ask
the reader to let you know if they are unable to open the attachment and if so advise them that you will
submit it in another format.
• Option 2: Write both the cover letter and the résumé in plain text (with no bullets, boldface, or italics)
and submit these in the body of the email.

Scannable résumés
Many large companies use scanners to pre-screen candidate résumés. To find suitable candidates,
employers have scanners programmed to pay attention to certain key buzzwords words, action verbs, and
industry terminology. If a résumé contains the specified keywords, then it is passed along to the hiring
employer for closer review.

Things to keep in mind when submitting your résumé to a company that uses scanners
•
•
•
•
•
•
•

When applicable, use keywords found in the job description on your résumé
Make sure your name is at the top of each page
Keep résumé plain: scanners cannot use italics, script, underlining, shading, or graphics
Do not use horizontal or vertical lines
Use simple fonts such as Times New Roman or Arial; keep font size between 10 and 14
Do not use open faced bullets such as “ ” because they can be read as the letter “O”
Print on white paper; do not fold or staple
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What if you have no experience?!

How do you write a résumé when you have no real job experience? This can be one of the biggest
obstacles to finding your first job. It’s a catch 22: you need experience to get a job, but you need a job to
get experience. Luckily, there are ways around this.

Consider using the functional résumé format
There are several résumé formats to choose from. The functional layout is known as the best format for
students who have no previous work experience and are applying for their first job. The functional résumé
focuses on professional skills that may have been developed from a conglomeration of experiences such
as class projects, involvement in organizations, volunteer work, etc. Sections in a functional résumé are skill
areas that are clustered together under appropriate headings such as Management, Communication,
Organization, Sales, etc. For ideas on functional résumé layouts, view samples: Justin Timberlake and
Jessica Simpson.
The trick to writing your résumé: focus on your education and college involvement. After your Objective
statement, include a Summary of Skills section showcasing your strengths. List all achievements that
indicate leadership ability. One of the best ways to fill a résumé is by volunteering.

Items to list when you have no job experience
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Summary of skills
Academic awards
Scholarships
Coursework relevant to your degree
Special class projects
Presentations made in the classroom/at a seminar/workshop
Trainings/workshops attended
Internships
Volunteer work
Community activities
Odd jobs (babysitting, yard work, etc.)
Help out with a family business?
Clubs/organizations memberships
Extra-curricular activities/leadership positions
Certifications (ex: CPR)
Membership with professional associations
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Why do people lie on a résumé? Everyone wants to portray their experience in the most attractive light, but
whether you’re inflating accomplishments on the job or creating blatant fabrications, lying is just a bad
idea. Aside from any moral or ethical repercussions, odds are that you’ll get caught.

BUSTED!
Reference & background checks will conflict with your story…
Prospective employers will call your previous employers. They want to get the scoop on your work ethic,
your duties, responsibilities, and accomplishments in the previous position, and the past supervisor’s overall
opinion of you and your abilities. Is anything on your résumé of public record? Public record is easy to
check, better to explain it up front than appear as though you have something to hide. Bottom line, if
you’ve lied, it will all come out in the wash.

It’s a small world…
You may be changing positions but chances are that you aren’t changing
industries. Companies in the same industry usually attend the same
conferences, conventions, workshops, and fundraisers. They are also
members of the same professional associations. These are prime venues for
colleagues to network and talk shop. It’s a small world…when your name
comes up, make sure that your prospective employer isn’t going to find out
any surprises about you!

Even Sherlock’s dog could sniff out an academic lie…
It’s pretty standard for potential employers to request transcripts on
candidates, especially those positions within reach of recent college
graduates. Often times, potential employers request transcripts be mailed
directly from the registrar’s office of the institution, therefore sealed and
never touched by the hands of the candidate. For someone who never
graduated or is falsely claiming a different degree earned from an
institution, it is such an easy way to get caught! Even worse, what if the
potential employer contacts the alumni office to do their homework on
you…busted!

Investigate via Internet…
Dream up a company or position that doesn’t exist? With today’s technology it’s an easy, speedy, and
cheap way for employers to investigate. It’s pretty remarkable what you can find on the Internet!

At some point you’ll have to do what you claimed you can do…
The interviewer may ask you about a bogus claim on your résumé. Now what? If you lie about an
experience on your résumé, then you wind up lying about all the details of that experience in the interview.
If you state on your résumé that you are fluent in Spanish, then be prepared to speak it! Some interviewers
will conduct part of the interview in Spanish if speaking a foreign language is a requirement of the position!

SOME FAMOUS FUDGERS
Dave Edmondson – former RadioShack CEO
In 2006, Edmondson resigned after being busted for faking his college degree. Edmondson claimed to hold
diplomas in psychology and theology from Pacific Coast Baptist College. According to the university
registrar, he completed only two semesters at the school. – Forbes.com
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George O’Leary – former Notre Dame Football Coach
In 2001, O’Leary lost his dream job, stepping down just five days after being hired. O’Leary claimed
receiving a master’s degree from New York University in 1972 and to have played three years of football at
the University of New Hampshire. Neither was true. – Forbes.com

Sandra Baldwin – former President & Chairman of the United States Olympic Committee
In 2002, Baldwin, the first woman in history to retain this title, resigned after acknowledging that she lied
about her academic record. According to her bio, Baldwin graduated from the University of Colorado in
1962 and received a doctorate in American Literature from Arizona State in 1967. Baldwin never graduated
from Colorado; she did complete her bachelor’s degree from Arizona, but never completed her doctoral
studies. – Forbes.com

Jeff Papows – former Lotus Development Corporation CEO
In 1999, The Wall Street Journal exposed a long list of lies on Papows who misrepresented his education and
military record, and claimed to be an orphan when in fact, his parents lived in Massachusetts. Papows
resigned within a year of the truth surfacing. – Forbes.com

Michael Brown – former FEMA Director
In 2005, after the disastrous response to Hurricane Katrina, Brown stepped down after exaggerations on his
résumé were brought to light. Brown claimed to have overseen the emergency services division for the city
of Edmond, OK. Media reports later revealed that he was actually an assistant to the city manager with no
authority over other employees. Brown also claimed to have taught political science at Central State
University, but in fact Brown was only a student. – Forbes.com

Lena Guerrero – former Texas Railroad Commission Appointee
In 1992, Guerrero faced voters in her bid for a six-year term on the Texas Railroad Commission. When it was
revealed that Guerrero had lied about having graduated from University of Texas with her bachelor’s
degree, the momentum shifted heavily to her opponent. Guerrero later obtained her UT degree – she had
been only 19 credits short of her Bachelor’s degree. – Statesman.com
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Content
Heading
Objective
Summary of Qualifications
optional

Name, address(es), phone number(s), and email(s) are current and correct.
Email address is professional.
Stated simply and concisely; specific enough to give the employer an idea of
the job you are seeking.
Good way to highlight your strengths and skills that you may or may not
describe under your Experience section. If used, highlight your skills that directly
relate to the position you are seeking.

Education

Spell out your degree, major, and minor. Leave off high school information
unless you are a freshman. Include month and year you plan to graduate.

GPA

Include GPA if a 3.0 or better; identify what GPA you are stating on your résumé
(cumulative or major). You can list both if you like.

Relevant Coursework
optional

List courses or projects when career-related experience is lacking or coursework
is particularly relevant. Include under your Education section.

Experience

List your work and internship experiences. All experience entries should contain
the same set of information (job title, dates employed, employer, location, and
duties/responsibilities). Describe responsibilities, duties, and accomplishments of
each experience using action verbs.

Honors & Awards
optional

List any academic honors, recognition of scholarships, etc. Do not list any high
school information unless you are a freshman. Can be its own section or can be
listed under your Education section.
List memberships in on or off-campus organizations. Include leadership roles.
Can be its own section or listed under your Education section.

Involvement

Style & formatting
Organization
Headings
Action Verbs
Font

Information arranged logically and in a format highlighting your strengths.
Use boldface or capital letters for emphasis.
Use short action phrases to demonstrate your responsibilities/duties. Use correct
verb tense: present tense referring to current activities and past tense referring
to past activities.
Font size should be between 10-12 point. Use simple, readable fonts.

Length

One page is preferred for current students and recent graduates. If you use two
pages, place most important information on first page.

Margins

All margins should be the same size. One inch margins are ideal; you can go as
small as ½ inch margins if needed.

Bullets

Use bullets to organize descriptive information such as responsibilities/duties
under Experience section. Avoid using fancy bullets.
Maintain a consistent formatting style. All bullets should be in alignment, if one
heading is bolded, all should be bolded, etc.

Consistency
Placement

Use space wisely, résumé should look full but not crowded.

Paper

Paper should be heavy bond, white, or pale colored.

Additional tips
Proofread
Résumé Critique

Check for grammar and spelling. Ask someone to read over your résumé.
Submit your résumé to CCPD for feedback.

Update

Maintain! Keep it up-to-date with current jobs, education, and activities.
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Should I include high school information?
High school information is sometimes listed for freshmen and sophomore level college students seeking
part-time employment, internships or summer jobs. Understandably so, freshmen and sophomores have not
had as much time in college to accrue awards, honors and memberships in organizations. After the
sophomore year, all high school information should be left off and focus should solely be on college
accomplishments.

Should I use pronouns such as “I”, “me” and “my” on my résumé?
No. Personal pronouns should be avoided on your résumé. Personal pronouns include: I, me, my, we, our,
your, their, she, he.

Should I keep my résumé to one page?
Most undergraduate students should have a one page résumé. Master's level students might have one or
two pages. In general you should keep your résumé to one page. Many students find themselves with a
two page when they try to include every job they have ever had, or when they use a résumé template.
You should not include everything you have ever done, just what is relevant to your career objective. Nor
should you use a template.
If experiencing problems getting your résumé to one page, try to create more space by playing with
different fonts, font sizes and margins.

Should I include GPA?
General rule of thumb: if your GPA is a 3.0 or higher, include it on your résumé. If it is below a 3.0, then best
to leave it off. Make note on your résumé if you are stating your cumulative (overall) or major GPA.

Should I include references?
NO! You should have a separate reference page containing 3-4 references. List the contact information
(name, employer, job title, address, phone number and email address) for each reference. Be consistent
and list the same set of information for each reference. Stating “References Available upon Request” on
your résumé is not necessary. All employers will assume you have a list of references available if you are
seeking a job. Check out References 101 for more information.

Should I use a template to create my résumé?
No! Start with a blank Microsoft Word document, set your margins at 1” all the way around, use a 12 point
font and start typing. You can always alter your format (margins and font) to fit the page later. For now
worry about placing content on the page. Templates take away your control to format the résumé and do
not work very well for companies who scan résumés.

Should I list all work experience, even if it is not related to what I am applying for?
No. It is not necessary to list all jobs on your résumé. Ask yourself, “Does this particular experience help
demonstrate skills relevant to my career objective or the job I am applying for?” If your answer is no, then it
probably should be left off your résumé.

What if I have no work experience to put on my résumé?
If work experience is lacking, then focus on your education and college involvement. There are several
résumé formats to think about when constructing your document, consider using the functional format
which focuses on professional skills acquired through a variety of experiences: class projects, volunteer
work, membership in organizations, internships, etc. For tips on creating a grade-A résumé with no real work
experience, check out our resource dedicated to the empty résumé.

What size and type of font should I use?
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Use fonts that are easy to read such as Times New Roman, Calibri or Arial. Font size should be between 10
and 12 point.

Should I include 2 addresses on my résumé: current and permanent?
Yes! Unless your current and permanent résumé are one and the same. Make it as easy as possible for
employers to reach you. You may be at home with your parents for the summer or after graduation, this will
ensure that an employer can reach you there as well as in Nacogdoches.

Should my résumé contain an objective statement?
Most often times, yes. Employers only spend a short time reviewing your résumé. An objective statement
makes it quick and easy for the employer to understand what type of job or industry you are pursuing.

Should I spell out numbers on my résumé or put them in numeral form?
Always use numeral form. Even though APA style states to use numerals to express numbers 10 and
above and words to express numbers below 10, résumés are an exception to the rule. It is best to use
numerals (or figures) on a résumé because a figure jumps off a page, whereas the spelled out version
can get lost in the text. Numbers help capture a reader’s attention.
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Carrie Underwood

Lufkin, Texas
936.555.4088
carrie_underwood@mail.com

June 1, 20XX

Jane Doe
Regional Sales Manager
Medisolutions, Inc
500 East Main
Houston, Texas 77062

Dear Ms. Doe:
My name is Carrie Underwood, and I am writing to express my interest in the open Sales Representative
position for the Southwest Houston area as listed on your website. My qualifications in sales, customer
service, and public relations, coupled with my interest and knowledge of the health industry, enables me to
make a valuable contribution as a medical‐equipment sales representative with your organization.
All of my work experience has entailed public contact, and the tools and techniques I have developed apply
directly to the skills a sales representative needs – organizational skills, problem solving skills, teamwork
skills, the ability to build rapport and relationships with customers, analytical skills to scrutinize and meet
customer needs, and the ability to juggle multiple projects under deadline pressure. I am the complete
package. With great efficiency, I can deliver product information to customers, understand their needs, and
develop expertise and product knowledge, and much more. Quality interaction with customers is a basic
function of my everyday life. Virtually all my employment history has required me to exercise clear, concise
communication skills, and to promote customer satisfaction. I have especially implemented these skills in my
position as a restaurant sales associate.
I recently graduated from Stephen F. Austin State University with a Bachelor of General Business and a minor
in Marketing. I financed 100% of my education through my own hard work, thus demonstrating a solid work
ethic and no fear of rolling up my sleeves and getting the job done. My academic courses in business, in
particular Personal Selling, Consumer Behavior, and Executive Communication, have required me to
communicate effectively and deploy my exceptional interpersonal skills.
I am more than willing to relocate and travel extensively. With these qualifications, I am confident I am a
perfect match for a Sales Representative position within your company. I am most eager to implement my
experience and contribute to your organization. I am convinced it would be worthwhile for us to meet. I will
contact you soon to schedule an interview. If you have any questions, feel free to call me at 936.555.4088.
Thank you for considering my application.
Cordially,

Carrie Underwood
Carrie Underwood
Enclosure
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Carrie Underwood
936.555.4088

Lufkin, Texas
Lufkin, Texas
carrie_underwood@mail.com

OBJECTIVE

To apply business knowledge to the highly interactive entry-level sales
position within East Texas Memorial Hospital System

EDUCATION

Stephen F. Austin State University, Nacogdoches, Texas
Bachelor of Business Administration in General Business, December 20XX
Minor in Marketing
Cumulative GPA: 3.4

SALES EXPERIENCE

Customer Service Representative/Teller
August 20XX – December
20XX
Lumberjack National Bank, Nacogdoches, Texas
• Sold loans and other bank services to help branch meet regional sales
goals
• Researched and reviewed customer complaints and wrote explanatory
letters
• Routinely balanced $15,000 working drawer
Sales Associate
May 20XX – August
20XX
Vandelay Industries, Lufkin, Texas
• Continually recognized as monthly top sales person
• Assisted with storeroom inventories and promotional displays
• Openly engaged with customers to increase sales revenue

INVOLVEMENT

Patient Relations Volunteer
Summer
20XX
Seattle Grace Hospital, Seattle, Washington
• Interacted with hospital staff and patients to create rapport
• Drafted report on improving hospital services to patients
• Committed to a schedule to maintain engagement with staff and patients
Event Volunteer
Fall
20XX
Susan G. Komen Race For The Cure, Nacogdoches, Texas
• Supported staff in marketing race participation to Nacogdoches and
Stephen F. Austin State University communities
• Coordinated 30+ volunteers at race day check-in
• Assessed environmental racing conditions to ensure safety for racers

Rusk Building, 3rd Floor 936.468.3305 ccpd@sfasu.edu www.sfasu.edu/ccpd

LEADERSHIP
EXPERIENCE

Philanthropy Chairman
January 20XX – December
20XX
Phi Eta Sigma Honors Fraternity, Stephen F. Austin State University
• Coordinated fundraising event raising $5500 for United Way
Treasurer
January 20XX – December
20XX
Toastmasters International, Stephen F. Austin State University
• Collected membership dues and managed yearly budget of $3,000
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Lufkin, Texas

Carrie Underwood
936.555.4088

carrie_underwood@mail.com

REFERENCES

George Costanza
Regional Sales Manager
Vandelay Industries
55 Latex Alley
Nacogdoches, Texas 75965
936.555.9393
gcostanza@vandelayind.com

Merideth Grey, Ph.D.
Surgical Resident
Seattle Grace Hospial
100 McDreamy Drive
Seattle, Washington 98012
206.555.2222
meredith@seattlegrace.com

Chuck Norris
East Texas Chapter President
Toastmasters International
2020 Chatsville Lane
Lufkin, Texas 75901
936.555.8111
cnorris@mail.com
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Beyoncé G. Knowles
Nacogdoches, Texas

936.555.5343

bknowles@mail.com

May 25, 20XX

Albus Dumbledore
Headmaster
H. Potter Independent School District
1989 Hogsmeade Lane
Hogsmeade, Texas 77777

Dear Professor Dumbledore:
I am a Stephen F. Austin State University senior graduating in December with a Bachelor of Science in
Interdisciplinary Studies in English, Language Arts, and Reading, and certification in grades 4‐8. I have
heard through Nancy Jones, a Harry Potter Independent School District school board member that
construction on Hogwarts Middle School is near completion and Harry Potter Independent School
District will be hiring new teachers to fill positions for the upcoming academic year. I believe that my
education, skills, and teaching experience have prepared me well for a teaching position. I would like to
apply for English openings in Grades 4‐8.
After studying at Stephen F. Austin State University, I feel that I am fully prepared to take on the
position of teacher. I have gained an exceptional amount of experience in the classroom, outside the
classroom, and in local schools. Having worked with various grade levels and completed units in
different subject areas, I have all‐around experience in the elementary and middle school. I have
planned my own units, worked with students with disabilities, facilitated discussions, supervised
fieldtrips, tutored individual students, and enforced school policies. I have been commended by my
mentors for my excellent classroom management skills and ability to establish rapport with my students.
In addition, I have been involved in various organizations and activities while attending college. I was
part of the Middle Level Association, Philanthropy Chair for Zeta Zeta Zeta Sorority, and volunteered
over 100 hours at Helpful Hands Mentor Club. I have many skills such as being able to work with
Microsoft programs, media electronics, and can speak basic Spanish. Along with attending school, I also
had several part‐time jobs. My ability to multi‐task and successfully manage multiple priorities is evident
through my strong GPA in addition to extracurricular involvement and part‐time jobs.
Thank you for considering my qualifications for a teaching position in your district. I will follow‐up with
you within the week to confirm receipt of my credentials. If you would like to contact me beforehand, I
am available by phone at 936.555.5343.
Sincerely,

Beyoncé Knowles
Beyoncé Knowles
Enclosure
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Beyoncé G. Knowles
Nacogdoches, Texas 75965

936.555.5343

bknowles@mail.com

OBJECTIVE
Seeking a middle school teaching position in the subjects of English or Reading to utilize pedagogical knowledge and
experience with students ages 12 – 15

EDUCATION
Stephen F. Austin State University, Nacogdoches, Texas
Bachelor of Science in Interdisciplinary Studies, May 20XX
Certified 4-8 English/Language Arts/Reading
• Cumulative GPA: 3.5
• President’s Honor Roll, 2 semesters
• Dean’s List, 2 semesters

TEACHING EXPERIENCE
Clinical Practice
January 20XX – May 20XX
Bayside Elementary, Bayside, Texas
• Created and instituted daily lesson plans for 4th grade English, Language Arts, and Reading instruction
• Motivated and challenged students through active learning projects, reports, and peer teaching techniques
• Evaluated student performance and maintained computerized grade book throughout semester
• Participated in parent-teacher conferences and parent-teacher organization functions
Intern
Springfield Elementary, Nacogdoches, Texas
• Administered lessons in 5th grade reading after shadowing educators
• Instructed lessons on various children’s books, poems, and themes
• Volunteered personal time by individually assisting students
Intern I
Greeneville Elementary, Nacogdoches, Texas
• Taught lessons in 4th grade English after shadowing educators
• Developed and administered multiple lessons throughout the semester
• Aided teacher with day-to-day activities
• Tutored students individually with difficult homework problems

August 20XX – December 20XX

January 20XX – May 20XX

OTHER EXPERIENCE
Resident Assistant
January 20XX – December 20XX
Department of Residence Life, Stephen F. Austin State University (SFASU), Nacogdoches, Texas
• Planned 4 educational programs annually for 300 residents, including topics on career coaching and internships
• Implemented University policies, counseled students, and mediated roommate conflicts
• Allocated programming budget and hall improvement funds

INVOLVEMENT
•
•

Vice President, Middle Level Association, 20XX-20XX
Philanthropy Chair, Zeta Zeta Zeta (ZZZ) Sorority, SFASU Chapter Delta Tau Pi, 20XX-20XX
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Beyoncé G. Knowles
Nacogdoches, Texas 75965

936.555.5343

bknowles@mail.com

REFERENCES

Richard Belding
Principle
Bayside Elementary
101 Palisades Place
Bayside, Texas 77224
281.555.7272
rbelding@bayside.com

Van Wilder
Residence Hall Coordinator
SFASU Residence Life
56 Lumberjack Lane
Nacogdoches, Texas 75962
936.555.4040
vwilder@sfa.edu

Angelina Jolie
Director
Helpful Hearts Mentor Club
333 Make A Difference Blvd
Nacogdoches, Texas 75965
936.555.6789
joliea@mail.com
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Channing Tatum
Nacogdoches, Texas

936.555.5086

ctatum3@mail.com

August 9, 20XX

Cameron Credit
University Recruiting Manager
Goodwill Agency, LLP
101 Ledger Lane
Houston, Texas 77777

Dear Mr. Credit:
I have learned through the Center for Career and Professional Development at Stephen F. Austin State
University that you plan to visit our campus this fall to interview candidates for upcoming internships,
and I want to make you aware of my sincere interest in the open Tax Intern position.
Currently a junior at Stephen F. Austin State University, I have completed seven financial accounting
courses thus far, including Cost Accounting and Federal Income Tax classes. I have also completed my
Auditing course, which I understand is a requirement for an internship at Goodwill. In addition to my
analytical strengths, I bring to the table advanced computer skills (with cross-platform expertise in
Windows and Mac) as well as excellent interpersonal skills demonstrated through my extracurricular
and volunteer activities noted on my résumé.
Since starting college, I have worked part-time as a Desk Clerk for Fredonia Hotel & Convention Center
in Nacogdoches, Texas. While in this position, I have earned a reputation for consistently exceeding
company and customer expectations. My supervisor has asked me to return this summer, however I
desire to gain corporate accounting experience. I am impressed by Goodwill’s innovation and success,
and I would very much like to be part of such a winning company.
I look forward to meeting you at the career fair in September and discussing the internship position, as
well as your expectations and my qualifications. Should you wish to contact me in the meantime, I may
be reached at (936) 555-5086. Thank you for your time and consideration.
Sincerely,

Channing Tatum
Channing Tatum

Enclosure
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Channing Tatum
Nacogdoches, Texas

936.555.5086

ctatum3@mail.com

OBJECTIVE

To obtain an internship with an accounting firm to develop knowledge and skills in
preparation for a successful career in accounting

EDUCATION

Stephen F. Austin State University, Nacogdoches, Texas
Master of Professional Accountancy, December 20XX
Bachelor of Business Administration in Accounting, December 20XX
• Cumulative GPA: 3.1
• Dean’s List, 4 semesters

RELATED EXPERIENCE

Team Leader, Managerial Accounting Case Study
June 20XX – Present
Southwest Airlines Project
• Analyze all financial statements and ratios for Southwest Airlines
• Explain discrepancies between the Income Statement and the Statement of Cash
Flows
• Document findings using Excel and present to a group of 15 students
Treasurer
January 20XX – December 20XX
Lambda Lambda Lambda Fraternity, Beta Beta Beta Chapter
• Managed and allocated budget of $25,000
• Reconciled accounts payable and receivable and processed semesterly dues
• Supervised 6 committee members and conducted bi-weekly meetings

WORK EXPERIENCE

Desk Clerk
January 20XX– May 20XX
The Fredonia Hotel & Convention Center, Nacogdoches, Texas
• Balanced accounts and conducted nightly audits
• Organized guest accommodations through registration, room assignment, and key
check-out
• Generated bills, collected payment, and adjusted reservations in an accurate
manner
• Processed and neatly filed service and maintenance request records
Server
Summer 20XX
Margaritaville, Key West, Florida
• Prepared itemized checks, processed payments, and balanced cash register
• Recognized for outstanding service and promoted to trainer; trained 5 servers
• Provided excellent customer service in a busy, team environment
• Arranged restaurant for next shift, cleaned wait station, and assisted in washing
dishes

HONORS & ACTIVITIES

• Fluent in Spanish
• Beta Beta Beta Accounting Fraternity, 20XX-20XX
• Order of the Phoenix Honor Society, 20XX-20XX
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Channing Tatum
Nacogdoches, Texas

936.555.5086 ctatum3@jacks.sfasu.edu

REFERENCES

Elvis Presley
General Manager
Heartbreak Hotel
313 Jailhouse Drive
Nacogdoches, Texas 75965
936.555.1234
elvis@heartbreak.com

Brad Pitt
Program Coordinator
Constructing Communities
606 Building Dreams Drive
New Orleans, Louisiana
70113
504.555.4567
bpitt@h4h.com

Jimmy Buffett
Owner
Margaritaville
123 Pot Top Road
Key West, Florida 33040
305.555.9876
buffett@margaritaville.com
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Jessica Ann Simpson
Current:
Nacogdoches, Texas

214.555.6539
jessica_simpson@mail.com

Permanent:
Dallas, Texas

August 1, 20XX
Bob Lippman
Editor
Pendant Publishing
101 Big Apple
New York, New York 12400
Dear Mr. Lippman:
I am writing to express my keen interest in the Editorial Assistant position you advertised on the
Handshake platform for the Center for Career and Professional Development at Stephen F. Austin State
University. I will be receiving my Bachelor of Arts degree in Journalism this coming May, and I am eager
to join a small publishing house where I can use my skills in writing, editing, proofreading, research, and
critical analysis. Based on my knowledge of Pendant Publishing publications and objectives, I believe that
my educational background and abilities would be an excellent match for the Editorial Assistant
position.
Through my academic work in English language, literature, and writing, I am prepared to make
meaningful contributions to editorial discussions and to function as a member of your editorial team. In
addition to my university training, I have also obtained editing experience at Magazine as an Editing
Intern. This volunteer and intern position provided me with experience in editing, proofreading, fact
checking, production scheduling, working with off-site vendors, sales, marketing, and customer service.
My position at taught me to manage my time efficiently to meet deadlines, adapt readily to new
responsibilities, work as a team member, and function well under pressure. This internship has also
afforded me an in-depth understanding of the important and varied behind- the-scenes work involved in
magazine publishing.
I hope you'll agree that the combination of my academic training and my internship work in publishing
has provided me with excellent preparation for the demands of a literary editorial position with Pendant
Publishing. Thank you for your time and consideration. I will contact you the week of August 15th to
follow up on your receipt of this application.
Sincerely,

Jessica Simpson
Jessica Simpson
Enclosure
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Jessica Ann Simpson
Current:
Nacogdoches, Texas

214.555.6539
jessica_simpson@mail.com

Permanent:
Dallas, Texas

OBJECTIVE
Seeking the full-time copy-editing position for Fashion and Lifestyle Magazine

EDUCATION
Stephen F. Austin State University, Nacogdoches, Texas
Bachelor of Arts in Journalism, May 20XX
Cumulative GPA: 3.7
• President’s Honor Roll, 3 semesters
• Dean’s List, 3 semesters

SKILLS
Editing
• Assisted advanced placement high school seniors in perfecting college admission essays
• Revised Career Planning Checklist for Stephen F. Austin State University (SFASU) Career
Services, as part of a class project
• Edited Career Counseling brochure for SFASU Career Services, as part of a class project
• Helped SFASU graduate student edit Master’s thesis
Publishing
• Wrote 12 freelance articles for The Campus Gazette, SFASU school newspaper
• Designed ½ and ¼ page advertisements in The Campus Gazette for Debate Club
• Created postcards marketing Handshake and other SFASU Career Services Programs
Technical
• Advanced skills in Adobe PageMaker, Photoshop, InDesign
• Basic AutoCAD skills
• Intermediate proficiency in Access and Publisher

WORK EXPERIENCE
Copyeditor Intern
May 20XX – August 20XX
MODE Magazine, Metropolis, New York
• Proofread and copyedited assigned sections of magazine
• Carried out tasks related to contracting typesetting, printing, and binding
• Prepared and organized artwork for book productions
• Familiarized customers with advertisement space, purchasing procedures, and responded to
questions and concerns

ACTIVITIES & HONORS
•
•
•

Metropolis Rotary Club Scholarship Recipient, 20XX-20XX
Treasurer, Debate Club, 20XX-20XX
Vice-President, Delta Nu Sorority, 20XX
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Jessica Ann Simpson
Current:
Nacogdoches, Texas

214.555.6539
jessica_simpson@mail.com

Permanent:
Dallas, Texas

REFERENCES

Perry White
Editor in Chief
The Daily Planet
202 Concord Lane
Metropolis, New York, 10027
212.555.9090
perry.white@dailyplanet.com

Abraham Washington
Advisor
Debate Club
246 Cherry Tree Way
Nacogdoches, Texas 75961
936.555.2020
abrahamwashington@sfa.edu

Elle Woods
Advisor
Delta Nu Sorority
123 Blonde Boulevard
Nacogdoches, Texas 75965
946.555.2001
elle_woods@mail.com

Rusk Building, 3rd Floor 936.468.3305 ccpd@sfasu.edu www.sfasu.edu/ccpd

Justin (JT) Timberlake
Lufkin, Texas

936.555.4088

justin_timberlake@mail.com

August 9, 20XX

Dr. Theodor Seuss
Marketing Director
Green Eggs & Ham
101 Sam I Am
Houston, Texas 77062

Dear Dr. Seuss:
My friend, Cindy Lou Who, currently working in the advertising department at Green Eggs & Ham,
recommended that I contact you about the marketing internship currently available in your department. I
am thrilled about this opportunity and feel as though I would be a wonderful asset to your company based
on my college coursework and prior marketing experience.
My experience includes completing a major project in my Introduction to Marketing course through the
Management, Marketing and International Business Department at Stephen F. Austin State University.
This course included a group project where four teammates and I analyzed the organizational structure
and developed a marketing strategy for Spacely Sprocket, Inc. As a group, we conducted a major analysis
of the current positioning and effectiveness of the company and presented our final report to
representatives of the Spacely Sprocket organization. This experience provided solid business experience
in research, analyzing data, teamwork, and presentation skills. It also provided an opportunity to present
to major key players in high level management at the corporate level. In addition, I have learned a great
deal about marketing techniques through my coursework in marketing strategies and marketing research
at Stephen F. Austin State University, where I am currently working toward a Bachelor of Business
Administration in Marketing.
My real life experience in marketing is from my previous internship with Arlen Chamber of Commerce.
In this position I had an opportunity to develop my teamwork abilities by working on group projects with
other interns as well as full-time staff. This internship offered a chance to gain skills in the real world that
allowed me to use what I learned in my academics and apply them to developing marketing objectives
and strategies for these organizations.
Thank you for your time and consideration in reviewing my materials. I will contact you in one week to
discuss my qualifications and address any questions you might have. I look forward to meeting with you.
Sincerely,

Justin Timberlake
Justin Timberlake
Enclosure
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Justin (JT) Timberlake
Lufkin, Texas

936.555.4088

justin_timberlake@mail.com

OBJECTIVE
Pursuing a public relations/marketing internship leading to a full-time entry-level public relations position

EDUCATION
Stephen F. Austin State University, Nacogdoches, Texas
Bachelor of Business Administration in Marketing, December 20XX

RELEVANT EXPERIENCE
Public Relations Intern
Spring 20XX – Present
Nacogdoches Chamber of Commerce, Nacogdoches, Texas
• Streamline membership database and generation of direct mail
• Serve as liaison with Nacogdoches Chamber members on events, membership status, and resources
• Plan, organize, and host Chamber “Alive After Five” events for Nacogdoches business community
Assistant Editor
January 20XX – May 20XX
Lufkin Daily News, Lufkin, Texas
• Expedited the copy editing process by collaborating with writers and copy writers
• Designed advertising layouts for 50-100 organizations
• Discussed political opinions as contributing writer for the newspaper
Advertising Team Member
Spacely Sprocket Advertising and Promotions Project, Lufkin, Texas
• Conducted research to evaluate the effectiveness of existing advertising efforts
• Formulated a seasonal promotion to increase sales and strengthen brand quality
• Observed the preparation and negotiation process for contracts

CAMPUS ENGAGEMENT
Recruitment Chair, Lambda Epsilon Omega (LEO) Fraternity, 20XX-20XX
• Developed recruiting strategy, which successfully resulted in 35 new members
• Organized recruitment teams for 200 participants
• Publicized media for fall recruitment programs and events
Speakers Chair, College Marketing Association (CMA), 20XX-20XX
• Interacted with corporate executives to recruit potential guest speakers
• Coordinated publicity and arrangements for each speaker
• Maintained detailed manuscripts and program operations for filing purposes
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Fall 20XX

Justin (JT) Timberlake
Lufkin, Texas

936.555.4088

justin_timberlake@mail.com

REFERENCES

Donna Deutsch
Advisor
College Marketing Association
111 West Street
Nacogdoches, Texas 75965
936.555.6767
d.deutsch@mail.com

Hank Hill
Marketing Manager
Arlen Chamber of Commerce
44 Propane Place
Arlen, Texas 78701
946.555.2018
hankhill@mail.com

Fred Flintstone
Editor
The Daily Granite
66 Dino Drive
Bedrock, Texas 75965
946.555.6677
fred@thegranite.com
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Stephen Curry
Nacogdoches, Texas

936.555.1234

scurry@mail.com

August 15, 20XX

Jillian Michaels
Personal Trainer
Stephen F. Austin State University
1817 Wilson Drive
Nacogdoches, Texas 75962

Dear Ms. Michaels:
It is with great excitement that I apply for the open student assistant position at the Stephen F. Austin
State University Recreation Center. I came upon this opportunity upon browsing through Handshake
and immediately thought to apply. I am a junior currently working toward a Bachelor of Science in Food,
Nutrition, and Dietetics at Stephen F. Austin State University. I take my schoolwork very seriously and
have been honored on the President’s List three semesters for maintaining an excellent cumulative GPA.
In addition to my education in fitness and health, I have gained excellent interpersonal skills
demonstrated through my extracurricular and volunteer activities noted on my résumé. I am very active
in campus engagement and have obtained leadership positions in multiple student organizations on
campus in order to grow in leadership abilities, work in team structures, and contribute to meaningful
friendships gained through involvement. I am passionate about helping others achieve their goals, and
believe I am the perfect candidate for this position. If hired, I will bring a positive attitude to the mix,
knowledge concerning nutrition and dietetics, and a team-centered mindset to your team.
I look forward to meeting with you and discussing my qualifications for this position. Should you wish to
contact me in the meantime, I may be reached at (936) 555-1234. Thank you for your time and
consideration.
Sincerely,

Stephen Curry
Stephen Curry
Enclosure
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Education
Stephen F. Austin State University, Nacogdoches, Texas
Bachelor of Science in Food, Nutrition, and Dietetics, May 20XX
•

Cumulative GPA: 3.5

Honors, Awards, and Recognition
•

•

President’s Honor Roll, 3 semesters; Dean’s List, 2 semesters
Baker Pattillo Student Leader of the Year, Omicron Delta Kappa, 20XX

Leadership Activities
President, Student Activities Association
Stephen F. Austin State University, Nacogdoches, Texas
•
•
•
•

Communicate with members to develop and implement beneficial programs for students
Work closely with Student Affairs professionals to further advance the organization through
collaboration with various departments
Lead organization of 60+ members
Presides over all member, committee, and officer meetings

Shooting Guard, SFA Basketball
Stephen F. Austin State University, Nacogdoches, Texas
•
•
•

•

Fall 20XX – Spring 20XX

Organized members to participate in “Step Out” Walk to End Diabetes
Conceptualized a program to promote healthy eating habits called “Eat Well. Live Well.”
Collaborated with other Human Sciences programs to create activities to educate students on the
importance of exercise and its effect on well-being
Assisted President in maintaining parliamentary procedures during the course of meetings

Paraprofessional Work Experience
Driving Jack, Driving Jacks Safe Ride Program
Stephen F. Austin State University, Nacogdoches, Texas
•
•
•
•

Fall 20XX - Present

Liaise with coaching staff on an on-going basis to enhance team cohesiveness
Co-led tours of athletic facilities to prospective student-athletes and their families
Execute the policies governed by the National Collegiate Athletic Association

Vice President, Student Dietetics Organization
Stephen F. Austin State University, Nacogdoches, Texas
•
•
•

Spring 20XX - Present

August 20XX - Present

Contribute efforts as member to provide students with a free and safe ride home
Develop and implement fun activities to interact with students in the vehicle
Schedule and assist in preparation of work schedules for fellow members
Generated various graphics of viable data to present to supervisors in concordance with our research

Volunteerism
•
•
•

Women’s Shelter of East Texas Inc., Nacogdoches, Texas; 16.5 hours
Harvest House, Nacogdoches, Texas; 22 hours
Nacogdoches Animal Shelter, Nacogdoches, Texas; 31 hours
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References

Jessica Waguespack
Advisor
Student Dietetics Organization
Stephen F. Austin State University
Nacogdoches, Texas 75962
936.468.6056
waguespaja@sfasu.edu

Hollie Smith, Ed.D
Program Coordinator
Student Activities Association
Stephen F. Austin State University
Nacogdoches, Texas 75962
936.468.2988
hssmith@sfasu.edu

Jeff Byrd
Interim Head Coach
Stephen F. Austin State University Basketball
123 College Street
Nacogdoches, Texas 75962
936.468.3502
byrdjd1@sfasu.edu
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