Designing resumes



Do not use complete sentences
and avoid the first-person “I”

NO:

| want to work at Johnson’s hardware so that | can
continue to develop by skills and further my
education.

Yes:

To obtain a position as a business analyst at
Johnson's Hardware, Inc to elicit, analyze,
communicate and validate requirements for
changes to information systems



Break up prose into parallel
bulleted lists

No:

Business Analyst ABC Company Moorsville, IN 2002-2005

| redesigned and administered Security Department website and eveloped,
edited, revised, and formatted security and Good Manufacturing Practices
(GMP) procedures and created and developed PowerPoint presentations,
databases, training materials, documentation, and courses.

Yes:

Business Analyst, ABC Company, Moorsville, IN, 2002-2005
 Redesigned and administered Security Department website

« Developed, edited, revised, and formatted security and Good Manufacturing
Practices (GMP) procedures

» Created and developed PowerPoint presentations, databases, training
materials, documentation, and courses



Use white space to chunk entries
together, not break them up

NO:

Technical Writer Terre Haute, IN 2002-2005

Yes:
Technical Writer, Terre Haute, IN, 2002-2005



Avoid decontextualized claims
of excellence

No:

Excellent communication skills
Good with people
Excellent computer skills

Yes:

Business Analyst, ABC Company, Moorsville, IN, 2002-2005
* Redesigned and administered Security Department website

- Developed, edited, revised, and formatted security and Good Manufacturing
Practices (GMP) procedures

- Created and developed PowerPoint presentations, databases, training materials,
documentation, and courses



Use headings, subheadings, &
contrast

No:
Software Skills:

Acrobat, FrameMaker, InDesign, PageMaker, PowerPoint, Publisher, Dreamweaver,
Flash, FrontPage, GoToMeeting, LiveMeeting, SnaglT, WebEXx

Yes:

Software SKkills

Document Design and Desktop Publishing
Acrobat, FrameMaker, InDesign, PageMaker, PowerPoint, Publisher

Developer Tools and Collaboration
Dreamweaver, Flash, FrontPage, GoToMeeting, LiveMeeting, SnagIT, WebEx

Database/Content Management Software
Access, Angel, AuthorlT, Continuum, Documentum, Drupal, Excel, Maximo,



Avoid all CAPS. Use other forms of
emphasis to create subcategories

No: RELEVANT COURSEWORK

Yes:
Relevant coursework

Writing courses Math courses
Course name Course name
Course name Course name

Course name Course name

Business courses

Course name
Course name
Course name



Put your resume In an invisible
table

No: Ineffective tables put every line in a
table cell



C a r e T obtain pn entry level pof@tion n dhmman fpsource @ supervfsory
position utihzmg my metrvational, commumication, and public relation
skills.
Education Purdue University, Wast Lafayette, IN 47907
Enoy School of Technology
Major: SupernisionOrganizational Leadershup
Minor: Human Resources
Grad date: May of 2000
Major GPA- 3.00/4.00
Work Experience | Whirlpool Corporation school year
1997-99
Production Worker
. Packaped parts
. Worked assembly line
. Help train new emplovess
Leiber State Park, summer of
1999
Patrolmen (security)
. Cashiar
* Comnted out money end of sach day
. Dealt with conflict on daly basis
. Made work schedule for other patrolmen
Maintenance  summer of 1996-98
. Mowing
. Eoofing
. Mamtenance of vehicles
Activities/Honors | - Hakbitat for Fumanity - Volunteer Peer Counselor
- - Hoosier Boy State attendes - Perfact attendance at

Whirlpool 1997




Put your resume In an invisible
table

Yes: Effective tables chunk entire entries
Inside of cells while creating a strong
vertical and horizontal alignment



Alyse Childress
e-mail: ghildress@ourdus edy

School Address: Home Address:
3000 Wabash Ave. Box abe 2319% 5t E
Lafayette, IN 47803 Warsaw, MA 98301
(813) 877-6678 (301) 8972222
Education: | Bachelor of Science Applied Biology, May 2003
Purdue University, Terre Haute, IN
Cumulative GPA: 3.41/4.00
Status: Jumor
Related courses: Honors/Aetivities:
» Organic Chemmstry I&IT o Dean’s List (4 of 7 quarters)
« Pathogenesis « Outreach Team
« Genetics » Belay for Life
= Bioethics
Experience: | Purdue University, Terre Haute, IN Dec. 2007-Present

Senior Thesis Research

* Developed PCE-based assay and used various biotechnology skills to
identify proteins in local populations of amphibians

= Performed BLAST search for conserved sequences in protems

* Tested effectiveness of PCE-based assay against known viruses

ABC Institute, Terre Haute, IN June 2006 — Angust 2006

Student Researchar

* Developed and optimized vital staining procedure and compared with
commonly used procedures during personal project

= Worked independently and was responsible for adequate use of resources
throughout personal project

* Led a group project using Western Blots to visnalize DNA damage

+ Communicated project findings at symposium

ABC Community Hospital, ABC, WA Sept. 2003 — Dec. 2003

Senior Project Job Shadow

= Assisted and shadowed one of the hospital’'s nmerobiclogist

* (Created resistant bacteria strain, created control samples for the lab,
assisted in daily functions of the lab operations

* Collected patient samples to test in order to find and prevent human
disease of patients

* Performed histological staining techniques




Make sure your quadrants are even

No: Uneven quadrants aren’t all full



Joseph P. Blowe

E-mail- sydepigrurdus edy
Current Address Permapent Address
123 North South St. 321 South North 5t.
Lafavette IN 47206 Cloverdale IN, 46120
(T65) T43-300H (T65) TO5300N

Career Objective
To obtain an entry level posthion 1n 2 oman resource or suparvisory
position utlizing my motrvational communication, and public relation skills.

Education
Purdue University, West Lafayette, IN 47907
Enoy School of Technology
Major: Supervision/Organizational Leadership
Minor: Human Resources
Grad date: May of 2000
Major GPA: 3.00/4.00

Work Experience

Whirlpool Corporation school year 1997-99

Production Worker

*  Packaged parts

*  Worked assembly line

#* Help train new employeas

Leiber State Park, summer of 1999

Patrolmen (security)

*  (Cashier

* (Counted out money end of each day
*  Dealt with conflict on daily basis

-

Maintenance summer of 1996-98

Activities/Honors

- Hahatat for Humanity - Volunteer Peer Counselor
- Hooster Boy State attendee - Perfect attendance at Whirlpool 1957



Make sure your quadrants are even

Yes: All guadrants are balanced



Shmootaway Zootahway

Highlights

M.F.A. Wiiting, B.A. English
Five years technical writing experience

and quality control

review, and approval with SMEs, administration,

- copy edifing, writing, and
- i i and

g manuals, reports, and qualifications
website

- maintaining and auditing

Four years training non-wri complex technical concepts.
effectively in the context of writing courses
Proficient in Microsoft Office (Word, Excel, Apcess, PowerPoint), Visio, Adobe products
(D . Firewdrks, F F RoboHelp)
coding in ipt, Java, Flai fish, and HTML
Professional Experience
iclati i ABC C Inc. 5t Big Cs IN. 20052007
®  Acted as a liaison amol bject matter experts, process engineers,
automation, maintenance, ufilities, ahd quality the content

cycle to facilitate group consensus aj
‘Worked wiih_SMEs ‘and engineers td

nd determine scope and content of documentation
determine scope and content of documents and

ensure across.

* Coordinated document preparation. [eview, and approval with SMEs, supervision, and
quality

= Developed, wrote, and edited system for FDA i i
according to corporate style guide

* \Verified accuracy and content of system qualifications

Created periodic review fraining

Technical Writing Instructor, Big State U,
*  Prepared leciures and course

Boston, MA, 2008-2007

objectives
Evaluated student writing, projects,
Managed 50 students per quarter

Technical Writer/Business Analyst, ABC
* Developed, edited, revised, and fom
{GMP) procedures

to help students achieve predetermined course

nd research

oftware Enterprises, Charleston, SC, 2002-2005
yatted security and Good Manufacturing Practices

Created and
documentation. and courses.
Selected for advanced training to pre
system

training

gram Confinuum, a security access management




